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FlowPort 2.1.1 SP3 Update

This Update provides an overview of changesto FlowPort since the
FlowPort Release 2.1 User Guide was released in November 2000.
The User Guideisincluded at the end of this document.

This update contains the following updated information. The
number in parentheses following the feature indicates the page
number(s) in the User Guide that are affected.

New Features and Updated I nfor mation

»  Updated list of supported browsers

*  New User Account Parameter to enable/disable creation of
document tokens

»  Updated list of supported repositories (1-2, 5-8, 5-15, 5-18,
5-19, 5-25, 5-37, 5-43, 5-46)

» Updated FlowPort support web site (1-6)
» Available Internet Fax file formats (5-50, 7-50)
* Login Credentials feature for repository login

Clarification

» Clarification about the avail ability of a stored document’s URL
(5-7)

» Clarification of username and password required when supply-
ing “other repository information” (5-9, 5-39)

» Clarification of “remote printer” capability (5-12)

» FileFormat for Scanned Documents (Chapter 5)

» Ignoreall references to the iManage Repository

» Clarification of Public, Shared, and Private forms. (8-4)
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Updated or New Features in FlowPort

Updated or New Featuresin FlowPort

Since the FlowPort User Guide was released, Xerox has issued two
maintenance releases of FlowPort. Each of these releases have
added performance and functionality to FlowPort.

U pd ated Browser FlowPort 2.1.1 SP3 is best used with one of the following browsers.
Requi rements for Using an unsupported browser may give you unpredictable results.

FlowPort 2.1.1 SP3 .« Microsoft Internet Explorer 4.0, version 4.72 t0 5.5, or
*  Microsoft Internet Explorer 6.0

Note: With this version of Netscape, you may need to refresh the
screen occasionally.

»  Netscape Navigator, version 4.5.1to 4.77.

Create Document  You can now select whether or not a Document Token is created
Tokens User Account when you store adocument to arepository. Note that thisfeatureis
Parameter only available to you if the FlowPort administrator has set the
“Enable Document Tokens’ system parameter.

FlowPort e .
INTRO FORMS DFTIONS

Change youwr gccount information, snd then click Swbmid Changes

“Al fisids merked wath an aslensk (%) are required

User Mame:* [jsmith
First Hame; [Joa
Last Name: [Smith
Emall Atdress:® [jos@smith.com

Defaull Printer:’ [josdEsmilh.com

Printer Type: |Email PDF file =
Defaull Form Size: IUE Later ""I
Job Conflirmation Ket hod: IFrinIBr -

Crgate Document Tokens: New User Account Parameter
Locale: |Systern Default =l
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gdpdated_list_of
supported repositories

Updated FlowPort
support web site

Internet Fax file
format and OCR

Updated or New Featuresin FlowPort

Thelist of repositories that are supported by FlowPort has changed.
The following repositories are supported by FlowPort 2.1.1 SP3:

»  Xerox DocuShare® Release 2.2 or DocuShare® Release
3.0.01 (store and retrieve)

» FTPDirectory (store and retrieve)

»  Documentum Version EDMS98, 4i (store and retrieve)

» Domino.Doc™ Version 2.5 (store and retrieve)

* Domino™ Version 5.0 (store and retrieve)

* Lotus Notes® Version 4.6 (store via email)

» Lotus Notes® Version 5.0 (store and retrieve)

» Microsoft Exchange™ Public Folder (store via email)

*  Microsoft Exchange™ 2000 Web Folder (store and retrieve)

*  Microsoft Windows Shared Folder (store and retrieve)

Please ignore any reference to the iManage repository in the User
Guide.

For additional information, visit the FlowPort Support web site at:

http://www.xerox.com/flowport/support

Previoudly, Internet Faxes could only be stored as TIFF files, and
were not subject to OCR. With this release of FlowPort, Internet
Faxes may be read and stored in one of more than 30 file formats.
Please see your FlowPort Administrator for details about the format
configured for your site.
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Updated or New Featuresin FlowPort

L Ogi Nn Credentialsfor FlowPort 2.1.1 SP3 has a new security feature called “Login
Document Repositor jes  Credentials’ that allows you to change arepository username and
password, but still use existing forms that require alogin.

For example, to access a Docushare Collection, you must supply
your DocuShare User Name and Password. In FlowPort 2.1.1 SP3,
each user maintains alist of uniquely named login credentials,
where each login credential contains credential information such
as:

* the name of the credential

» therepository user name

» theuser'spassword for the repository

A DocuShare login credential would appear as the following:
Name: joesmith Purchasing Server

DocuShare User Name: joesmith

DocuShar e Passwor d: *******

When you create a PaperWare form that requires repository
information (such as a Document Token), you must specify the
login credential you wish to use. Y ou select a named credential (if
you have created one), or you create a new login credential. In the
exampl e above, Joe Smith created alogon credential named
“joesmith Purchasing Server.”

For any new forms that Joe creates that require access to the
repository on the Purchasing Server, Joe simply needs to specify
that credential by name, and not worry about the user name or
password. In the future, if Joe's DocuShare password changes, only
the credential must be edited - not any of the forms using that
credential. All existing forms could still be used without
modification.
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Updated or New Features in FlowPort

Managing L ogin Credentials

Login credentials can be created in a user’s profile (either by the
Admin or the FlowPort user). Click “Credentials’ under
“Application Options.”

-FlowPort Web Centre - Netscape -10lx]
Ele Edit Wew Go Communicator Help

| 4 2 B ¥ 2 @wW 3 & B N
i Back Fonward — Reload Home Search  Metzcape it Security Shop Stop
H| ¥ Bookmaks A Location: |http:.f£‘| 0.10.10.2:90/ =l
‘— Efj Cizco Dashboard Ej Common Tools E:j Internal Suppt
™ THE DOCUMENT COMPANY . . I
FIOWPOI"[ | XEROX [ aide sDaconnexion | i

INTRO FORMS ACCOUNT

User Profile
Joesmith
Application Options

* |nternet Fax Mailbox — Set up the user's Internet Fax Mailbox
* Credentials — Manage credentials for logging into document repositories
s PMetwork Accounting — Setyour Metwark Accounting infarmation

IE == | |D0cument: Daone

- e _— = e —_— — = = =
£ Hack, Frnnpe Felad Home Semch  Melimape  Find Seoriy Shop Sima H
5w Bockmaks & Lecaion [Hip 000702307 =]
3 (3 CiscoDeshicad (2 CommanTooks 2 Iniemal Suppt
ﬂwmt“ | THE :xt:}}%uhmﬁ [ = ] '

IMTRO FORMS ACCIUNT I DFTIONS

Manrage Lagin Credentials for jossmith [Joe Smithp

Crederiala can be used fr lopding in o docwment reposioies. Tyour boinirrmsion
changes, update vour credentiz=ls hare and cominue bouse yourfams.

ik O ithes chesdEndiaia narae D el Or gsfede st credential Chck o ddai e e
COSTRINHTEN [0 ) e QN CASTERTER 0 that nenosio

FTP Directans # kT ngsdl IGgIn choTEdiars

Microset Exchange 2000 Wb Foldes: w AT newy (o cheEaiar
ocushana Collecliom L] NG (G0N &

| Do Rogpasiiong: * Aok nE fipgn CreaEalians

Darmmn. [ oc Fepesion: w doa new foqin credenbal

Windows Sharel Foliler: & Acky ne (odin eredsntiar

Drecumnesinim Fepesione * A0 nE i predEiar

= =] [inament: Cans S %r 90 BB E | 2
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Updated or New Features in FlowPort

6

Y ou also use the Application Option “Credentials’ to edit existing
login credentials.

2 FlowPort Weh Centre - ek spe
Ele [ siewr Gn Communcetor Hep

101Xl
i 4 & 3 &4 a2 @ o & B W
£ Hack, Frnnpe Felad Home Semch  Melimape  Find Seoriy Shop i

5w Bockmaks & Lecaion [Hip 000702307 =]

3 (3 CiscoDeshicad (2 CommanTooks 2 Iniemal Suppt

FE- mrtn 1""-‘“'-';%'-“"““ [aide =D& corneson | i
INTRO FORMSG ACCOUNT @

Add DacuShare Collection Login Cradentials for joesmith {Joe Smith)

Mame for these login credentials: |

W|

[L Rt DUERG Urlesd oifsd vee osictac]

Baye | Cancal

el [Dooument: Dane . e T -

Namefor theselogin credentials: the name you create should help
you easily identify the DocuShare server and username.

DocuShare User Name: avalid DocuShare user name for the
Server.

DocuShar e Passwor d: the password for the user name entered
above.

Server Domain: leave thisfield blank unless instructed otherwise
by your FlowPort administrator.

Online help is available if you require additional assistance.
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Updated or New Features in FlowPort

Or, users can create alogin credential at the sasmetime aformis
created:

/) FlowPort Web Centre - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

=101
= Back « = - @ ot | @Search (Gl Favorites @Media 3 | %v == ﬁ 0] S

Links @Cisco Emplovee Connection @Customize Links @Windows @AOL Anvwhere

FlowPort" X [help o logout]
INTRO ACCOUNT

OFTIONS

23

address *Go

| THE DOCUMENT COMPANY

Select Document Repository

|Docu8hare Collection j

Specify DocuShare Collection

UEL far &
DaocuShare
Collection: The LRL will lonk samething like
= hitplisomehost! MiewdCollection-#as

To obtain the URL, open a new hrowser window, visit the

DocuShare Collection, and copy and paste the URL.

Lodin as: |Add nevw lagin |

Mame for these
lodin credentials:
DocuShare Userl
Marne:
CocuShare
Password:
Server Domain: I

(Leave blank uniess atherwise instructed)
Litnit farin access & Public use

to:
= " ghared use
" Private use
Sawve Sawe & Print

[ rreate Mew Doriment Catalnn Arcess Sheet

K

I_ ,_ ,_ [ Trternet
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Clarification of Various Sections of the User Guide

Clarification of Various Sections of the User

Guide

Availability of a stored
document’s URL

Username and
password required
when supplying “other
repository information”

“Remote printer”
information

File Format For
Scanned Documents
(correction)

Public, Shared, and
Private forms

One of the options you can choose when scanning a document to an
email recipient isto “Send URL if available” (page 5-7 and 5-39).
Y ou must ensure that the recipient has sufficient privileges to
access the URL in order to retrieve the document. Thisfeatureis
only available for URLs for DocuShare, Exchange 2000 and
Domino repositories.

When you are requested to enter “other repository information (for
example, see step 16 of the procedure to email a stored document
URL on page 5-8), make sure the username and password you enter
are for the repository, and not FlowPort.

Remote printers on which you will print FlowPort forms must be
Ipr enabled. See page 5-12.

When you send a document to aremote printer, you can specify the
fully qualified name of the remote printer, or the printer’s IP
address. See page 5-15, Step 5.

Throughout Section 5 of the User Guide, there are several areasthat
describe “ File Format for Scanned Documents.” See Step 8 on page
5-4 as an example. The Note under the bullet “ Other” isincorrect,
and should read:

Note: OCRisNOT performed if you select “ TIFF” or “ PDF Image
Only.” OCRis performed if you select “ PDF (searchable text)” or
any of the other available file formats.

In order to help clarify the differences between Public, Shared, and
Private forms and how they relate to host (portal) authentication,
please reference the text on page 8-4 and see the figure on the
following page.
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Public Form

Shared Form

Private Form

Trust All

Login Sheet™®
(same user as
Private Form

OWTEL)

Clarification of Various Sections of the User Guide

FPortal (host) Authentication Level

Trust Only Listed

No
Anthentication

Login Sheet®
(same user as
Private Form

0 £]

Trust None

Na
{Authentication
Required | Login Sheet*
] (whenguest
access mod
setup)

Mo
Authe nticatio
Required | Login Sheet*
I (when guest
ACCESE Hol
el up)

Login Sheet*
{same user as

Private Form

This figures shows the authentication required for public, shared
and private forms for trusted/untrusted portals.
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Welcome

Welcome to Xerox FlowPort. FlowPort enables you to
transform your paper documents easily into electronic
documents, so that you can share and access them in your
digital workplace. It uses an innovative paper user interface
called Paper\Ware®.

This chapter provides an overview of FlowPort, contents
of this guide, and where to find additional information
about FlowPort.

This chapter contains the following:

About FlowPort and PaperWare® .........cccccceceeeeeiniiiinenennennn 1-2
Benefits of FIOWPOIT ........coooiiiiiii e 1-2
Applications included in this release ............cccccevviieeeens 1-2

What's in this gUIe ......coevvvviiiiii e, 1-4

Where to find more information ............ccccccceiiiiiiiiiiinnnn. 1-6
ONliNE NEIP e 1-6
Contacting your FlowPort administrator ..................c....... 1-6
Going to the FlowPort web site .........ccoociieiniiiiin, 1-6
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About FlowPort and PaperWare®

About FlowPort and PaperWare®

Benefits of FlowPort

Applications included
in this release

1-2 0O Xerox FlowPort User Guide

FlowPort provides an innovative paper user interface
called PaperWare. Using FlowPort PaperWare forms with a
Xerox Document Centre or an Internet Fax device, you
instruct your FlowPort server to distribute, store, and
retrieve your paper and electronic documents.

FlowPort brings you an intelligent and powerful way to
integrate your paper documents into electronic workflow,
with benefits that include:

* one touch distribution of a document to email
recipients

e one touch storage of documents to a repository (such
as Xerox DocuShare, Microsoft Exchange Folder, and
Lotus Notes)

* easy retrieval of stored documents using Document
Tokens and Document Catalogs

e output to a wide variety of recipients simultaneously
(by email, Internet Fax, remote printing, and storage)

FlowPort currently provides you with the following
applications.

Distribute Document—Scans paper documents and
distributes the resulting electronic documents through
email, Internet Fax, remote printing, or storage to a
document repository. The application features a FlowPort
form called a Distribute Document Cover Sheet that you
scan with your printed document to provide distribution
instructions to a Xerox Document Centre or an Internet
Fax machine.

Document Token—Accesses a document stored in a
repository using a Document Token form that represents
the stored document. When you want to retrieve the
stored document, you scan the one-page Document
Token to print the original document, or scan a
Document Token with a Distribute Document Cover
Sheet to retrieve and distribute the stored document.



About FlowPort and PaperWare®

Document Catalog—Accesses the documents stored in a
repository using a Document Catalog form, which is a
printed list of the repository’s contents with a checkbox
for each stored object. To retrieve stored documents, mark
the checkboxes for the documents you want and scan the
form to print the original documents. When using a
Document Catalog form with a Distribute Document
Cover Sheet, you can distribute the retrieved documents,
regardless of their original format.

Internet Fax Mailbox—Receives Internet Faxes so that
you can print, store, and access the faxes. When storing
received faxes, the FlowPort server prints a one-page
Document Token of the fax and emails the URL where the
fax is stored.

Login Sheet—Specifies your personal identification
number (PIN) on a Login Sheet form when submitting
jobs that require authentication. You can use a Login
Sheet at a Xerox Document Centre as an alternative to
logging in at the device’s control panel, or when
submitting jobs to the FlowPort server from an Internet
Fax machine.

PaperWare Copy—Prints copies of documents. As the
default application, it makes a copy of your document
when you scan a Document Token, Document Catalog, or
document at a Xerox Document Centre without a Cover
Sheet.

Document Options—Adds document management fields
to a document when you store it to a repository, and
charges print jobs to your account on a Document Centre
network accounting system. The application uses a
Document Options Sheet that you place after a Distribute
Document Cover Sheet to add fields or account
information to the document.

Network Accounting—Charges each printing job to an
Account ID set up on a Document Centre network
accounting system.
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What’s in this guide

What'’s in this guide

Chapter 2

Chapter 3

Chapter 4

1-4 [0 Xerox FlowPort User Guide

This guide describes how you can use the basic FlowPort
applications to simplify your work with paper.

Using FlowPort you can:

< Share your paper documents with others through
email, Internet Fax, remote printing, or storage to a
repository.

e Access your stored documents and print them on a
network printer or distribute the documents.

e Store a document and receive a Document Token, a
piece of paper that represents the stored document,
that you can later use to copy, Internet Fax, or email
the actual document.

< Receive and access Internet Faxes by printing the
entire fax, storing the fax and retrieving it later using a
Document Token, or viewing the fax on the Web.

In addition to this chapter, this guide includes these
chapters:

Getting Started

Describes how to log on to the FlowPort Web Centre, use
features of the Web Centre, open the online Quickstart
tutorial, and logout.

Quick look at using FlowPort

Introduces you to FlowPort, presents a number of quick
scenarios for using FlowPort to scan, store, and distribute
paper documents, and to access stored documents
seamlessly.

Using FlowPort forms

Provides procedures to scan forms by a Xerox Document
Centre or submit them by Internet Fax. Also describes
how to get fresh copies of a form or get printed help.



Chapter 5

Chapter 6

Chapter 7

Chapter 8

Appendix A

What’s in this guide

FlowPort capabilities

Provides a task-oriented approach to using your FlowPort
applications. Choose a task and follow the specific steps
required to create a form and use it for that task.

Managing FlowPort forms

Describes how to create, view, print, and edit forms in the
Web Centre.

Specifying user preferences and printers

Provides details about setting your user account
information and specifying printers.

Using shared and private forms

Describes how to add security to your forms and stored
documents, and how to authenticate yourself as a user
when you use a secure form.

Viewing documents scanned by FlowPort

Gives information and troubleshooting pointers about
viewing multi-page TIFF documents that are emailed or
stored by FlowPort.
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Where to find more information

You can get more information in several places.

Online he|p You can access online help in the FlowPort Web Centre by
clicking the help link in the upper right corner of the
window. Refer to the “Getting started” chapter on page

2-2 for information about how to use the Web Centre
window.

Contacting your  Your FlowPort administrator can provide you with
FlowPort information about your local FlowPort system.

administrator For example, your administrator can assist you with using

your Xerox Document Centre with FlowPort. Your
administrator can also help you if you forget your
FlowPort password, or tell you how to locate document
repositories on your network such as Xerox DocuShare,
Microsoft Exchange, or Lotus Notes/Domino, for
scanning and storing documents.

Contact your FlowPort administrator with questions
about using your local version of FlowPort.

To obtain your FlowPort administrator’s e-mail address:

1 In your Web browser, go to the FlowPort Login/Welcome
page.

In the Login box, click the link "Contact your
administrator...." A help window is opened, displaying
the email address for your FlowPort administrator.

Going to the  To get more information about FlowPort, visit the

. following web site:
FlowPort web site g
http://www.xerox.com/flowport
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Getting started

This chapter describes how to login to the FlowPort Web
Centre, use features of the Web Centre, open the online
Quickstart Tutorial, and logout.

This chapter contains the following:

Login to the FlowPort Web Centre .......ccccccoovvvevvvvieininnenenn, 2-2
About the Web Centre .......ccccooiiiiiiiiiiiie e 2-4
Taking the Quickstart tutorial ..........ccccooviiiiiiiiiiiieenieeen, 2-5
Logout from FIOWPOIt .........euieiiiiiiiiiii e 2-5

Chapter 2: Getting started 0O 2-1



Login to the FlowPort Web Centre

Login to the FlowPort Web Centre
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As a FlowPort user, you use paper forms to distribute,
store, and retrieve your documents directly from a digital
copier or Internet Fax device. In the FlowPort Web Centre,
you can customize and print your own forms to carry out
these tasks.

To login to the FlowPort Web Centre:

1 You are sent a ‘Welcome to FlowPort’ email message when
your FlowPort administrator adds you as a user. The email
message contains the FlowPort Welcome page URL, your
user name and password to login, and if required, your
personal identification number (PIN, see page 8-6 for
information about using the PIN).

The URL consists of “http://” followed by the name of the
FlowPort server. For example, if the server’s name is fish,
the URL will be http://fish.

2 Enter the FlowPort URL in the Location or Address line of
your Web browser.

The FlowPort Welcome page is displayed.

[:: Note: Create a bookmark for the FlowPort Welcome
page. In Netscape, click Bookmarks and select Add
Bookmark. In Internet Explorer, open the Favorites
menu and select Add to Favorites. The bookmark
‘Welcome to FlowPort’ is added to your Bookmarks or
Favorites list. You can select it any time to access the
FlowPort page.



Login to the FlowPort Web Centre

3 In the Login box, enter your user name and password.

)

4 Click Login.

The Web Centre opens to your user page.
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About the Web Centre

About the Web Centre

Click the Forms
button to view,
print, and create
forms

The FlowPort Web Centre window is shown in the

following diagram.

hitp:/ lowport ourcampany.com

Click to open help window

Links to the
Web Centre

pages

Click to start
Quickstart tutorial

FlowPort

[he\p/

‘ THE DOCUMENT COMPANY
XEROX

Togoit] —g——

INTRO: FORMS

ACCOUNT

WELCOME TO FLOWPORT, Austin Jones

IS THIS YOUR FIRST TIME HERE?

If this is your first time here®, you can step
through  brief Quickstart 1o get you up and
running. It will tell you how to print and use
your first PaperWare® Cover Sheet, and
show you other tasks you can perform with
Paperiiare

step me
through the
Quick Start

OPTIONS

HOW THIS WEB CENTRE WORKS:

Once you are acquainted with Paperare,
use this Web interface to customize and
print Cover Sheets and other PaperVare
forme. Select the Forms tab at the top of

this page to start viewing, printing, creating,

and managing your forms

--=-Edit gour forms to:
« email paper documents
+ creats distribution lists
+ stare decuments o
aweh repasitary
+ internet fay documents

*If you would like to skip this screen in the future and go directly to editing forms, click here.

Copyright Xerax Corporation

1995-2000. A11 Rights Reserved.

L Click to logout
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The links to the Web Centre pages allow you to do the

following:

* Introld See an introduction to the Web Centre and

open a Quickstart tutorial. Click the link at the bottom
of the page if you do not want this page displayed each

time you login.

e Forms[d Create new forms, and view, print, edit, or
delete your existing forms.

e Accountl Change your account information,
including user name, password, email address,
personal identification number (PIN) used by your
Login Sheet, and default printer.

e Options Specify application options, including

options for receiving Internet faxes.



Taking the Quickstart tutorial

Taking the Quickstart tutorial

A brief “Quickstart” online tutorial introduces you to
FlowPort and gets you started with printing and using a
FlowPort PaperWare form.

The Quickstart instructs you to do the following:

Print your first Cover Sheet.

Process the Cover Sheet in a Xerox Document Centre,
to scan and email a document to yourself in just one
step.

Receive and view the scanned document on your
desktop.

Look at other tasks you can perform with FlowPort
forms.

To open the Quickstart tutorial:

Logout from FlowPort

Click the blue graphic that says step me through the
Quick Start.

step me
through the
Quick Start

The Quickstart online help window opens. Use the green
back and forward arrows to navigate through the pages.

When you are finished, click the upper right corner of the
window to close it.

To logout from the FlowPort Web Centre:

1 Click the logout link in the upper right corner of the Web

Centre interface. You are returned to the Welcome page

[:: Note: Closing your Web browser or going to another
Web site does not log you out of FlowPort. You should
always click the logout link to logout.
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Quick look at using
FlowPort

This chapter introduces you to FlowPort, and
demonstrates a number of ways you can use FlowPort’s
PaperWare forms to simplify scanning, distributing, and
storing your hard copy documents for later access.

Use this chapter as a companion to Chapter 5, “FlowPort
capabilities.” Each scenario described in this chapter refers
to detailed steps in Chapter 5 that you can follow to
perform that task.

This chapter contains the following:

Introduction to FIOWPOIt .......cccvvvveiieeieeeiiice e 3-2
Document management SCENATIOS .....cceeveeeeeviieeeeieeieieieeeens 3-4
Scan to emalil ......oooiiiiii s 3-5
Distributing documents multiple ways ...........ccccvvvvvvvnnnee. 3-6
Accessing documents with Document Tokens ................ 3-10
Retrieving documents with Document Catalogs ............. 3-11
Distributing previously stored documents ...................... 3-12
Copying a stored document to another repository ......... 3-17
Retrieving your documents when traveling .................... 3-18
Getting a form at anytime .............cccoiriiie e, 3-19
Getting Help about a form ........cccccccevviiiiinii e, 3-20
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Introduction to FlowPort

Introduction to FlowPort
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FlowPort enables you to easily transform your paper
documents into electronic form, so that you can
distribute and access them within the digital world of
your office.

For instance, FlowPort lets you scan and:
e store documents

e email documents

e Internet Fax documents

e remotely print your documents

e later print and route your stored documents for
emailing, storage, Internet Fax, or remote printing.

To help you with these tasks, FlowPort provides you with
PaperWare forms. Using DataGlyph® technology,
PaperWare forms contain machine-readable instructions.

The DataGlyph is located in the lower right quandrant of
each example form shown in this chapter.

To process your documents, you typically use a Cover
Sheet to give instructions to the FlowPort server. The
Cover Sheet information is scanned in with a digital
device, such as a Document Centre or Internet Fax
machine.

Figure 3.1 illustrates how you can enter FlowPort
PaperWare forms in a digital device like the Xerox
Document Centre to perform various tasks.



Introduction to FlowPort

Figure 3.1 Xerox Document Center

- E-tmanil

[ - Exchange
s -1-% |

o | Lofus Notes

"j_"' : | z m - Taternet Fax
-DocuShare

L Prirt
-y

Paper Ware makes scamning as easy as capying’
Just put a Cover Sheet on your document
and check a box fo send it on its way...

- )
-

In the same way, you can submit forms by Internet Fax.

You can use an Access Sheet, such as a Document Token
or Document Catalog, to access and retrieve a stored
document for printing or distributing.
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Document management scenarios

Document management scenarios

A list of document management scenarios is provided in
Table 3.1. Each scenario is explained in more detail in the
following sections.

Table 3.1 Document management scenarios

Scenario Description

Scan to email; page 3-5 If you email documents frequently to an important
recipient—just create a Cover Sheet for this task and
use it repeatedly.

Distributing documents multiple ways; page 3-6 | Email, Internet Fax, remotely print, and store a paper
document all in one step

Storing a document with special information; Use a workflow Cover Sheet to store a document with a
page 3-8 title, summary, keywords, and other information, to
help make sharing your documents easy.

Accessing documents with Document Tokens; Carry a single Document Token in place of a 50-page (or
page 3-10 more) stored document.

Retrieving documents with Document Catalogs; Use a Document Catalog to select and print the exact

page 3-11 combination of documents you need.

Distributing previously stored documents; Distribute a stored document by email, Internet fax, or
page 3-12 remote printing.

Copying a stored document to another Copy a stored document to another repository.

repository; page 3-17

Retrieving your documents when traveling; When traveling, retrieve and print documents that are
page 3-18 stored at your workplace
Getting a form at anytime; page 3-19 Re-fetch a fresh version of any form directly from the

digital device— no need to go to the desktop.

Getting Help about a form; page 3-20 Get printed help about a PaperWare form any time.
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Scan to email

Checkbox for emailing
to John Friend

TIP: This Cover sheet is
specially created with a
checkbox pre-checked,
so the email address is

always selected

Document management scenarios

With FlowPort, scanning to email is as easy as copying.
For example, if you email documents frequently to an
important recipient, you can create a Document
Distribution Cover Sheet with one email recipient, as

follows:

Figure 3.2 Document Distribution Cover Sheet to one

recipient

FlowPorl Cover Sheet

P Put this Cover Sheet in front of a document

Send To

[ JohnFriend@company. com

Oy [
Cancel & Hel
[ Re-fetch

Austin Jones
Sep 13 09:21:40 FOT 1959

Mail to John

pais131-155.ado xerox.com

When you have a hardcopy document to send to a single
person, mark the checkbox for
JohnFriend@company.com.

2 Put this Cover Sheet in front of the document.
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Document management scenarios

Distributing
documents multiple
ways
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3 Put both in the Xerox Document Centre; select the Scan
tab/FlowPort scan template, and press the Start button (or
fax them from an Internet fax device to
flowport@your-FlowPort-addressname. See “Sending the
Internet Fax job” section on page 4-5).

The document is emailed as a PDF or TIFF image
attachment.

[:: Note: The example form above was created with the
email checkbox pre-checked. When you create a form,
you can make a checkbox pre-checked if you want that
option always to be selected.

For detailed steps, refer to the “Emailing a document with
FlowPort” section on page 5-3.

You can email, Internet Fax, store, and remotely print a
document.

In the FlowPort Web Centre, you create a Cover Sheet
with checkboxes for emailing, storing to a repository,
submitting an Internet Fax, printing to a remote location,
or any combination of these tasks. Figure 3.3 illustrates an
example of a Cover Sheet.



Checkboxes
for email

Checkboxes
for selecting
an email
subject

Checkboxes
for storing in a
repository

Checkbox for
Internet faxing

Check this option to send
an image attachment as
well as the URL of a
document (when both an
email and a repository
checkbox are marked)

Document management scenarios

Figure 3.3 Cover Sheet with Checkboxes

FlowPorl Cover Sheet Austin Jones

Pt tlids Cover Sheet in et of a decument. Sep 13 10-04:11 POT 1985

Send to Pre-Sales Offices

Email to a Branch
[ San Francisco Pre-Sales Branch
[ Kansas City Pre-Sales Branch

[ Minnespolis Pre-Sales Branch

[ atianta Pre-Sales Branch

[ New Orleans Fre-Sales Branch
[ iondan Pre-Sales Branch

[ singapore Pre-Sales Branch

Email Subject

[ ttached is the Manthly Pre-Sales Report
I #¥1 from Austin Jones

Store to a Repository

O u.s. Pro-Sales Group Gollestion
O Pre-Sales Expense Reports Collection

Print to Group Printer Checkboxes for

[ vew Orieans Document Cantre 1 (Print monthly expense reports here) remote printing
O London Pre-Sales Printer

Internet Fax to

[ kenl@curcompany-presales.com (Ken Legin - New Oreans HQ)

Options

[ aways send image attachment

O e - =
Cancel & Help [l s R R

pais131-155.adoc. xerox.com

For example, to email a document to two recipients and
then Internet Fax the document, perform the following
steps:

Mark the appropriate Email to and Internet Fax to
checkboxes.
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Document management scenarios

Storing a document
with special
information

3-8 [ Xerox FlowPort User Guide

Place this Cover Sheet and the document into a Xerox
Document Centre or an Internet Fax machine.

Select the Scan tab/FlowPort scan template on a
Document Centre (or an Internet Fax machne sending to
flowport@FlowPort-InternetFaxAddress) and press Start.

The document is emailed and faxed, all in one step.

For detailed steps, refer to the “Distributing a document
in multiple ways” section on page 5-14.

You can store a document to a document repository with
identifying information—Title, Summary, Keywords, and
other document management fields that help you
organize and share your documents.

For example, the workflow Cover Sheet (Figures 3.4) lets a
member of the marketing group store a document by
product name such as tagging it as an article, brochure, or
press release. At the same time, the marketing member
can send the sales team a message with a URL pointer to
the stored document, print it at a group printer, or both.



Document management scenarios

Figure 3.4 Cover Sheet with Special Information

Product checkboxes store the document
with a “Title” that is the product name. \

Type of Document checkboxes store the
document with a “Summary” describing

the type of document. \
Notify checkboxes send email with the URL
of the stored document to the Sales Group,

print the document at a remote printer, or

Marketing checkbox stores to a repository

both.

Flowrel b Coves Sies

o N A S e B

Product Information
S3are Ta

Il mmerry

Produc
Locw
[T i ik
o e

Type af Documaent
I e

Llerdare

T s Sy

Lo Py

Molify
e
I s . e

r

By i

;u

2 e ama

For more information, refer to the following sections:

e “Storing documents to a repository” section on
page 5-18 to store to a repository (example: Marketing
checkbox).

e “Storing a document with document management
fields” section on page 5-25 to associate a Title,
Summary, and other fields with the stored document
(for example, Type of Document and Product
checkboxes).

e “Emailing a stored document URL” section on page 5-7
to email a URL (example: Sales Group checkbox).
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Document management scenarios

Accessing documents
with Document
Tokens

Document Token has a
thumbnail image of

e “Sending a document to a remote printer” section on
page 5-12 to send to a remote printer (example: Palo
Alto Printer checkbox)

When you store a document to a repository that supports
access from FlowPort, you receive a PaperWare Document
Token® which is a piece of paper that represents the
document you stored. Figure 3.5 illustrates an example of
a Document Token.

Figure 3.5 Document Token

B

Document Token
Document scanned on Sat Jul 17 19:43:37 PDT 1999
documentation collection

Page 11

the document that this
Token represents
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0 oz
Cancel & Help :
. Re-felch RN R e .

pais131-155.adoc. xerox.com

You can use a Document Token to retrieve, print, re-route,
or re-fax the original document by scanning this one
page, even if that document is a large file.



Retrieving documents
with Document
Catalogs

B et R Sty |
Dascumenis for Company Gabdalines
[ A

= Larial St Mo i o

H sk Qe Tobir o Conmn

DocuShare collection
in a Web Browser

Document
Catalog form

Document management scenarios

For more information, refer to the following sections:

e “Storing documents to a repository” section on
page 5-18

e “Retrieving and printing with a Document Token”
section on page 5-37 and “Emailing a stored document
URL” section on page 5-7.

You can get direct access to the documents in an
electronic document repository with a paper Document
Catalog.

In the FlowPort Web Centre, you can create a Document
Catalog, which is a PaperWare form, that lists the
contents of a repository. Figure 3.6 illustrates an example
of a Document Catalog.

Figure 3.6 Document Catalog

FlowPort Document Catalog
P Collection 33
4
Documents for Company Guidelines
O = install Guide - Main document Suzanne Hawley  OQ/0B/1398 333K
[0 £ install Guide Table of Contents Suzanne Hawley 0081999 78K
O = install Guide Tite Suzanne Hawley  OQ/0B/1999 76K
it page of docurent
O 4 TIFF fileaf scanned document (&/22) Suzanne Hawley  09/0B/1399 38K
O ) Tite dacument (scanned 7/25) Suzanne Hawley — 0Q/0B/1399 50K
g Oz
Cancel & Help
. Re-falch
pais 131-155.acloc.xerox com
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Document management scenarios

Distributing
previously stored
documents

3-12 [0 Xerox FlowPort User Guide

Use the Document Catalog to select and retrieve
documents at the Document Centre or Internet Fax
device. For example, to get a printed copy of one or more
documents, just mark their checkboxes and scan in the
Document Catalog.

=

Note: Document Catalogs can be created for
repositories that support access by FlowPort, such as an
FTP directory or a Xerox DocuShare collection.

For more information, refer to the following sections:
e “Creating a Document Catalog” section on page 5-46.

e “Using a Document Catalog” section on page 5-47.

You can email, Internet Fax, or remotely print a document
that you have stored to a repository without having to
retrieve and print it.

Create a Document Distribution Cover Sheet in the
FlowPort Web Centre, with checkboxes for email, Internet
Fax, remote printing, or storing, as shown in Figure 3.7.

Figure 3.7 Document Distribution Cover Sheet

FlowPort ¢

Austin Jones
Sep 1310:04:11 PDT 7999

Send to Pre-Sales Offices

Email to a Branch
O san Francisco Pre-Sales Branch
[ Kansas Cily Pre-Sajes Branch

[ Minneapolis Pre-Seles Branch

O avanta Pre-Sales Branch

[ News Orleans Pre-Sales Branch
O Lendon Pre-Sales Branch

O Singagore Pre-Sales Branch

Email Subject
O Attached is the Monthly Pre-Sales Report

0 #¥1 trom Austin Jones.

Store to a Repository

Ou.s. Pre-sales Group Collection

3 Pre:Sales Expense Repors Collection

Print to Group Printer

O New Orteans Document Cantre 1 (Print monthiy expense repors here)
O Lendon Pre-Safes Pinter

Internet Fax to

O keni@ourcompany-presales com (Ken Login - New Crieans HC)

Options

I Aays sond image atachment

mig

o2
Cancel & Hep
[ Re-fetch




Document management scenarios

Distributing single stored documents

There are two methods to distributing a single stored
document.

e Mark checkboxes on the Cover Sheet and place it in
front of a Document Token that represents one stored
document, as shown in Figure 3.8

Figure 3.8 Cover Sheet in front of a Document Token
that represents one stored document

°
Document Token
Sat Jul 7 19:43:37 PDT 1999
FlowPort Cover Sheet Austin Jones documentation collection
5010 100811 P07 1000

Putths Covor Sheet In ot

Send to Pre-Sales Offices

Email to a Branch

the . . e
0 San Franciscs Pre-Sales Branch Digital ~
OlKansas Giy Pre-Sais Eranch
io—— Vork| Wortd
O awanta Pr

Tl Singapors Pre Salos Branch

Email Subject
O Atachad s the Morinly Pro-Saes Report
DIF¥1 from Austin Jones.

Store to a Repository
U, Pro-Sales Group Cotecton
OJPre-Sakes Expense Reports Collection

Print to Group Printer
o 1 e
[ London Pre-Saes Prcar

Internet Fax to
a] Hay

Options

O Aways send image atiachment

0 ?
Cancel& Helo
n Refoich
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Document management scenarios

e Place the Cover Sheet in front of a Document Catalog,
with a checkbox marked, to select the stored document
you want to distribute, as shown in Figure 3.9.

Figure 3.9 Cover Sheet in front of a Document Catalog
with one stored document selected

FlowPorl Document Catalog

Collection 33

-]

Documents for Company Guidelines

51 stal Guide - Main document Suzannc Haviey 03081998 333K

o

O 2 install Guide Table of Contents. Suzanne Hawley  09108/1999. 78K

O 2 sl Suzanne Hawley  00108/1999. 76K

[0 ) T ok vt dourn 62) Sty conaton  3nk
Document selected 0y Suzmotioey  ov0RHED 50K

FlowPort Cover Sheet Austin Jones

Sop 13100411 POT 1999

Send to Pre-Sales Offices

Email to a Branch
0 Son Francisco Pre-Sales Branch
DiKansas Ciy ro-Saies Branch

I Mimeapoks Pre-Saies Branch

0] Atlnta Pro-Sols Branch

CNew 0

Jes Branch
Dltondon ranch

Dlsingapore Pre-Sales Branch

Email Subject
D) Atached s the Monily Pro-Sales Report
DIV from Austin Jones.

Store to a Repository
1. Pre-Saes Group Cotecion
DI Pre-Sales Expense Reports Collection

Print to Group Printer
o 4
Cltonon Pre-Sais Prer

Internet Fax to

Clkeri@ourcompany-presales.com (Ken Login - New Orleans HO)

Options

D0 ways send image attachment

on o2
Gancel & Heip
n Refeich
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Document management scenarios

Distributing multi-stored documents

There are two methods for distributing multi-stored
documents.

e Place the Cover Sheet in front of a Document Catalog
that can represent more than one stored document.

— Mark checkboxes on the Document Catalog to
select the documents that you would like to
distribute, as shown in Figure 3.10.

— Place both sheets into a Xerox Document Centre or
Internet Fax device (selecting the Scan tab and
FlowPort scan template on a Document Centre) and
scan the documents.

Figure 3.10 A Cover Sheet in front of a Document
Catalog that represents more than one
stored document

FlowPorl Document Catalog

B Collection 33

Documents for Company Guidelines

Suzannc Haviey 03081998 333K
Suzamc Hawley 030081999 78K
. Suzame Havley 03081999 76K

Sop 13100411 POT 1999 ) SuzmeHaey 008199 38K
4 Suzae Havley 03081999 50K

Send to Pre-Sales Offices

Email to a Branch

Email Subject
D) Atached s the Monily Pro-Sales Report
DIV from Austin Jones.

Store to a Repository
1. Pre-Saes Group Cotecion
DI Pre-Sales Expense Reports Collection

Print to Group Printer

[a] 1
Dtondon Pre-Sales Printer

Internet Fax to

Clkeri@ourcompany-presales.com (Ken Login - New Orleans HO)

Options

D0 ways send image attachment
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e Place the Cover Sheet in front of two or more
Document Tokens, or a Document Token and a
Document Catalog, or any combination of Document
Tokens and Document Catalogs (also called Access
Sheets), as shown in Figure 3.11.

Place all the sheets in the digital device and scan the
documents.

l:: Note: You can place any number and combination of
Document Tokens and Document Catalogs after a
Cover Sheet.

Figure 3.11 A Cover Sheet combined with Document
Tokens and Document Catalogs

FlowPort Docament Token

FlowPort Docament Token ament Token’
17 190337 DT 1990
P - - e - n ul focum ‘documentation collection
7
o
D Token
sdon St u 7 104037 POT 1000
FlowPort Document Catalog documentation collection | |
FlowPort s dores [ 1=
swmomsirorme || oo 7
o o rid

Send to Pre-Sales Offices | =~ =

e

Email to a Branch

Dl singpore ProSas ranch

Email Subject
D Anochadis o MontyPro-Saes Repot
(SR ——

Store to a Repository
01U, oS Group otcsen

Dl s Expese pors Cotectin
Print to Group Printer

Cl e o Documart Conte 1 P oty axperss reports hers)
Cltonson pe-Sies Privee

Internet Fax to
Clbes@nsanpan s com KL RowOors )
Options

0 Ay sons e atacrvert

on oz
Canc . £

a =

For more information, refer to the following sections:

e “Emailing a document with FlowPort” section on
page 5-3

* “Distributing a document in multiple ways” section on
page 5-14.



Copying a stored
document to another
repository

Document management scenarios

Once you store a document to a repository that supports
access by FlowPort and received a Document Token, you
can use the Document Token to copy the document to
another repository. For example, you can copy the stored
document to a DocuShare Collection, Lotus Notes
database repository a Microsoft Exchange Folder or
another repository.

To copy a stored document to another repository:

Create a Document Distribution Cover Sheet that has
checkboxes for any repository you want, as shown in

Figure 3.12.
Figure 3.12 Document Cover Sheet that shows a new
repository
W“‘*«‘"vtf A B FlowPort nm.,,,,..mr,.‘

Send to Pre-Sales Offices

mmmmmmmmmm

Xz [ |
|Simplifying "pigiras =
—Work| World

2 Place the Cover Sheet (with checkboxes marked) in front
of the Document Token.

3 Put both forms in a Xerox Document Centre (select the
Scan tab and FlowPort scan template) or an Internet Fax
machine (send to flowport@FlowPort-InternetfaxAddress,
your server’s Internet Fax address), and press Start.

The document is stored in the selected repository.
For more information, refer to the following sections:
e “Creating a Document Token” section on page 5-43

- “Storing documents to a repository” section on
page 5-18.
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Document management scenarios

Retrieving your
documents when
traveling
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When traveling, you do not have to take all your
hardcopies with you. You can carry Document Tokens or
Document Catalogs that represent documents stored in a
repository on your company intranet.

Figure 3.13 Document Token and Document Catalog

Follow these guidelines to use these forms when you are
away from your office:

If you are at a location inside your company (within
your company's firewall), you can use Document
Tokens and Document Catalogs in any Document
Centre with a template that points to a FlowPort
server; or you can use them in an Internet Fax device.
Fax the documents from an Internet Fax device to
flowport@your-FlowPort-addressname (see “Scanning forms
in the Xerox Document Centre” section on page 4-2)
to determine if a Document Centre points to a
FlowPort server).

If you are outside your company (at a hotel or other
office location), you can Internet Fax your Document
Tokens and Document Catalogs to the FlowPort server.
The stored documents will be retrieved and faxed back
to the Internet Fax device.

For more information, refer to the following sections:

“Retrieving and printing with a Document Token”
section on page 5-37

“Using a Document Catalog” section on page 5-47.



Getting a form at
anytime

Document management scenarios

You can copy a version of any form directly on a copier.
There is no need to go back to your PC to print a new
form.

You can also print a new form by marking the checkbox at
the bottom of the form that says Cancel & Re-fetch, as
shown in Figure 3.14.

Figure 3.14 PaperWare form with the Cancel & Re-fetch
box

Put an ‘X’ in the Cancel

& Re-fetch box \E p
4]

Cancel &
Re-fatch

Scan the form in a digital device (a Xerox Document
Centre with the Scan tab and FlowPort scan template
selected). A new version is printed out for you. If you
check Cancel & Re-fetch, any other checkbox you mark
on the form is not processed, unless you also marked the
Help box at the bottom of the form.

[:: Note: The Cancel & Re-fetch checkbox is normally
not available on Internet faxable forms.

For more information, refer to the “Getting a new copy of
a FlowPort form” section on page 4-8.
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Document management scenarios

Getting Help about a
form
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You can get printed help about a form when using the
Document Centre. Mark the Help checkbox on any form,
as shown in figure 3-12.

Figure 3.15 PaperWare form with the Help box checked

Put an ‘X’ in the

/Help box

Oy X ?
Cancel & Heip
. Re-fatch

Scan the form to get a printed sheet about how to use the
form. If you check Help, any other checkbox you mark on
the form is not processed unless you also marked the
Cancel & Re-fetch box at the bottom of the form.

[:: Note: Internet-faxable forms generally do not have a
Help box, due to the size of the DataGlyph on the form.

For more information, refer to the “Printing Help for a
FlowPort form” section on page 4-9.



Using FlowPort forms

This chapter describes the four kinds of FlowPort’s
PaperWare forms and how to submit them. You can scan
forms in a Xerox Document Centre, or enter them in an
Internet Fax device and fax them to the FlowPort server.
Also included are steps to get a copy of a form when you
need one, and to print help about a form.

This chapter contains the following:

Scanning in FIOWPOrt fOrms .........ccceeeviiiiee e 4-2
Scanning forms in the Xerox Document Centre ............... 4-2
Scanning forms by Internet Fax .........ccoocoveiiiiiiiiieininn, 4-3

Printing forms with fax-size DataGlyphs ..................... 4-3
Sending the Internet Fax job ........ccoocviviiiiiiiiiiinineneeeenn, 4-5

Using Cover Sheets and other types of forms ...................... 4-6
COVEN SNEBLS ... 4-6
ACCESS SNEELS ... e 4-7
OPLIONS SNEEL ...ooviiiiiiiii e 4-7
LOGIN SNEEL ..ovveeeccci i 4-7

Tips about usSiNg fOrMS ......cceeviiiiiie e 4-8
Marking a checkbOoX ...........uvvvueiiiiiiiiiiiie e, 4-8
Getting a new copy of a FlowPort form ............cccceeeiee. 4-8
Printing Help for a FlowPort form .........ccccccovvininiinnen. 4-9
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Scanning in FlowPort forms

Scanning in FlowPort forms

Scanning forms in the
Xerox Document
Centre
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There are currently two input portals from which you can
scan in FlowPort forms. These portals are:

e Xerox Document Centre
* Internet Fax device

The following sections describe how to process your forms
in each of these devices.

You can scan FlowPort forms in a Xerox Document Centre
that is scan enabled.

[:: Note: The Xerox Document Centre must be enabled to
send jobs to the FlowPort server.

If a Document Centre is FlowPort enabled, you can press
the Scan or Network Scanning tab on the Touch Screen to
view the list of scan templates such as “FlowPort.xst” or
the default template (default.xst), which may be set to
scan your forms to FlowPort. Check with your FlowPort
administrator if you do not know if a Xerox Document
Centre is enabled for FlowPort or do not know the name
of the FlowPort scan template.

Refer to Chapter 1: Welcome, to get the email address of
your FlowPort administrator.

To scan a FlowPort form in the Xerox Document
Centre:
1 Mark the appropriate checkboxes on the form.

Depending on whether the form is a Cover Sheet or an
Access Sheet, it can be placed in the device alone or with
accompanying pages.



Scanning forms by
Internet Fax

Scanning in FlowPort forms

2 At a Xerox Document Centre, perform the following:

A Place the form (and any accompanying documents) in
the document feeder. A single form such as a Document
Token or Document Catalog can be placed on the
scanner platen.

B On the control panel, press the Scan or Network
Scanning tab.

Caution: You cannot scan forms to FlowPort if
Image Quality is set to Photo.

C Select a FlowPort scan template. (In a FlowPort-enabled
Xerox Document Centre, this is generally default.xst;
or a FlowPort scan template such as FlowPort.xst is
auto-highlighted. Check with your FlowPort
administrator.)

D Press the Start button.

[:: Note: You may need to login at the Document Centre or
use a Login Sheet; for example, if you use a private
FlowPort form or your administrator has defined special
security policies.

See the “Security and your FlowPort system” section on
page 8-2.

If you are traveling and have access to an Internet Fax
device, you can submit your PaperWare forms to the
FlowPort server via Internet Fax.

When you Internet Fax a PaperWare form to the FlowPort
server, the results are sent back to the sender of the fax. If
you send jobs from an Internet Fax device, the results are
sent back by FlowPort and printed to that device. If the
Internet Fax machine is not able to print, you can specify
your own email address as the sender and the results will
be emailed to you.

Printing forms with fax-size DataGlyphs

A DataGlyph is the region of small characters in the lower
right of a PaperWare form that encodes information for
processing the form. If you intend to send a form by
Internet Fax, it is recommended that you print it with
larger size DataGlyph characters, suitable to typical
Internet Fax resolution.
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[:: Note: If the DataGlyph is ripped, marked, or too light,
FlowPort may have trouble processing your form.

To print a form with Internet Fax-size DataGlyphs:

1

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, create the form you
want to use, or if the form already exists, locate it on the
page. (Refer to the “Creating a new form” section on
page 6-5.)

Click the selection box to the left of the form. For
example:

[ Scanto Myself

Click Print.

In the Print Chooser window, make sure that the default
Printer Name and Printer Type are correct.

For DataGlyph size, select the size according to the
resolution of the Internet fax device on which you will
process the form.

Regular fine mode—use for forms to be scanned using
superfine resolution.

Small standard mode—use for forms to be scanned using
fine resolution.

Large standard mode—use for forms to be scanned using
standard resolution. When using Large standard mode,
the DataGlyph region is significantly larger, and the
printed form does not have the Help and Cancel &
Re-fetch checkboxes.

Click OK.



Scanning in FlowPort forms

Sending the Internet Fax job

To Internet Fax your forms to the FlowPort server:

1 Place the form and any accompanying documents into
the Internet Fax device.

Refer to the “Using Cover Sheets and other types of
forms” section on page 4-6 for more about the order in
which you place PaperWare forms.

2 Make sure the Internet Fax device is set to Text Mode.

3 Use an Internet Fax address like the following:

flowport@FlowPort-InternetFaxAddress

flowport is a default Internet Fax address for submitting
PaperWare forms to the FlowPort server.

FlowPort-InternetFaxAddress is the address designated by
your administrator for the FlowPort server to receive
Internet Faxes.

You can see the Internet Fax address for your FlowPort
server by opening up your Internet Fax application
options page. Click the Options button, and then the
Internet Fax Mailbox link. At the top of the screen, your
personal Internet Fax address is displayed in quotes. The
text that appears after the “@” is your FlowPort Internet
Fax address name. When you Internet Fax forms to the
FlowPort server, replace the user name (which appears
before the “@”) with flowport.

[:: Note: Unless specified, a Login Sheet is not required
when submitting jobs by Internet Fax. However, you are
required to use a Login Sheet if using a shared or private
form, or if your FlowPort administrator has specified
that all jobs have user names and passwords.

See the “Security and your FlowPort system”
section on page 8-2.
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Using Cover Sheets and other types of forms

Table 4.1 PaperWare form types

Form

Cover Sheet

Example

PaperWare provides you with four kinds of forms. They
are used differently, and if combined in a job, are placed
in a particular order according to the type of form.
Table 4.1 summarizes the four types of forms and how
they are used.

Summary of where to place in a job

Distribute Document Place in front of document pages to start a new job.

Access Sheet

Document Token

Place by itself, with other Access Sheets or after a Cover

Document Catalog Sheet.
Options Sheet Document Options Place after a Cover Sheet (cannot be used without a Cover
Sheet).

Login Sheet

Login Sheet

Place in front of an entire PaperWare job, to provide login
authentication.

Cover Sheets

Example
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A Cover Sheet is placed first in a job, and can be followed
by a document. It starts a FlowPort job.

Distribute Document Cover Sheet

A Cover Sheet gives instructions about what to do with
the document that follows it.

You can place more than one Cover Sheet in a stack, if
you want to batch your PaperWare forms. The jobs are run
in the sequence in which they are entered. Each time the
FlowPort server detects a new Cover Sheet, it ends the
previous job and starts a new job.




Using Cover Sheets and other types of forms

Access Sheets  An Access Sheet represents a document. It can be used as
if it were the original document.

Examples Document Token, Document Catalog

An Access Sheet can be used (placed in a device) alone to
retrieve and copy the stored document.

You can also place an Access Sheet with other Access
Sheets, or after a Cover Sheet. If placed after a Cover
Sheet, the Access Sheet is used as if it were the original
document. For example, a Distribute Document Cover
Sheet can be used with a Document Token to email a
stored document.

Options Sheet An Options Sheet is placed after a Cover Sheet to add
instructions about processing.

Examples Document Options Sheet

An Options Sheet is used with a Cover or Access Sheet; the
Options Sheet is placed just after the Cover Sheet or
before the Access Sheet.

- Note: You can use an Option Sheet without a
Cover Sheet or Access Sheet only if document
management information is not required for
document processing. For example, if Network
Accounting data is only required, a Cover or
Access Sheet is not needed to process the job.

Login Sheet The Login Sheet, placed on top of the paper stack,
provides authentication for a FlowPort job. The Login
Sheet is typically used for private PaperWare forms. In
some instances, the FlowPort administrator may require
FlowPort users to login before submitting a job to the
FlowPort server. The Login Sheet is used to satisfy this
requirement.

- Note: You can only use one Login Sheet for each
PaperWare job.

See the “Using the Login sheet” section on page 8-7 for
more information about the Login Sheet.
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Tips about using forms

Marking a checkbox

Getting a new copy
of a FlowPort form

4-8 [ Xerox FlowPort User Guide

This section provides helpful tips for using PaperWare
forms.

When you mark checkboxes on a PaperWare form, follow
these guidelines for the best processing results:

e Mark checkbox with an "X," or fill in the entire box.

e Use a dark pen if possible (faint pencil marks may not
be detected)

For example:

Send To

=i (¥ Lovisiana Sales Office
O minneapolis Sales Office

If you have a form that has been used and wish to obtain
a new form with checkboxes unmarked, you can get a
fresh printout of any PaperWare form without going to
the FlowPort Web Centre by doing the following steps.

Mark an "X’ in the Cancel & Re-fetch checkbox at the
bottom of the PaperWare form.

r
Cancel &
Re-fatch

[:: Note: When you mark the Cancel & Re-fetch box, it
cancels out all other checkboxes on the form (except for
the Help box, which you can check to print help on
using the form). If you mark any other checkbox
options, they are not processed.

Forms printed using Large Standard Mode
DataGlyphs do not have the Cancel & Re-fetch box.



Tips about using forms

2 Place the form in the input device.

Refer to the “Scanning forms in the Xerox Document
Centre” section on page 4-2 to process the form.

A clean unmarked version of the form is printed.

Printing He|p for a  You can print a Help page about using a PaperWare form
by checking the Help box and scanning in the form.
FlowPort form ™ J P J

The Help sheet provides general information about using
that type of form.

To get PaperWare form information:

Mark an 'X' in the Help checkbox at the bottom of the
form.

X ?

Help

D Note: When you mark the Help box, it cancels out all
other checkboxes on the form (except for the Cancel &
Re-fetch box, which you can check to re-print the form
at the same time you are retrieving help). If you mark
any other checkbox options, they are not processed.

Forms printed using Small Standard Mode or Large
Standard Mode DataGlyphs do not have the Help
box.

2 Place the form in the input device.

Refer to the “Scanning forms in the Xerox Document
Centre” section on page 4-2 to process the form.

A Help page about using this FlowPort form is printed.
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FlowPort capabilities

This chapter provides a task-oriented approach to using
your FlowPort applications. Choose a task and follow the
specific steps required to create a form and use it for that
task.

Tasks are divided into the following:

e Distributing your paper documents to the digital world
e Storing documents to a repository

e Retrieving stored documents from a repository

e Receiving Internet Faxes through FlowPort

This chapter contains the following:

Distributing your documents to the digital world ................ 5-3
Emailing a document with FlowPort ............cccccciieeennnn. 5-3
Confirming your document was sent or received .............. 5-6

What if the email address was wrong? .........ccccceevveeees 5-6
What about other mail server problems? ..................... 5-6
Authentication problems ............ccccciiiiiin e 5-6
Emailing a stored document URL ........cccoccvveeiniiiieeennnne. 5-7
Distributing a document by Internet Fax ................c...... 5-11
Sending a document to a remote printer ...........cccccvueee. 5-12
Distributing a document in multiple ways ..................... 5-14
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Storing documents to a repository ...........c.evvvvevvvvvvenvnennnnn. 5-18

Repository Information .........cccoooveeeiiiiiiiii e, 5-21

Storing a document with document management fields 5-25

Repository document management fields ..................... 5-29
Creating a Document Options Sheet ...........cccccceeeennnee. 5-33
Using the Document Options Sheet ..........cccevvvvvvivinnnnes 5-36
Retrieving your stored documents from a repository .......... 5-37
Retrieving and printing with a Document Token ............ 5-37
Emailing a stored document ............ccccvvviiiiiiiiiiiineeennn, 5-38
Distributing a stored document in other ways ............... 5-40
Creating a Document TOKeN ...........cvvvvvvvvivviniiiiiiiineennnn, 5-43
Using a Document TOKEN ..........ccuveeeiiiiiiiiniiiieiee e 5-45
Creating a Document Catalog ...........ceevvvvvvvvnneiiiennnnnnn. 5-46
Using a Document Catalog ............coevvvvvvvvevviiniiiiineennn, 5-47
Receiving Internet Faxes through FlowPort ............c..c....... 5-49
Your Internet Fax address ........cccooccveeeriiiiieeeennineee s 5-51
Using Network Accounting with FlowPort ...............c.oc.e... 5-52
Printing with your Network Accounting ID .................... 5-52
Using a form to set Network Accounting IDs ................. 5-53
Setting your default Network Accounting ID .................. 5-55



Distributing your documents to the digital world

Distributing your documents to the digital world

Emailing a document
with FlowPort

You can email a document by creating a Distribute
Document Cover Sheet, and then scanning it to FlowPort
with the document.

To create a Distribute Document Cover Sheet for
emailing a document:

1

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

From the menu, click Email Recipient.

On the form, click the blue arrow icon (below the Send To
heading).

In the Email Recipient window, enter the following:

* Email address—the address for an individual or group.
You can enter more than one address, separated by
commas.

« In the Checkbox label—enter a label to appear on the
form beside the checkbox.

* Send URL if available—click the checkbox to email
the URL of the repository that contains the document,
instead of emailing the actual document. To use this
option, you must add a checkbox for the URL of a
document repository on the form. See “Emailing a
stored document URL” section on page 5-7.
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8 For File Format for Scanned Documents (optional), you
can select one of the following formats for scanned
documents:

TIFF—creates a TIFF image.
* PDF Image Only—creates a simple PDF file.

* PDF (searchable text)—creates a PDF file with
page-by-page search capability.

« Other—<creates a file format you choose from the
menu.

[:: Note: TIFF allow users to perform OCR (optical
character recognition) on the document. For all other
formats, except PDF Image Only, FlowPort performs
OCR on the document using TextBridge from ScanSoft,
Inc.

9 Click OK.

The checkbox and label display on the form.

[:: Note: You may want a checkbox option to be always
selected—for example, if it is the only checkbox on the
form. To make the checkbox pre-selected, click the
checkbox on the form.

You can repeat steps 5 to 9 for additional email
checkboxes.
10 To add an Email Subject:
A From the menu, click Email Subject.
B On the form, click a blue arrow.
C In the Subject box, enter the text you want and click OK.
[:: Note: By adding one or more Email Subjects, you can

select a message subject when emailing a document.

11 For Limit Form Access To, click one of the following to
specify who can use the form:

* Public Use—allows anyone to use the form. You need
to authenticate if an administrator has created special
security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.
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* Private Use—allows only the form's owner (providing
authentication) to use the form.

D Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below. Refer to Chapter 8: Using shared and
private forms.

12 Click the Save & Print button.

13 Click the Continue button.

The form appears on the Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1 Place your Cover Sheet on top of a document that you
want to email.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. See “Login at the Document Centre” section on
page 8-9.

2 Mark checkboxes to all email recipients you want to send
the document.

3 Refer to the “Scanning in FlowPort forms” section on

page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or a Internet Fax device.
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Confirming your
document was sent
or received
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When you email a document using a Distribute
Document Cover Sheet, you receive one of the following:

If your Cover Sheet was successfully processed, a
confirmation sheet is printed with a list of the email
recipients.

e If there was a problem processing the Cover Sheet, an
error message is printed. It may show a picture of the
Cover Sheet, indicating any problems such as
checkboxes that must be marked in order to process
the form.

D Note: If your Job Confirmation Method is not set to
Printer, then confirmations and errors are issued using
the method you selected. To select a job confirmation
method, click the Account button.

What if the email address was wrong?

If you entered an incorrect email address when creating
the Cover Sheet, the document will not be emailed

successfully. An “unable to deliver mail” message is sent
by the mail server back to the owner of the Cover Sheet.

What about other mail server problems?

If the mail server that receives the email is not operating,
does not recognize the email recipient address, or is
unable to deliver the email for other reasons, any “unable
to deliver mail” message is sent back to the owner of the
Cover Sheet.

Authentication problems

If you have problems processing the Distribute Document
Cover Sheet, check to see whether it is ‘Private’ or ‘Shared’
(indicated in the upper right corner). If checked ‘Private’
or your Administrator has placed special security
restrictions on your Xerox Document Centre, you may
need to authenticate the job; for example, a Login Sheet is
required. See the “Providing authentication when you use
FlowPort forms” section on page 8-6.



Emailing a stored
document URL

Distributing your documents to the digital world

If you prefer not to email a document as an image
attachment, which uses space in the mailbox of the email
recipients, you can store a document in a repository and
email the URL to recipients.

The Distribute Document Cover Sheet must include two
types of checkboxes: a checkbox for the repository and
checkboxes for email recipients.

First, create a Distribute Document Cover Sheet, and then
scan it to FlowPort with the document.

To create a Distribute Document Cover Sheet for
storing a document and emailing the URL:

1 Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button.

3 In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

4 In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

5 From the menu, click Email Recipient.

6 On the form, click the lower blue arrow icon (below the
Send To heading).

7 In the Email Recipient window, enter the following:

Email address—the address for an individual or group.
You can enter more than one address, separated by
commas.

Checkbox label—the text that appears on the form
(usually the name of the email recipient).

Send URL if available—click to email the URL of the
repository that contains the document, instead of
emailing the actual document. To use this option, you
must add on the form, a checkbox for the URL of the
specified repository.

This feature allows you to scan the document to a
repository at the same time it emails to recipients the URL
to the document.
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8

10
11
12

13
14

15
16

[:: Note: Although you can select an option for File Format
for Scanned Documents, if you are emailing the URL of
a stored document, the document is stored in the format
you select for the Repository checkbox. Refer to Step 19
on page 5-9

Click OK.

The checkbox and label display on the form. You can

repeat steps 5 to 8 to add any other email checkboxes.

To add an Email Subject:

A From the menu, click Email Subject.

B On the form, click a blue arrow.

C In the Subject box, enter the text you want and click OK.

[:: Note: By adding one or more Emai_l _Subjects, you can

select a message subject when emailing a document.

From the menu, select Heading.

Click the lowest blue arrow icon.

In the Heading box, type in a heading for a repository
checkbox or checkboxes (for example, Store To).

Click OK.

From the menu, click one of the repository menu items.
For storing a document and emailing the URL, you can
select an item for one of these repositories:

 Documentum Repository

* DocuShare Collection

e Domino Repository

 Domino.Doc Repository

* FTP Directory

* iManage Repository

* Microsoft Exchange 2000 Web Folder

Click the lowest blue arrow icon.

In the window, enter the following:

Checkbox Label—displays text you want to appear on
the form (usually the repository name).



17
18

19

20
21

Distributing your documents to the digital world

Other repository information—the repository address,
user name, password, or other information. (To view help,
click a link for an option.).

[:: Note: If you change your repository user name or
password afterward, the Cover Sheet is invalid.

Click OK.

The checkbox and label display on the form. You can
repeat steps 15 to 17 to add other repository checkboxes.

D Note: When you store a document to a repository that
supports access, a Document Token is printed if your job
confirmation method (in the Account page) is set to
Printer.

For File Format for Scanned Documents, select one of
the following:

e TIFF—creates a TIFF image.
* PDF Image Only—<creates a simple PDF file.

* PDF (searchable text)—creates a PDF file with
page-by-page search capability.

* Other—<creates a file format you choose from the
menu.

— Note: TIFF allow users to perform OCR (optical
character recognition) on the document. For all other
formats, except PDF Image Only, FlowPort performs
OCR on the document using TextBridge from ScanSoft,
Inc.

Click OK.

For Limit Form Access To, click one of the following to
specify who can use the form:

e Public Use—allows anyone to use the form. You will
need to authenticate if an administrator has created
special security requirements.

« Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.
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Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to DocuShare with this Cover Sheet will also
be public or shared.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below. Refer to Chapter 8: Using shared and
private forms.

22 Click the Save&Print button.

23 Click the Continue button.

The form appears on your Forms and Applications
pageand is printed at your default printer.

To scan the Cover Sheet and document to FlowPort

1 Place your Cover Sheet on top of the document you want
to distribute.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. Refer to Chapter 8: Using shared and private forms.

Note: When you store a document to a repository, the
stored document inherits the permissions of that
repository.

2 Mark the repository checkbox, and a checkbox for each
email recipient to receive the URL.

3 Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document.

— Note: When you store a document to a repository that
supports access by Flowport, a Document Token is
printed as a confirmation if your Job Confirmation
Method is Printer. The Document Token represents the
stored document, and can be used to retrieve and print
it. To select a confirmation method, click the Account
button.
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document by Internet
Fax

Distributing your documents to the digital world

You can Internet Fax a document by creating a Distribute
Document Cover Sheet, and then scanning it to FlowPort
with the document.

To create a Distribute Document Cover Sheet to
Internet fax a document:

1

Login to the FlowPort Web Centre (refer to the “Logging
in to the FlowPort Web Centre” section in chapter 1).

Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

In the Cover Sheet Creator tool, click title goes here and
enter a title in the Title box.

From the menu, click Internet Fax Recipient.

On the form, click the lower blue arrow icon (below the
Send To heading).

In the Internet Fax window, enter the following:

Internet Fax address—address of the Internet fax
machine.

Checkbox label—text to appear on the form (usually the
Internet fax machine name or address).

Send in Internet fax base mode format—keep this box
checked if you are sending the document to an Internet
fax machine.

Note: Uncheck this box only if you are sending the
document to another user’s FlowPort Internet Fax
mailbox and wish to send it in finer mode.

Click OK.

The checkbox and label display on the form. You can
repeat steps 5 through 8 to add more Internet Fax
addresses.

For Limit Form Access To, click one of the following to
specify who can use the form.
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10
11

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

Note:In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below. Refer to Chapter 8: Using shared and
private forms.

Click the Save & Print button.

Click the Continue button.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1

Place your Cover Sheet on top of a document you want to
send by Internet Fax, and mark the Internet Fax
checkbox.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. See page 8-6.

Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or a Internet fax device.

Sending a document You can print a document to a remote printer by creating

to a remote printer

a Distribute Document Cover Sheet, and then scanning it
to FlowPort with the document.

To create a Distribute Document Cover Sheet for
remote printing:
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Login to the FlowPort Web Centre (refer to the “Logging
in to the FlowPort Web Centre” section in chapter 1).
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Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet.

In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

From the menu, click Remote Printer.

On the form, click the lower blue arrow icon (below the
Send To heading).

In the Remote Printer window, enter the following:

Printer name—printer or Internet fax device on which to
print, or the email address to use when emailing
documents.

D Note: To get the name of a networked Xerox Document
Centre or other printer that is at a remote location,
contact the system administrator. Click the Printer
Name link in the Remote Printer window for more
information about printer names.

Printer type—type of printer.

Checkbox label—text you want to appear on the form
(usually the printer name).

Network Accounting User ID (optional)—your User ID
for Network Accounting.

Network Accounting Account ID (optional)—the
Account ID to which this print job will be charged.

D Note: The Network Accounting IDs must be registered
for the specified printer. For more information, see
“Using Network Accounting with FlowPort” section on
page 5-52.

Click OK.

The checkbox and label display on the form. You can
repeat steps 5 through 8 to add more printers.
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10
11

For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

* Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

* Private Use—allows only the form's owner (providing
authentication) to use the form, .

:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

Click the Save & Print button.

In the following screen, click the Continue button.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1

Place your Cover Sheet on top of a document you want to
print remotely, and mark the printer checkbox.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. See page 8-6.

Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or an Internet fax device.

Distributing a  You can email, Internet Fax, store to a repository,

document in

remotely print a document, or perform a combination of
these tasks all at once. Create a Distribute Document

multiple ways  Cover Sheet with checkboxes for all the tasks you want to
perform, and select the appropriate checkboxes before
you scan in the form.
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To create a Distribute Document Cover Sheet for
distributing a document in multiple ways:

1

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

From the menu, select the type of checkbox you want to
add. The menu lets you add the following checkboxes for
distribution:

« Email recipient—an email recipient's address.

« Internet Fax Recipient—an Internet Fax recipient's
address.

* Remote printer—the name of a remote printer.

 Documentum Repository—the name of a
Documentum docbase.

» DocuShare Collection—the URL of a DocuShare
collection.

 Domino Repository—the Domino server name and
database path.

 Domino.Doc Repository—the URL of a Domino.Doc
library.

* FTP Directory—the fully qualified name or IP address
of an FTP file server.

* iManage Repository—the fully qualified name of an
iManage server and a database name.

e Lotus Notes/Domino—the SMTP address of a Notes or
Domino repository.

* Microsoft Exchange 2000 Web Folder—the URL of an
Exchange Web Folder.

* Microsoft Exchange Folder—the SMTP address of a
Microsoft Exchange public folder.
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6 On the form, click the lower blue arrow icon (below the

Send To heading).

In the window that is opened, enter the required
information.

Email checkbox—refer to the “Emailing a document
with FlowPort” section on page 5-3 in this chapter.

Repository checkbox—refer to the “Storing documents
to a repository” section on page 5-18.

Internet fax checkbox—refer to the “Distributing a
document by Internet Fax” section on page 5-11.

Remote print checkbox—refer to the “Sending a
document to a remote printer” section on page 5-12.

It is recommended that if you have different kinds of
checkboxes on a form, separate them with headings such
as Send to, Store to, Internet fax to, or Print to.

To add a heading:
A From the menu, click Heading.

B On the form, click the blue arrow at the place where you
want the heading located.

C In the Heading window, enter a heading.

D Click OK.

For File Format for Scanned Documents, select one of
the following:

e TIFF—creates a TIFF image.
 PDF Image Only—creates a simple PDF file.

* PDF (searchable text)—creates a PDF file with
page-by-page search capability.

e Other—creates a file format you choose from the
menu.

- Note: TIFF allows you to perform OCR (optical
character recognition) on the document. For all other
formats, except PDF Image Only, FlowPort performs
OCR on the document using TextBridge from ScanSoft,
Inc.

Click OK in the window.

The checkbox and label display on the form.



Distributing your documents to the digital world

10 You can repeat steps 5 through 9 to add more checkboxes.

171 For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

12 Click the Save & Print button.

13 In the following screen, click the Continue button.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1 Place your Cover Sheet in front of the document you want
to distribute, marking checkboxes for the tasks you want
to perform.

D Note: If you mark an Email checkbox and a Store to
Repository checkbox at the same time, by default the
document will be stored, and only a URL will be sent to
email recipients. If you wish to send the document itself
(as an email attachment), de-select Send URL if
available when you create the Email checkbox.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. See page 8-6.

2 Refer to the “Scanning in FlowPort forms” section on

page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or a Internet Fax device.
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Storing documents to a repository
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To store a document to a repository you need to create a
Distribute Document Cover Sheet, and then scan to
FlowPort with the document.

To create a Distribute Document Cover Sheet for
storing a document to a respository:

2
3

4

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

In the Cover Sheet Creator tool, click title goes here and
enter a title in the Title box.

Create a repository checkbox. From the menu, select a
repository. You can select one of these repositories:

e Documentum Repository

DocuShare Collection

 Domino Repository

e Domino.Doc Repository

* FTP Directory

« iManage Repository

* Lotus Notes/Domino

« Microsoft Exchange 2000 Web Folder

* Microsoft Exchange Folder

- Note: You can create a Cover Sheet with checkboxes for

more than one kind of repository.

On the form, click the lower blue arrow icon (below the
Send To heading).
In the Repository window, enter the following:

Checkbox Label—displays text you want to appear on
the form (usually the repository name).
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Storing documents to a repository

[:: Note: If you change your repository user name or
password afterward, the Cover Sheet will no longer
work.

Other repository information—the repository address,
user name, password, or other information. To view help,
click a link for an option.

D Note: Refer to Table 5.1 for information regarding
specific repositories.

For File Format for Scanned Documents, select one of
the following:

e TIFF—creates a TIFF image.
* PDF Image Only—<creates a simple PDF file.

* PDF (searchable text)—creates a PDF file with
page-by-page search capability.

* Other—creates a file format you choose from the
menu.

- Note: TIFF allows you to perform OCR (optical
character recognition) on the document. For all other
formats, except PDF Image Only, FlowPort performs
OCR on the document using TextBridge from ScanSoft,
Inc.

Click OK.

The checkbox and label display on the form. You can
follow steps 5 to 9 to add other repository checkboxes.

- Note: When you scan a document to a repository that
supports both storage and access by Flowport, a
Document Token is printed if your job confirmation
method (in the Account page) is set to Printer. Storing to
the following repositories will generate a Document
Token:

Documentum

DocuShare

Domino

Domino.Doc

iManage

Microsoft Exchange

Microsoft Exchange 2000 Web Folder
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11

12
13

For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

* Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

[:: Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to a repository such as DocuShare, will also
be public or shared.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

Click Save & Print.

Click Continue. The form appears on your Forms and
Applications page and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1

2

Place your Cover Sheet on top of the document you want
to store.

Mark the checkbox to the repository where the document
will be stored.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of the Cover Sheet or login at the Document
Centre. See page 8-6.

Note: When you store a document to a repository, the
stored document inherits the permissions of that
repository.

Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or an Internet fax device.



Storing documents to a repository

Repository Table 5.1 contains data required to complete the
: repository address window.
Information PO

Table 5.1 Repository Information Page 1 of 4

Repository Repository Information

FTP Directory Checkbox Label—The text you want to appear on the form (usually the
directory name).

FTP Host Name—The fully qualified name or IP address of the destination file
server. For example: ftpserver.mycompany.com or 12.123.456.78.

Name for a Remote FTP Directory—The directory path for storing
documents. For example: /ftp-public/mydocuments.

FTP Remote Host User Name—The user name used for login (can be
"anonymous™ if enabled for this FTP site).

FTP Remote Host Password—The password used for login.

DocuShare Collection Checkbox Label—The text you want to appear on the form (usually the
DocuShare collection name).

URL for a DocuShare Collection—The complete URL of the collection.

m Note: Open another browser window, go to the DocuShare collection you
want to use, copy all of the text that appears in the Address (or Location)
box, and paste it into the URL for a DocuShare Collection box.

DocuShare User Name—Your DocuShare user name. You must have Reader
and Writer permissions to the collection you specified.

DocuShare Password—Your DocuShare password.

E Note: Any forms created uses the same DocuShare user name and
password you specify, unless the information is changed.

Microsoft Exchange Folder | Checkbox label—The text you want to appear on the form (usually the public
folder name).

Exchange SMTP Address—The SMTP address of the folder to store scanned
documents.

E Note: To find the address, open Microsoft Outlook. Right-click the public
folder, then click Properties. Click the Summary (or Administration) tab,
click the Personal Address Book button, and then click OK. Open your
Address Book and select Personal Address Book (or Contacts) from the
Show Names from the menu. Double-click the public folder name. Click
the E-mail Addresses tab to display the SMTP address (or in the Contact
window, double-click the public folder name listed in the E-mail section,
and then click the E-mail Addresses tab in the Properties window to
display the SMTP address.)
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Table 5.1 Repository Information Page 2 of 4

Repository

Repository Information

Lotus Notes/Domino

Checkbox Label—The text you want to appear on the form (usually the
database name).

Lotus Notes/Domino SMTP Address—The SMTP address of the repository to
store scanned documents. See your Notes or Domino administrator if you don't
know the address.

Domino.Doc Repository

Checkbox Label—The text you want to appear on the form (usually the
repository name).

URL for a Domino.Doc Library—The URL of the Domino.Doc library.

Note: In a browser window, go to the Domino.Doc library you want to
use, and login. Before opening a file cabinet in the library, copy all of the
text that appears in the Address (or Location) box, and paste it into the
URL for a Domino.Doc Library box.

Domino.Doc User Name—Your Domino Web login name, which could be the
same as the your Notes short name. You must have Editor or Manager access
level to the file cabinet you specify. See your Domino administrator if you don't
remember your access level.

Domino.Doc Password—Your Domino Internet password. See your Domino
administrator if you don’t remember your password.

Domino.Doc File Cabinet Name—The name of the file cabinet in the library
you specified.

m Note: In a browser window, go to the Domino.Doc library you specified in
the URL for a Domino.Doc Library box, and login. Select a file cabinet in
the library and, if prompted, log in. At the top of the Domino.Doc
workspace, the name of the file cabinet displays to the right of the file
cabinet icon. Copy the name into the Domino.Doc File Cabinet Name
box. Do not copy the space at the end of the name.

Domino.Doc Binder Name—The name of the binder within the file cabinet
you specified.

E Note: In a browser window, go to the Domino.Daoc library you specified in
the URL for a Domino.Doc Library box, and log in. Select the file cabinet
you specified in the Domino.Doc File Cabinet Name box and, if
prompted, login. Select the binder you want to use. At the top of the
Domino.Doc workspace, the name of the binder displays to the right of
the binder icon. Copy the name into the Domino.Doc Binder Name box.
Make sure you do not copy the space at the end of the name.
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Table 5.1 Repository Information Page 3 of 4

Repository

Repository Information

Domino.Doc Repository

(continued)

Domino.Doc Profile Name—The Domino.Doc document profile, or type, to
associate with a document when it is stored in the specified binder using a
Distribute Document Cover Sheet.

Note: In a browser window, go to the Domino.Doc library you specified in
the URL for a Domino.Doc Library box, and log in. Select the file cabinet
you specified in the Domino.Doc File Cabinet Name box and, if
prompted, log in. Select the binder you specified in the Domino.Doc
Binder Name box. On the Actions sidebar, click the New Document
button. Under Document Profile, select a document type from the menu.
Enter the document type you selected in the Domino.Doc Profile Name
box. On the Actions sidebar, click the Cancel button.

Documentum Repository

Documentum Docbase Name—The name of the Documentum docbase, or
repository.

Documentum Object ID—The 16-character combination of hexadecimal digits
(0-9, A-F) that uniquely identifies the file or folder.

Documentum Remote Host User Name—The user name used for login to
the Documentum system.

Documentum Remote Host Password—The password used for login to the
Documentum system.

iManage Repository

iManage Server Name/Database Name—The fully qualified name of the
iManage server and the database name. For example:
imanageserver.mycompany.com/imanagedb.

iManage Folder Path—The name of the iManage folder within the specified
database.

iManage Remote Host User Name—The user name used for login to the
iManage system.

iManage Remote Host Password—The password used for login to the
iManage system.
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Table 5.1 Repository Information Page 4 of 4

Repository

Repository Information

Microsoft Exchange 2000
Web Folder

URL for an Exchange Web Folder—The complete URL of the Web Folder. For
example: http://hostname/public/foldername.

m Note: Open Windows Explorer or My Computer and double-click the Web
Folders icon. Locate the folder you want to use, right-click on it, and then
click Properties. Copy all of the text that appears after Location and
paste it into the URL for an Exchange Web Folder box. Then type or copy
and paste the folder name that displays at the top of the Properties
window after the text in the URL for an Exchange Web Folder box.

Exchange User Name—The user's Windows 2000 user name. The user must
have sufficient access permissions to the Web Folder you specify.

Exchange Password—The user's Windows 2000 password.

Domino Repository

Domino Server Name—The Domino server's Internet host name. For example:
hostname.domainname.com.

E Note: Do not enter the server’s host name in Notes format (hostname/
orgunit/org).

Database Path—The pathname for the database. Use a forward slash (/) to
separate directory names. For example: announcement.nsf or hr/resume.nsf.

D Note: Do not include the data directory (for example,
c:\lotus\domino\data\) in the pathname.

Form Name—The name of the form to use when creating a document in the
database. For example: Employee Profile.

D Note: If the Domino form requires certain fields, then you must also
include the corresponding Document Management Fields on the form
template. Your Domino administrator can provide you with the list of any
required fields.

Web Login Name—The Domino user's Web login name. The user must have at
least Author access level to the specified database. See your Domino
administrator if you don't know the user’'s Web login name or access level.

D Note: Do not enter the login name used to access Domino through Notes.

Web Password—The Domino user's Internet password. See your Domino
administrator if you don't know the password.
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Storing a document You store a document with associated fields (or
. "properties") by creating a Distribute Document Cover
with document Sheet with Document Management Field checkboxes and
management fields  then scanning to FlowPort with the document.

You can also add Document Management Field
checkboxes to a Document Options Sheet, which is placed
after your Cover Sheet. See the “Creating a Document
Options Sheet” section on page 5-33.

Note: For some repositories such as Microsoft
Exchange or Lotus Notes, the property text will be
stored with the document as an attached XML
data file. The repository administrator may have
set up the repository to specially process these
attached data files.

To create a Distribute Document Cover Sheet for
storing with document management fields:

1 Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button.

3 In the Forms and Applications page, under Distribute
Document, click the New Cover Sheet.

4 In the Cover Sheet Creator tool, click title goes here and
enter a title in the Title box.

5 Create a repository checkbox; from the menu, click a
repository. You can select one of these repositories:

 Documentum Repository

* DocuShare Collection

 Domino Repository

 Domino.Doc Repository

e FTP Directory

« iManage Repository

* Lotus Notes/Domino

* Microsoft Exchange 2000 Web Folder
* Microsoft Exchange Folder

6 On the form, click on the lower blue arrow icon (below
the Send To heading).
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10

In the Repository window, enter the following:

Checkbox Label—the text you want to appear on the
form next to the checkbox (usually the repository name).

Other repository information—the repository address,
user name, password, or other information. (To view help,
click a link on a field name.)

D Note: If you change your repository user name or
password afterward, the Cover Sheet will no longer
work.

For File Format for Scanned Documents, select one of
the following:

e TIFF—creates a TIFF image.
* PDF Image Only—<creates a simple PDF file.

* PDF (searchable text)—creates a PDF file with
page-by-page search capability.

* Other—creates a file format you choose from the
menu.

- Note: TIFF allows you to perform OCR (optical
character recognition) on the document. For all other
formats, except PDF Image Only, FlowPort performs
OCR on the document using TextBridge from ScanSoft,
Inc.

Click OK.

The checkbox and label display on the form. You can
repeat steps 5 through 9 to add other repository
checkboxes.

Note: When you scan a document to a repository
supported for both storage and access, a Document
Token is printed if your job confirmation method (in the
Account page) is set to Printer.

As an option, you can add a heading above the field or
property checkboxes.

A From the menu, select Heading.
B Click on the blue arrow icon.

C Enter a Heading in the window; for example, "Store with
Document Management Information”.

D Click OK.
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From the menu, click Document Management Field.
Click on the lower blue arrow.

In the window, enter the following:

Checkbox label—the text you want to appear on the
form next to the checkbox (usually the value of the
property, such as "Case-2401").

Field name—name of the field.

[-:: Note: Property names are usually case-sensitive; enter
names exactly as they are defined for a repository.

Field Value—value of the field.

Hidden—click if you want all the documents stored to
the repository to have this value automatically associated
with them. No document management field checkbox
appears on the form if you select Hidden.

Handprint region—click to include a checkbox and a
rectangular area on the form, which lets you add a
handwritten document management field to the
document when it is stored in a DocuShare collection.

Refer to Table 5.2 for detail information regarding the
document management fields for a specific repository.

Click OK.

The checkbox and label display on the form. You can
repeat steps 10 through 14 to add more property
checkboxes.

For Limit Form Access To, click one of the following to
specify who can use the form.

e Public Use—allows anyone to use the form. You only
need to authenticate if an administrator has created
special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

D Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to a repository such as DocuShare, will also
be public or shared.
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* Private Use—allows only the form's owner (providing
authentication) to use the form.

D Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

16 Click the Save & Print button.

17 Click the Continue button.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1 Place your Cover Sheet on top of a document you want to
store.

If the Cover Sheet is ‘Private,” or your system has security
restrictions, provide authentication by placing a Login
Sheet on top of it or login at the Document Centre. See
page 8-6.

2 Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or a Internet fax device.

- Note: When you store a document to a repository that
supports both storage and access, a Document Token is
printed as a confirmation if your Job Confirmation
Method is Printer. The Document Token represents the
stored document, and can be used to retrieve and print
it. To select a confirmation method, click the Account
button.
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Repository document  Table 5.2 contains document management field

management fields

information for a supported FlowPort repository.

Table 5.2 Repository Document Management Fields Page 1 of 4

Repository

FTP Directory

Document Management Field

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the Title property).

« Description—Ilets you add a description field to the stored document
(corresponds to the FTP Description property).

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy.

Microsoft Exchange Folder

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the Title property).

* Description—lets you add a description field to the stored document
(corresponds to the Exchange Description property).

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy.

Note: The field values are stored with the document in an attached
XML data file. (The repository administrator may have set up the
repository to specially process these attached data files.)

Lotus Notes/Domino

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the Title property).

« Description—Ilets you add a description field to the stored document
(corresponds to the Notes/Domino Description property).

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy.

Note: The field values are stored with the document in an attached
XML data file. (The repository administrator may have set up the
repository to specially process these attached data files.)
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Table 5.2 Repository Document Management Fields Page 2 of 4

Repository ‘

DocuShare Collection

Document Management Field

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the DocuShare Title property).

» Description—lets you add a description field to the stored document
(corresponds to the DocuShare Summary property).

* Abstract—Iets you add an abstract field to the stored document
(corresponds to the DocuShare Description property). You can store
more than one Abstract field with the document.

* Keywords—Iets you add a keyword field to the stored document
(corresponds to the DocuShare Keywords property). You can store
more than one Keywords field with the document.

* author—lets you add an author field to the stored document
(corresponds to the DocuShare author property). You must type
author in lower-case letters.

You can also enter the name of a DocuShare custom property. For example,
your DocuShare administrator may have created a custom property to let
users add a budget center or case number to stored documents. To include
a custom property, you must type its name in the Field Name box exactly
as it appears in the DocuShare Name box. To add custom properties, see
your DocuShare administrator.

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy,
and brochure could be a value for keywords. The field value can also
include valid HTML markup tags for text formatting (such as <i>, <b>, or
<font>).

D Note: In DocuShare, you can view the field values of a document
stored in a collection by clicking the Services button located to the
right of the document.
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Table 5.2 Repository Document Management Fields Page 3 of 4

Repository

Domino.Doc Repository

Document Management Field

Field Name—The name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the Title property).

« Description—Ilets you add a description field to the stored document,
if the document's profile includes the field.

You can also enter the name of a Domino.Doc custom field. For example,
your Domino.Doc administrator may have created a custom property to let
users add a budget center or case number to stored documents. To include
a custom property, you must type its name in the Field Name box exactly
as it appears in the Profile associated with the Domino.Doc binder in which
the document is stored. To add custom properties, see your Domino.Doc
administrator.

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy.

D Note: In Domino.Doc, you can view the document’s property values
by clicking the Document’s name in its Binder. Some fields have a
constrained set of values. For example, a property named
Department might only allow values Accounting, Legal, and Human
Resources.

Documentum Repository

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the Documentum Title property).

« Description (or Subject)—lets you add a description/subject field to
the stored document (corresponds to the Documentum Subject
property).

« Keywords—Ilets you add keywords to the stored document
(corresponds to the Documentum Keywords property). Separate
individual keywords with a comma; do not include a space before or
after the comma.

* Authors—Ilets you add an authors field to the stored document
(corresponds to the Documentum Authors property).

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy,
and brochure could be a value for keywords.
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Table 5.2 Repository Document Management Fields Page 4 of 4

Repository

iManage Repository

Document Management Field

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document (corresponds to
the iManage Title property).

» Description—lets you add a description field to the stored document
(corresponds to the iManage Description property).

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy.

Domino Repository

Field Name—the name of the document management field. You can
enter any custom field name the Domino administrator has created for the
database. Obtain the list of field names from the administrator.

Field Value—the value of the field specified in the Field Name box.

D Note: You can view the document’s field values by opening it in a
browser window or Notes client. However, the Domino Application
Designer determines which document fields display.

Microsoft Exchange 2000 Web
Folder

Field Name—the name of the document management field. You can
enter the following field names:

« Title—lets you add a title field to the stored document.

» Description—lets you add a description field to the stored document
(corresponds to the Comments field in Outlook).

* Keywords—lets you add a keyword field to the stored document. You
can store more than one keywords field with the document.

« author—lets you add an author field to the stored document.

You can also enter the name of a Exchange custom field. For example, your
Exchange administrator may have created a custom field to let users add a
budget center or case number to stored documents. To include a custom
field, you must type its name in the Field Name box exactly as it is defined
by your administrator.

Exchange custom field names often include a schema name, like
""'urn:schemas-microsoft-com:office:office.” A full Exchange custom field
name could be "urn:schemas-microsoft-com:office:office:Version" or
"urn:schemas:contacts:callbackphone." To add custom fields, see your
Exchange administrator.

Field Value—the value of the field specified in the Field Name box. For
example, a value for the title field name could be FlowPort Brochure Copy,
and brochure could be a value for keywords.
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Storing documents to a repository

If you want to add options to a FlowPort job, you can
create a Document Options Sheet. The following
checkboxes can be added to a Document Options Sheet:

e Document Management Field
< Network Accounting

D Note: If you include Document Management Field
checkboxes, you must use the Document Options Sheet
with a Distribute Document Cover Sheet that has a
checkbox for storing to a repository. See “Storing a
document with document management fields” section
on page 5-25.

To add Document Management Fields:

1 Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button.

3 In the Forms and Applications page, under Distribute
Document, click the New Cover Sheet.

4 In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

5 To add a Document Management Field checkbox, from
the menu, click Document Management Field.

6 Click on the lower blue arrow.

7 In the window, enter the following:

Checkbox label—the text you want to appear on the
form next to the checkbox (usually the value of the
property, such as "Case-2401").

Field name—name of the field.

[:: Note: Property names are usually case-sensitive; enter
names exactly as they are defined for a repository.

Field Value—value of the field.

Hidden—click if you want all the documents stored to
the repository to have this value automatically associated
with them . No document management field checkbox
appears on the form if you select Hidden.
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10
11

12
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Handprint region—click to include a checkbox and a
rectangular area on the form, which lets you add a
handwritten document management field to the
document when it is stored in a DocuShare collection.

Refer to Table 5.2 for detail information regarding the
document management fields for a specific repository.

Click OK.

The checkbox and label display on the form. You can
repeat steps 6 through 8 to add more Document
Management Field checkboxes.

D Note: For some types of fields, you can store more than
one property value with a document (such as selecting
multiple checkboxes for that property).

To add a checkbox for Network Accounting, from the
menu, select Network Accounting.

Click on the lower blue arrow.

In the window, enter the following:

e Checkbox label—the text you want to appear on the
form next to the checkbox (usually to indicate the
account to be charged).

* Network Accounting User ID—your User ID for
network accounting on the Document Centre.

e Network Accounting Account ID—the Account ID to
be charged with the print job.

[:: Note: If you want the account to be charged every time
the form is used, click the checkbox to select the option
permanently. For remote printing, network accounting
IDs must be registered for the specified printer.

For Limit Form Access To, click one of the following to
specify who can use the form.

e Public Use—allows anyone to use the form. You only
need to authenticate if an administrator has created
special security requirements.

« Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.
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[:: Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to a repository such as DocuShare, will also
be public or shared.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

13 Click the Save & Print button.

14 Click the Continue button.

The form appears on your Forms and Applications page
and is printed at your default printer.

15 Place the Document Options Sheet after a Distribute
Document Cover Sheet and scan in the forms with the
document.

If the Options Sheet contain only Network Accounting
checkboxes, it can simply be placed on top and scanned
with the document.
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Use a Document Options Sheet to provide additional
instructions to process a FlowPort job.

1 Mark the checkboxes on the Options Sheet to select
options (document management fields you wish to
associate with the stored document or a Network
Accounting number for printing).

2 The Options Sheet is used with or without a Distribute
Document Cover Sheet.

If the Options Sheet has Document Management Field
checkboxes it must be placed behind a Distribute
Document Cover Sheet that contains a repository
checkbox, followed by the document.

If the Options Sheet has Network Accounting
checkboxes, it must be placed behind a Distribute
Document Cover Sheet, followed by the document to
apply the Network Account number to all documents
printed as a result of the Cover Sheet job—such as
Confirmation Sheets or retrieved documents

The Options Sheet has only Network Accounting
checkboxes, it can be placed on top of the document
without a Distribute Document Cover Sheet. You can
also place it with a Document Token or Document
Catalog. The Network Account number is applied to all
documents printed.

3 If either the Options Sheet or the Cover Sheet is ‘Private,’
or your system has special security restrictions, provide
authentication by placing a Login Sheet in front or login
at the Document Centre. See page 8-6.
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Retrieving your stored documents from a

repository

Retrieving and
printing with a
Document Token

A Document Token is used to retrieve and print out a
document that you stored with a Distribute Document
Cover Sheet.

FlowPort prints a Document Token when a document is
stored to a repository that supports both storage and
access such as:

e Documentum Repository

e DocuShare Collection

e Domino Repository

e Domino.Doc Repository

e FTP Directory

e iManage Repository

< Microsoft Exchange 2000 Web Folder

{:: Note: If you have stored to a repository that is not
listed, you must retrieve and print the document from
your desktop application.

To retrieve and print a document with a Document
Token:

1 Take the Document Token to the Document Centre, and
place it face up in the feeder.

2 Refer to the “Scanning forms in the Xerox Document
Centre” section on page 4-2 to process the Document
Token. Your document is printed.

If you want to retrieve your document by InternetFax,
your Internet Fax machine must be able to print. Refer to
the “Scanning forms by Internet Fax” section on page 4-3
to fax the Document Token to FlowPort.)
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Emailing a stored
document
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You can email a stored document from your desktop using
your regular mail program. With FlowPort, if you have a
Document Token that was created when you scanned and
stored a document, or if you have a Document Catalog,
you can email a stored document directly from a
multifunction or Internet Fax device.

[:: Note: Document Tokens and Document Catalogs are
only created if a document is stored to a repository
supported by FlowPort for both storage and access. If
you have stored a document in an Exchange public
folder or Lotus Notes database, you can email the
document from your desktop application.

First, create a Distribute Document Cover Sheet for
emailing; then use it with a Document Token or with a
Document Catalog, to email the stored document or
documents.

To create a Distribute Document Cover Sheet for
emailing:

1 Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button.

3 In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet link.

4 In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

5 From the menu, click Email Recipient.

6 On the form, click on the lower blue arrow icon (below
the Send To heading).

7 In the Email Recipient window, enter the following:

Email address—the address for an individual or group.
You can enter more than one address, separated by
commas.

Checkbox label—the text that appears on the form
(usually the name of the email recipient).
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Send URL if available—click to email the URL of the
repository that contains the document, instead of
emailing the actual document. To use this option, you
must add a checkbox for the URL of a document
repository on the form. See “Emailing a stored document
URL” section on page 5-7.

[:: Note: Although you can select an option under File
Format for Scanned Documents, if you are emailing a
stored document, it will be emailed in its current
format.

8 Click OK.

The checkbox and label display on the form. You can
repeat steps 5 through 8 to add other email checkboxes.

9 To add an Email Subject, do the following:
A From the menu, click Email Subject.
B On the form, click a blue arrow.
C In the Subject box, enter the text you want and click OK.
[:: Note: By adding one or more Email Subjects, you can

select a message subject when emailing a document.

10 For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

- Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to a repository such as DocuShare, will also
be public or shared.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

D Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

11 Click the Save & Print.
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12 Click the Continue.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet and document to FlowPort:

1 Place your Cover Sheet on top of the Document Token or
Document Catalog (for a Document Catalog, mark a
checkbox on the Catalog to select a document.

If the Cover Sheet. Document Token, or Document
Catalog is ‘Private,” or your system has special security
restrictions, provide authentication by placing a Login
Sheet on top of the stack or login at the Document
Centre. See page 8-6.

2 Mark the checkbox on the Cover Sheet to select an email
recipient.

3 Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Cover Sheet and document in a
Xerox Document Centre or a Internet Fax device.

You will receive a confirmation that your document was
emailed.

Distributing a stored Use a Distribute Document Cover Sheet and a Document
. Token or Document Catalog to distribute a document that
document in other is stored in a repository.
ways

[:: Note: Document Tokens and Document Catalogs are
only created if a document is stored to a repository
supported by FlowPort for both storage and access. If
you have stored a document in an Exchange public
folder or Lotus Notes database, you can email the
document from your desktop application.

Create a Distribute Document Cover Sheet for distributing
in your preferred method (email, Internet Fax, remote
printing, or storing to a repository). Then use it with your
Document Token or Document Catalog to distribute the
stored document.
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To create the Cover Sheet and document to FlowPort:

1

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, under Distribute
Document, click the Create New Cover Sheet.

In the Cover Sheet Creator page, click title goes here and
enter a title in the Title box.

From the menu, click a menu item and then click the blue
arrow on the form. The menu items let you add the
following checkboxes for distribution:

Email Recipient—the address for an individual or
group. You can enter more than one address, separated
by commas.

Internet Fax Recipient—an Internet Fax recipient's
address

Remote Printer—the name of a remote printer.

Documentum Repository—the name of a
Documentum docbase.

DocuShare Collection—the URL of a DocuShare
collection.

Domino Repository—the Domino server name and
database path.

Domino.Doc Repository—the URL of a Domino.Doc
library.

FTP Directory—the fully qualified name or IP address
of an FTP file server.

iManage Repository—the fully qualified name of an
iManage server and a database name.

Lotus Notes/Domino—the SMTP address of a Notes or
Domino repository.

Microsoft Exchange 2000 Web Folder—the URL of an
Exchange Web Folder.

Microsoft Exchange Folder—the SMTP address of a
Microsoft Exchange public folder.
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In the window that is opened, enter the required
information. For help, click a link for an option.

D Note: When you create a checkbox to email or store a
document, you can select an option for File Format for
Scanned Documents. However, when you distribute a
stored document it will be distributed in its current
format.

7 Click OK in the window. The checkbox and label display
on the form.

8 You can repeat steps 6 through 8 to add more checkboxes.

9 For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

« Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet, as
described below.

10 Click Save & Print.

11 Click Continue.

The form appears on your Forms and Applications page
and is printed at your default printer.

To scan the Cover Sheet, and the Document Token or
Document Catalog, to FlowPort:

1 Place your Cover Sheet on top of a Document Token or a
Document Catalog, marking checkboxes to select one or
more documents for distribution.

If the Cover Sheet, Document Token, or Document
Catalog is ‘Private,” or your system has special security
restrictions, provide authentication by placing a Login
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Sheet on top of the stack or login at the Document
Centre. See page 8-6.

2 Refer to the “Scanning in FlowPort forms” section on

page 4-2 to process the Cover Sheet and other forms in a
Xerox Document Centre or a Internet Fax device.

Document Tokens can be created for a repository in the
following document management systems:

Documentum Repository

DocuShare Collection

Domino Repository

Domino.Doc Repository

FTP Directory

iManage Repository

Microsoft Exchange 2000 Web Folder

There are two ways to create a Document Token:

When you use a Distribute Document Cover Sheet to
scan a document to a repository that supports both
storage and access, by default, you'll receive a
Document Token of the document.

[:: Note: To ensure that you receive the Document Token,
click the Account button and check that your Job
Confirmation Method is set to Printer.

In the FlowPort Web Centre, create a Document Token
for any document stored in a repository that supports
both storage and access.

Any Document Token can be used for distributing a stored
document. For example, you could place a Document
Token after a Distribute Document Cover Sheet in order
to email the represented document.

However, only the following document file types are
supported for printing from a Document Token:

TIFF
PostScript

PDF (Portable Document Format) documents
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* Microsoft Office documents.

For all other file types, the Document Token indicates
with a printed message, that the document cannot be
printed.

To create a Document Token in the Web Centre:

1
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Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, under Document
Token, click Create New Access Sheet.

In the Create Document Token page, under Select
Document Repository, choose a repository from the
menu.

The page is refreshed to display options for that
repository.

Specify information about the stored document and
repository. For help about the repository parameters, click
a link for an option.

For Limit Form Access To, click one of the following to
specify who can use the form.

* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

- Note: If you select Public Use or Shared Use, any
Document Token that is printed as a result of storing a
document to a repository such as DocuShare, will also
be public or shared.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet.
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7 Click Save or Save & Print.

The Document Token is printed at your default printer,
and listed on your Forms and Applications page.

:: Note: When creating a Document Token for a long or
complex document, you may receive a message that the
browser could not open a particular internet site.
FlowPort continues to create the Document Token. Wait
a few minutes and open the browser again.

You can use a Document Token to retrieve stored
documents for printing or distribution.

The stored document can be printed from the Document
Token only if the document is one of the following file

types:

e TIFF

e PDF (Portable Document Format)

< Microsoft Office (Word®, PowerPoint®, and ExcelP)
e PostScript.

To print a document represented by the Document

Token:

1 Place the Document Token in the device document feeder.
Refer to the “Scanning in FlowPort forms” section on
page 4-2 to process the Document Token.

If the Document Token is ‘Private,” or your system has
security restrictions, provide authentication by placing a
Login Sheet in front of it or login at the Document
Centre. See page 8-6.

2 The document is retrieved and printed.

To distribute a stored document using a Document
Token:

1 Place the Document Token after a Distribute Document
Cover Sheet, marking checkboxes on the Cover Sheet to
indicate how to distribute the document (by email,
Internet fax, remote printing, or storing to a repository).
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Creating a Document
Catalog
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If either the Cover Sheet or Document Token are ‘Private,’
or your system has security restrictions, provide
authentication by placing a Login Sheet on top of the
Cover Sheet or login at the Document Centre. See

page 8-6.

Place the forms in the device document feeder. Refer to
the “Scanning in FlowPort forms” section on page 4-2 to
process the Document Token in a Document Centre or a
Internet Fax device.

You can create and print a Document Catalog from the
FlowPort Web Centre.

Document Catalogs can be created for a repository in the
following document management systems:

e Documentum Repository

 DocuShare Collection

e Domino Repository

e Domino.Doc Repository

e FTP Directory

e iManage Repository
* Microsoft Exchange 2000 Web Folder

To create and print a Document Catalog:

1

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button. In the Forms and Applications
page, click Create New Access Sheet.

In the Document Catalog page, under Select Document
Repository, choose a repository from the menu. The page
refreshes to display the options for that repository.

Enter the information for the selected repository. Refer to
Table 5.1 for repository information.

For Limit Form Access To, click one of the following to
specify who can use the form.
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* Public Use—allows anyone to use the form. You will
only need to authenticate if an administrator has
created special security requirements.

e Shared Use—allows any local FlowPort user to use the
form, provided ‘guest’ access is enabled on the
Document Centre. See your administrator if you are
not sure.

* Private Use—allows only the form's owner (providing
authentication) to use the form.

[:: Note: In general, create a form as ‘Public’ or you may
need to provide authentication such as a Login Sheet.

6 Click Save and Print to print out the Document Catalog,
or Save to return to the Forms and Applications page.

The Document Catalog is printed at your default printer,
and listed on your Forms and Applications page. Note
that the Document Catalog may have multiple pages.

You can use a Document Catalog form to retrieve stored
documents for printing or distribution.

To print one or more documents using a Document
Catalog:

D Note: Only the following document file types can be
printed from a Document Catalog:

TIFF

PDF (Portable Document Format)

Microsoft Office (Word, PowerPoint, and Excel)

PostScript

1 Mark checkboxes on the Document Catalog to select the
documents you want to print.

[:: Note: A Document Catalog may have multiple pages.
You do not need to scan all the pages when you process
the Document Catalog; just use the pages on which you
have selected documents (the pages with marked
checkboxes).

If you select several documents for printing, and one of
them cannot be printed, the FlowPort server will not be
able to print any other of the selected documents. For
example, if an HTML document is selected, it can not be
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printed. Check the file type of a document listed on the
Document Catalog before selecting it for printing.

Place the Document Catalog in the device document
feeder. Refer to the “Scanning in FlowPort forms” section
on page 4-2 to process the Document Catalog.

[:: Note: If a Document Catalog consists of multiple pages,
you do not need to use all the pages. Just use the pages
that have selected documents.

If the Document Catalog is ‘Private,” or your system has
security restrictions, provide authentication by placing a
Login Sheet on top of the Document Catalog or login at
the Document Centre. See page 8-6.

To distribute one or more documents using a
Document Catalog:

1 Mark checkboxes on the Document Catalog to select the

documents you want to distribute. You can distribute a
document of any file type.

[:: Note: If a Document Catalog consists of multiple pages,
you do not need to use all the pages. Just use the pages
that have selected documents.

Place the Document Catalog after a Distribute Document
Cover Sheet, marking checkboxes on the Cover Sheet to
indicate how to distribute the document or documents
(by email, Internet fax, remote printing, or storing to a
repository).

Place both forms in the device document feeder. Refer to
the “Scanning in FlowPort forms” section on page 4-2 to
process the Document Catalog in a Xerox Document
Centre or a Internet Fax device.

If either the Cover Sheet or Document Catalog are
‘Private,” or your system has security restrictions, provide
authentication by placing a Login Sheet in front or login
at the Document Centre. See page 8-6.
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Receiving Internet Faxes through FlowPort

Receiving faxes by way of the Internet is cost effective
because it uses Internet protocols to deliver a faxed
document instead of a standard fax phone line. FlowPort
provides you the capability to receive Internet Faxes, have
them printed, stored for you, and the option of receiving
email notification when a fax is sent.

FlowPort provides you with an Internet Fax mailbox with
options for how you receive Faxes. You can easily enable
or disable your Internet Fax mailbox. Contact your
FlowPort administrator for your FlowPort Internet Fax
address.

To enable or disable receiving your Internet Faxes:

1 Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Options button.
3 Under Application Options, click Internet Fax Mailbox.

4 Depending on whether your Internet Fax Mailbox is
already enabled, you see one of the following:

< If Internet Fax receiving is not enabled, the page
provides a status. Click Enable.

= If Internet Fax receiving is enabled, the page displays
Current Settings. Under Changing Settings, click
Enable/disable receipt of Internet Faxes for
<username>.

5 On the next page, click one of the following options:

* Accept Internet Fax via FlowPort SMTP Mail
Server—to receive Internet Faxes.

« Accept Internet Faxes via a POP3 mailbox on
another server—to receive Internet faxes.

[:: Note: The option shown depends on how Internet Fax
receiving is setup by your FlowPort administrator (an
SMTP mail server or POP mailbox).
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« Do not accept incoming Internet Faxes for this
user—disables your Internet Fax mailbox, so incoming
faxes are not received.

6 Click Next.

7 If you chose Accept Internet Faxes via a POP3 mailbox
on another server, you see a page for specifying the POP
mailbox. For help, click a link for an option or see your
FlowPort administrator. Click Next when you are done.

If you chose Do not accept incoming faxes for this user,
you see a confirmation page. Click Save to confirm (and
do not follow any steps below).

8 If you chose the option to accept Internet Faxes, an
Internet Fax Receive Options page is displayed. Select
one or more of the following:

* Notify by Email—sends an email message to you when
an Internet Fax is received.

* Print Document—prints the entire fax on your default
printer.

= Store Document in Repository—selects a repository
for storing Internet faxes. You will be prompted to
specify a repository when you click Next.

e Print Document Token—prints a one-page document
that represents the stored document on the user's
default printer. To use this option, you must specify a
repository and a repository user name and password.

9 Click Next.
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If you chose Store Document in Repository, one of the
following is displayed:

< If you have not already specified a repository, a page is
displayed for selecting one.

- Under Select Document Repository click a
repository from the menu. The page displays
repository options.

- Enter information for each option. (Click a link for
help.)

- Click Next, and click Next in the confirmation page.

« If a repository was previously selected, a page displays
the repository name. To choose a different repository,
click Change Repository and follow the steps in the
bullet above.

A confirmation page displays all your selected options.
Click Back to change any settings, or Save to confirm
your settings.

Your Internet Fax  The address that can be used to send Internet Faxes to you
is displayed in the FlowPort Web Centre.
address

To view your Internet Fax address:

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Options button.

3 Under Application Options, click Internet Fax Mailbox.

Under Current Settings, the first sentence displays your
Internet Fax address.
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Using Network Accounting with FlowPort

Printing with your
Network Accounting
ID
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Xerox Network Accounting is an optional feature of the
Document Centre. If the feature is installed with the
Document Centre, your FlowPort account can be
configured to track your Document Centre printing jobs.

D Note: If you do not know whether Network Accounting
is installed in your environment, check with your
FlowPort administrator or your Document Centre
administrator.

There are several ways to specify using a Network
Accounting account ID for printing FlowPort jobs.

e Printing with your Network Accounting ID
e Using a form to set Network Accounting ID

e Setting your default Network Accounting ID

When you print a PaperWare form in the FlowPort Web
Centre, you can charge the print job to a Network
Accounting account.

To specify a Network Accounting account when
printing in the FlowPort Web Centre:

1 Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button.

3 In the Forms and Applications page, click a selection box
for a PaperWare form and click Print.

4 In the window, specify Printer Name and Type, Number of
Copies, and DataGlyph Size.



Using a form to set
Network Accounting
IDs

Using Network Accounting with FlowPort

5 Enter the following:

* Network Accounting User ID—your User ID for
network accounting. See your Document Centre
administrator for your User ID.

* Network Accounting Account ID—the Account ID to
which this print job will be charged. Each user has one
or more accounts to which the job can be charged. See
your Document Centre administrator for the list of
accounts (Account IDs) that you can charge.

6 Click OK.

[:: Note: You can also specify a Network Accounting
account when you use a Cover Sheet to remotely print a
document (if the remote printer is a Document Centre
that supports Network Accounting).

You can add Network Accounting checkboxes to these
PaperWare forms:

« Distribute Document Cover Sheet
e Document Options Sheet

When you select a Network Accounting checkbox, it
overrides any other account you have specified as follows:

e On a Distribute Document Cover Sheet, the selected
Network Accounting checkbox overrides any default
account set in your Network Accounting application
options. However, if the Cover Sheet has a remote
printer checkbox for an Account ID, that account is
not overridden by the Network Accounting checkbox.

e On a Document Options Sheet, the selected Network
Accounting Checkbox overrides any Network
Accounting checkbox on a preceding Distribute
Document Cover Sheet, and any default account set in
your Network Accounting application options.
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When you select a Network Accounting checkbox, that
account is charged for printing the FlowPort job.

To add a checkbox for Network Accounting account
information:

1

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Forms button.

In the Forms and Applications page, click Create New
Cover Sheet or Create New Options Sheet.

From the menu in the Distribute Document Cover Sheet
or Document Options Sheet creator window, select
Network Accounting.

On the form, click on the blue arrow.

In the window, enter the following information:

* Checkbox label—text you want to appear on the form
(usually to indicate the account being charged).

* Network Accounting User ID—your User ID for
network accounting.

* Network Accounting Account ID—the Account ID to
charge for the print job.

:: Note: If you want the Network Accounting account to
be charged every time you use the form, click the
checkbox on the form to select it permanently.

Click OK.

:: Note: For remote printing, the Network Accounting User
ID and Account ID must be registered for the specified
printer, and the Account ID must list you as an
authorized account user. Contact the (Document
Centre) administrator for the remote printer.



Setting your default
Network Accounting
ID

Using Network Accounting with FlowPort

You can specify a default Network Accounting Account ID
and User ID to be used for all your FlowPort printing. This
account will be charged whenever you print to a
Document Centre that supports Network Accounting.

Your default will override any system default User ID and
Account ID specified by the FlowPort Administrator.

To set your default Network Accounting ID:’

1

Login to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Options button.

In the Application Options page, click Network
Accounting.

In the Network Accounting Account ID field, enter the
Account ID you want to charge (to set a default). See your
Document Centre administrator for a list of the Account
IDs that you are authorized to charge.

In the Network Accounting User ID field, enter your
User ID. See your Document Centre administrator for this
value.

6 Click Set.
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Managing FlowPort
forms

You can use the Web Centre to create new forms, and to
view, print, and edit your existing forms. This chapter
describes how to manage your forms from the Web
Centre.

This chapter contains the following topics:

Using the Forms and Applications page .........cccccovevvveeennne. 6-2
Creating a new form ..., 6-5

Pointers to information about creating forms .................. 6-6
Editing an existing form .........cccccoviiiiiiiiii 6-7
Previewing a form ... 6-8
Sorting your fOrmMS ........oooiiiiiiiiiiie e 6-9
Printing fOrMS ......ueveeiic e 6-10
Deleting @ form .......ooviiiiiiie e 6-11
Using previous versions of a form ............cccccoiiiinenns 6-11
Viewing and printing multiple page forms ........................ 6-13
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Using the Forms and Applications page
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When you click the Forms button in the FlowPort Web
Centre, a Forms and Applications page displays.

The Forms and Applications page displays all your
FlowPort forms, organized by application. Forms are listed
by their form titles., as shown in Figure 6.1.

On this page you can create new forms, and view, edit,
print, or delete your existing forms. Click a link for the
action you want to perform:

e Creating a new form

e Previewing a form

e Sorting your forms

e Printing forms

e Deleting a form

e Editing an existing form

e Using previous versions of a form

e Printing help about a FlowPort form



Using the Forms and Applications page

Figure 6.1 Forms and Applications page
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Your Forms and Applications page has the following
features:
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Blue title boxes[] indicates a type of form. (Forms are
grouped by application.)

Create New Form linksO creates a new form of a
specified type.

To start from a template rather than a blank form,
select one from the pop-up menu below the Create
link.

Selection boxes [0 allows you to select special forms.

-

Print, View, Edit, and Delete buttonsd Allows you to
print, view, edit, or delete a form.

Print | Wiew | Edit| Delets |

— You can select multiple forms for printing or
deleting.

— The Edit button appears only when a form can be
edited.

Form Name linkO sorts a forms list alphabetically.
Date link[O sorts a forms list by date.

History linkO appears only if a form has been edited.
Click it to view, print, or edit previous versions of the
form.

Multiple Pages link appears only if a form has
multiple pages. Click to view the pages, or to print
individual pages.



Creating a new form

Creating a new form

There are two ways to create a form:

e Create a new form, starting with a blank form or a
template.

e Edit an existing form and saving it with a new form
title.

To create a new form:
1 Click the Forms button.

In the Forms and Applications page, do one of the
following to create a new form.

* Click a Create New Form link for the type of form you
want to create.

« To start from a template, select a template from the
pop-up menu below the Create New Form link. For
example:

L E Distribute Document -- Scan a document to email or to a World Wide
ist of templates to B
start creating a new Form Title
form -
Create New Cover Sheet starting from | (blank form) j
[~ Scan to my Workgroup
[T Scan to Myself

[:: Note: Your FlowPort administrator creates templates
that you and other FlowPort users can use as a starting
point. Contact your administrator if you want new
templates to be created.

A form creation page opens for the application you select.

For more about creating or editing each type of form, see
Table 6.2.
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Pointers to Table 6.2, Section and Reference Page column, lists the
information about reference pages for creating the various FlowPort

) PaperWare forms.
creating forms

Table 6.2 Information about creating new forms

Distribute Document For emailing a document:

Cover Sheet “Emailing a document with FlowPort™ section on page 5-3

For storing a document and emailing the URL:

“Emailing a stored document URL” section on page 5-7

For sending by Internet Fax:

“Distributing a document by Internet Fax’ section on page 5-11

For sending to a remote printer:

“Sending a document to a remote printer” section on page 5-12

For distributing in multiple ways:

“Distributing a document in multiple ways™ section on page 5-14

For storing to a repository (Xerox DocuShare, Microsoft Exchange, or Lotus
Notes):

““Storing documents to a repository”” section on page 5-18

For storing with custom properties:

““Storing a document with document management fields™ section on

page 5-25
Document Options Sheet “Creating a Document Options Sheet” section on page 5-33
Document Token “Creating a Document Token’” section on page 5-43
Document Catalog ““Creating a Document Catalog” section on page 5-46
Login Sheet “Creating a Login Sheet™ section on page 8-6
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Editing an existing form

To edit an existing form:
1 Click the Forms button.

2 In the Forms and Applications page, click the checkbox
next to a form you want to edit.

'.:: Note: The Edit button only appears below form types
that can be edited.

3 Click the Edit button.
The form is opened in an editing window.

{:: Note: If you edit and save the form without changing
the title, a new version is created. Previous versions are
accessible from the History link (refer to the “Using
previous versions of a form™ section on page 6-11 of this
chapter). If you edit and save the form with a new title,
it is saved as a new form and is displayed separately on
the Forms and Applications page.
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Previewing a form

You can preview a form before you decide to print, edit, or
delete it.

To preview a form:

1 On the Forms and Applications page, do one of the
following:

e Click the checkbox for a form, and click View.
e Click on a form title.
2 If you clicked View, the form is displayed in a Manage

Form page. If you clicked the form title, a magnifying
glass icon is displayed.

Q|

Click the icon to display the form.

3 On the Manage Form page, you can select to edit, delete,
or print this form. To exit, click Cancel.
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Sorting your forms

When you create and save a PaperWare form, it is added
to the forms list for that application. Forms are initially
sorted for each application by creation date, with the
most recent first.

You can sort all forms for an application alphabetically by
form title or by date.

To sort a forms list alphabetically:

1

2

3

On the Forms and Applications page, go to a list of
forms for an application.

Click the Form Name link at the top of the form list.
The forms are sorted by alphabetical order.

Click Form Name again to alternate between ascending

and descending order. The blue or gray triangle indicates
the current sort direction.

To sort a forms list by date:

1

2

On the Forms and Applications page, go to a list of forms
for an application.

Click the Date link at the top of the form list.
The form list is sorted by date.
Click Date again to alternate between ascending and

descending order. The blue or gray triangle indicates the
current sort direction.
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Printing forms

To print one or more forms at the same time:

1
2

3
4

)

Click the Forms button.

On the Forms and Applications page, select one or more
forms by clicking the checkbox next to each form’s title.

Click the Print button below the list of forms.

A Print Chooser window displays, allowing you to specify
a printer other than your default printer. The default
printer is specified in your Account page.

If specifying a printer in a Print Chooser dialog window,
you can select the following values:

Number of copies—number of copies to print.

DataGlyph size (appears only in printing from the Forms
page)—to use this option, refer to the “Scanning forms by
Internet Fax” section on page 4-3.

Click OK.

To view and print a form:

1
2
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Click the Forms button.

Click a form title. In the Manage Forms page that opens,
click the icon to view the form.

Q

Click the Print button to print the form.

The form is sent to the default printer specified in your
Account page.



Deleting a form

Deleting a form

You can delete a form by performing the following
procedure.

1 Click the Forms button.

In the Forms and Applications page, click the checkbox
to the left of all the forms you want to delete.

You can select multiple forms for deletion.

3 Click the Delete button.
A confirmation message appears. Click OK to continue.

A Caution: If you delete a form, any copies of the form
that you have, will not work if you scan them to
FlowPort.

Do not delete a form unless you are sure that you
do not need to use any printed versions of the
form.

Using previous versions of a form

If a form was edited and not given a new title, previous
versions are stored in the form’s History.

A form with previous versions has a History link in the far
right column of the Forms and Applications page, as
displayed:

Date
nEW

Apr 11, 2000 2:06:24 P
May 3, 2000 11:50:10 AM History

To access a form’s history:
1 Click the Forms button.

In the Forms and Applications page, click the History
link for a form.
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3 In the Forms History page, you can do the following.

« View a previous version by selecting it and clicking
View.

* Print a previous version or versions by selecting them
and clicking Print.

« Delete a previous version or versions by selecting them
and clicking Delete.

« Edit a previous version by selecting it and clicking Edit.

[:: Note: When you edit and save a form, the new version
is displayed on the Forms and Applications page, and
the previous version is now listed only on the Form
History page.

- If you edit an old version of a form and save it, it
supersedes all later versions and becomes the latest
version.

- If you give the form a new title when saving it, you
do not create a new version but creates a new form
that is listed separately on the Forms and
Applications page.

You can sort, by date, versions of the form by clicking the
Date link.

5 To exit, click Cancel.
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Viewing and printing multiple page forms

If a form consists of morethan one page, you can use the
Multi-page form link to view or print individual pages.

When using a multi-page form, you do not have to
submit all pages. You only need to submit the pages that
contain checkboxes you marked.

To view or print multiple page forms:

1
2

Click the Forms button.
In the Forms and Applications page, click the Multiple
Pages link for a form.

A Multi-Page Form screen opens with the individual
pages of the form listed and sorted by page number.

To view a page, click its checkbox and click View.

On the Form viewing page, click Print Form to print the
page, or click Cancel to return to the Forms and
Applications page.

To print a form page, click its checkbox and click Print.
You can select more than one page for printing.

A Print Chooser window opens. Refer to the “Printing
forms” section on page 6-10 to specify print options.

5 To exit, click Cancel.
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Specifying user
preferences and printers

This chapter describes how to specify user preference and
printer information for printing PaperWare forms and
documents.

This chapter contains the following:

Changing your account information .............ccccceeeviiieiennnnn 7-2
Setting your application o0ptions ........cccccceveeviiiiiiiieiiieeeeeeenn 7-4
Setting your Internet Fax options ............ccccceeeeeeeieniniinns 7-4
Setting your Network Accounting options ............ccccvveee.. 7-5
SPecifying a Printer .......ccooeeeeiiiieieee e 7-7
Printing to a Document Centre or other networked printer 7-7
Printing to a local printer .........ccccvvviivieee e 7-8
Printing to an Internet Fax device ..........cccooveiiiivieeenennenn, 7-9
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Changing your account information

Changing your account information
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As a FlowPort user, you can change your account
information—user name, password, default printer, email
address, and options for submitting forms, such as your
personal identification number (PIN) on the Login Sheet.
You can also set up your account to receive Internet Faxes
by setting your Internet Fax Mailbox application options.

To change your account information:

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Account button.

3 Enter new values for the user account fields described
below.

User Name (required)—name you use to login to the
FlowPort server.

First Name—your first name, which is printed with your
last name on forms.

Last Name—your last name, which is printed with your
first name on forms.

E-mail Address (required)—your email address.

Default Printer (required)—the printer or Internet fax
device on which you print PaperWare forms, or the email
address to use when emailing PaperWare forms. (Refer to
the “Specifying a printer” section on page 7-7 in this
chapter for examples.)

Printer Type (required)—type of printer for your default
printer.

Default Form Size—paper size used to print forms on the
default printer.



Changing your account information

Job Confirmation Method—notification format to be
used when a FlowPort-initiated job is successfully
processed.

- Note: To receive a Document Token when storing a
document in a repository that supports access, the Job
Confirmation Method must be set to Printer. If you
do not want a Document Token, you can select Email as
a job confirmation method.

Locale—language used to display the FlowPort Web
Centre interface and print PaperWare forms. If you select
System Default, the default language selected by the
FlowPort administrator is used.

.ﬂ Caution: If you select System Default, and the

administrator changes the default Locale setting,
PaperWare forms that you created in the previous
language cannot be used. You should select an
explicit language unless your system requires that
you do otherwise.

Change PIN—click to change your four-digit personal
identification number (PIN).

New PIN and New PIN Again—your four-digit code to be
used on a Login Sheet to provide authentication.

Change Password—click to change or delete your
password.

New Password and New Password Again—your
password to login to the FlowPort server.

4 Click the Submit Changes button.
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Setting your application options

Setting your Internet
Fax options
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Some FlowPort applications allow you to set your own

user options. You can use the Options button to set these
options.

1

3

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Options button. Your User Profile is displayed.

Under Application Options, click a link to an application
to set its options.

You can receive Internet Faxes through FlowPort, and
specify the type of mail server to use to receive Internet
Faxes.

To set up your Internet Fax options:

1

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Options button.

Under Application Options, click the link for Internet
Fax Mailbox options.

In the Internet Fax Mailbox Options page, you can set
the following options:

Accept Internet Faxes via the FlowPort SMTP Mail
Server—FlowPort receives Internet Faxes using its built-in
SMTP mail server.

[:: Note: This option displays if the Internet Fax SMTP
Service is enabled.



Setting your Network
Accounting options

Setting your application options

Accept Internet Faxes via a POP3 Mailbox on Another
Server—FlowPort receives Internet Faxes by polling a
POP3 mail server.

- Note: This option displays if the Internet Fax POP3
Mail Polling is enabled.

Do Not Accept Incoming Internet Faxes for This User—
FlowPort does not receive Internet Faxes.

User Name for POP3 Mailbox Account—specifies the
user's account name for the POP3 mailbox.

Password for POP3 Mailbox Account—specifies the
user's password for the POP3 mailbox.

Host Name of POP3 Mailbox Server—specifies the host
name of the server running the POP3 mail server.

Mail Domain—specifies the mail domain name.

Notify by Email—sends an email message to the user
when an Internet Fax is received.

Print Document—oprints the fax on the user’s default
printer.

Store Document in Repository—stores the fax in a
repository

Print Document Token—prints, on the user's default
printer, a one-page document that represents the stored
document.

Select Document Repository—specifies the type of
repository in which to store Internet Faxes and
information about the repository.

5 Click OK.

Network Accounting is an optional feature of the Xerox
Document Centre. It provides the ability to track the
machine’s usage by having users enter a preset User ID
and Account ID. If the feature is installed on the
Document Centre, you can specify the User ID and
Account ID to which the FlowPort user charges print jobs.

To set up your Network Accounting options:

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Options button.
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3 Under Application Options, click the link for Network
Accounting options.

4 In the Network Accounting page, you can set the
following options:

Network Accounting Account ID—specifies the Account
ID set on the Document Centre network accounting
system. See your Document Centre administrator for the
Account IDs you can use to charge printing jobs.

Network Accounting User ID—specifies the User ID set
on the Document Centre network accounting system. See
your Document Centre administrator for the list of User
IDs set up for the machine.

D Note: The IDs you specify override the default Account
ID and User ID set on the Default Network Accounting

page.

5 Click OK.
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Specifying a printer

Printing to a
Document Centre or
other networked
printer

You can set a default printer in your Account page or
override the default printer any time you print a form by
specifying a different printer name in the Print Chooser
dialog window.

You can print forms to the following printers:
+ Xerox Document Centre

 Any networked printer supporting the Ipr protocol
and PostScript Level 2 or PCL3.

e A printer directly attached to your PC.
e Internet fax device.

When you specify a printer, the Default Printer is the
device to which FlowPort forms are printed. The Printer
Type must correspond to the printer specified.

Please see your System Administrator if you are unsure
whether a printer meets these requirements.

To specify a default printer in your user Account page:

D Note: Because FlowPort supports the Ipr protocol, all
printers are specified with UNIX-style printer names
that are fully qualified DNS names. See your system
administrator to obtain the DNS name of a printer.
Examples are given below.

1 Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Account button.
3 Enter the device (fully qualified) name or the printer’s IP

address in the Default Printer field.

For example, a Xerox Document Centre printer name can
be:

documentcentre-1.organization.company.com
or

13.255.255.255
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Specifying a printer

Printing to a local
printer
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Another example of a networked PCL3 printer name can
be:

hplj4.organization.company.com (or the IP address)

For Printer Type, select the type of printer specified in
step 3.

Il Caution: Select the correct Printer Type for your

specified Printer to assure that your forms and
documents are printed correctly. For example, if you
specify a regular PostScript printer or PCL printer as
Printer, and select one of the Document Centre options
as a Printer Type, printing may not work correctly

5 Click the Submit Changes button.

You can print FlowPort forms to a local printer attached
directly to your personal computer running Windows NT
(3.5.1 or higher).

To specify a default printer in your Account page:

1 Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Account button.

3 In the Printer field, enter your machine name and your
printer name, separated by a forward slash (/), as follows:

your-machine-name/your-printer-name

D Note: Only the forward slash (/) can be used as a
separator. Other separating characters such as a colon
(:) are not supported.

An example of specifying an attached printer:
jims-pc/HP DeskJet 870Cse
or

13.255.255.255/HP DesklJet 870Cse



Printing to an
Internet Fax device

4

5

8
9

Specifying a printer

[:: Note: To find the name of your computer and local
printer, click the Windows Start button, point to
Settings, and click Control Panel. Double-click
Network. The computer’s name appears in the
Computer Name box. Click the Cancel button. In the
Control Panel, double-click Printers. Right-click the
local printer and click Properties. Click the Ports tab.
The printer’s name is highlighted. Enter this name
exactly as it is shown, using the same case and spelling.

For Printer Type, select the PCL Printer or PostScript
Level 2 option.

Set your workstation’s TCP/IP Print Server to start and run
automatically. Click the Windows Start button, point to
Settings, and click Control Panel.

[:: Note: If your client workstation is running Windows 95
or 98, see your FlowPort administrator to obtain a TCP/
IP Print Server.

Double-click Services.

Click the TCP/IP Print Server and click the Startup
button.

For Startup Type, click Automatic.

Click OK and then Close.

To specify a default printer in your Account page:

1

Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

Click the Account button.

In the Printer field, enter the Internet fax address (for
example, internetfax@bestcompany.com).

For Printer Type, select the Internet Fax (SMTP, fine
resolution) or Internet Fax (SMTP, superfine resolution)

option.

Click the Submit Changes button.
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Using shared and private
forms

This chapter describes how to use public, shared, and
private forms, and how to authenticate yourself when you
use a secure form.

This chapter contains the following:

Security and your FlowPort system .........ccccccevviiiivviieienenn. 8-2
Special security policies defined by your administrator ..... 8-3
Public, shared, and private forms ...........ccccccoeiiiiii, 8-4
Defining a shared or private form ..........ccccocvviiiininnenn. 8-5
Using a private or shared form .........ccccvvvvvviiiiiiiiiiinnnnnn, 8-5
Providing authentication when you use FlowPort forms ....... 8-6
Creating a Login Sheet .........ccccoviiiiiiii e, 8-6
Using the Login Sheet ........cccoeeeeeiiiiiiiiiieee e, 8-7
Protecting access to your Login Sheet ...........cccccceeeennee 8-8
Login at the Document Centre ...........cooevvvvvevvvvvennrnennnnnnn. 8-9
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Security and your FlowPort

system
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Your FlowPort system offers you secure access to stored
documents and FlowPort forms.

Security features that are available in any FlowPort system
include the following:

DataGlyph ID on forms—FlowPort forms have a
built-in security feature in the DataGlyph that appears
on each form, encoding the information needed to
process that form. DataGlyph encoding protects
against forgery or alteration.

Private and Shared forms—Users can optionally
protect access to their personal Cover Sheets and
Access Sheets by making them ‘private’ or ‘shared.’

(Refer to the “Public, shared, and private forms”
section on page 8-4.)

Security in storing to and retrieving from a
repository—When you store to a secure repository
such as a Xerox DocuShare collection that is private,
you must supply a user name and password in order to
store a document to it.



Special security
policies defined by
your administrator

Security and your FlowPort system

Your FlowPort administrator has the option of setting
special security policies. Special security will require you
to provide authentication whenever a FlowPort job is
processed.

e All “portals” require authentication—The
administrator can set a maximum level of security by
specifying that you need to provide authentication
whenever you use FlowPort forms from any device.

e Some “portals” do not require authentication, but
all others do—Alternatively your administrator can
specify a list of devices (Xerox Document Centres)
which do not require special authentication, but you
must authenticate from all other devices, whether they
are local or remote Document Centre devices or
Internet Fax devices.

- Note: See your FlowPort administrator for
information about the need to authenticate at
your local Document Centre.

If you plan to use FlowPort forms on a Document Centre
or Internet fax machine at a remote location, check with
your administrator about the need for authentication
from that location.

:: Note: If you will be using FlowPort forms from other
locations, it is recommended to take a Login Sheet.

For more about authenticating your forms, see the
“Providing authentication when you use FlowPort forms”
section on page 8-6.
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Public, shared, and private forms
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By default, your FlowPort forms have public access,
allowing anyone to use them. You can limit access to your
FlowPort forms so that only you, or your local FlowPort
users can use them.

For example, you can make a Distribute Document Cover
Sheet private so that no one else is able to send
documents in your name.

You can specify that an Access Sheet, such as a Document
Token or Document Catalog, can only be used by you or
by other local FlowPort users, which provides an extra
level of security for your stored documents.

To protect access to your FlowPort forms and stored
documents, you can create forms with the following
levels of access.

public—the FlowPort form can be used without any
special authentication (login).

You are only required to authenticate if your
administrator has set special restrictions on using
FlowPort forms from a Document Centre, and if guest
access is disabled (see your administrator; refer to the
“Security and your FlowPort system” section on page 8-2).

shared —the FlowPort form can be submitted by anyone,
provided your administrator has set up guest access on
the Document Centre (the default). If guest access is
disabled, user authentication is required.

If you want FlowPort users in your workgroup to be able
to use a form, but you want to restrict other people from
using it, make it shared. Other local FlowPort users can
use the shared form at a Xerox Document Centre if the
following occurs:

e they use a Login Sheet belonging to any user of the
local system.

« they use a scan template on the Document Centre that
has the 'guest' user name and password as specifed by
their administrator.



Defining a shared or
private form

Using a private or
shared form

Public, shared, and private forms

e they use a scan template on the Document Centre that
has a valid user name and password for any registered
user of the local FlowPort server.

Other local FlowPort users will be able to use your shared
form at an Internet Fax machine if they use a Login Sheet
belonging to any user of the local system.

private —the FlowPort form must be submitted by the
owner of the form, and must be authenticated. To submit
a private form, either use your Login Sheet or login at the
Document Centre.

1 Log in to the FlowPort Web Centre (refer to the “Login to
the FlowPort Web Centre” section on page 2-2).

2 Click the Forms button and click a 'Create form' link.
Refer to the “Creating a new form” section on page 6-5 for
information creating forms.

3 In the form creator page, under Limit form access to,
select private or shared.

The printed form will indicate 'private’ or 'shared’ in the
upper right corner.

If you submit a FlowPort form that is private or shared,
you must authenticate your job for the FlowPort server.
Authentication provides the necessary FlowPort user login
information. There are two ways you can do this:

e Using the Login Sheet to submit FlowPort jobs

e Login at the Document Centre
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Providing authentication when
you use FlowPort forms

Creating a Login
Sheet
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If you submit a form that is private, or if you use a shared
form and the FlowPort scan template is not set with
‘guest’ access, you must authenticate your job for the
FlowPort server.

In addition, there may be other situations in which you
must authenticate yourself when using a shared form (as
described in the “Public, shared, and private forms”
section on page 8-4).

Your FlowPort administrator can set up your system to
require that all users authenticate whenever they use any
form. See the “Security and your FlowPort system” section
on page 8-2 for more about special security.

Authentication provides the necessary FlowPort user login
information. There are two ways you can provide
authentication:

e Using a Login Sheet to submit FlowPort jobs
e Login at the Document Centre

- Note: Because a Login Sheet is easy to use and
carry with you, using a Login Sheet is
recommended.

The Login Sheet enables you to enter a four-digit numeric
personal identification number (PIN) with a FlowPort job.
You enter the PIN by marking checkboxes and placing the
Login Sheet in front of the other PaperWare forms and
documents in the job.

Your FlowPort administrator can assign you a PIN when
adding you as a user. The PIN is emailed to you in the
FlowPort Welcome message.

[:: Note: You cannot use a Login Sheet without
having a PIN.



Using the Login sheet

Providing authentication when you use FlowPort forms

To create a Login Sheet:

1 If you do not have a personal identification number (PIN)

assigned to you, or you want to change your PIN, do the
following.

A In the FlowPort Web Centre, click the Account button.
B Click Change PIN.

C Enter a four-digit numeric PIN in the New PIN and New
PIN Again fields.

D Click Submit Changes.
E Click Continue.

In the Applications and Forms page, under Login Sheet,
click Create New Login Sheet.

Click the Create Login Sheet Form button.

Click Print Form to print the form.

The Login Sheet is printed at your default printer.

5 Click Continue.

A Login Sheet is used when you need to authenticate a
FlowPort job. You can use a Login Sheet at the Document
Centre as an alternative to logging in at the control panel;
or you can use it when submitting jobs to the FlowPort
server from an Internet Fax device.

To use the Login Sheet:

On the Login Sheet, enter your 4-digit personal
identification number (PIN) by marking the checkboxes.
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For example, if your PIN is 1234, put an "X’ or mark each
column for each number. Your PIN must be 4 digits.
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Place the Login Sheet on top of a FlowPort form and any
accompanying pages.

D Note: The Login Sheet must be the first sheet in the
stack. Only one Login Sheet can be used in a stack; it
applies to all the pages in the stack.

Submit your job in the Document Centre or via an
Internet Fax device.

Protecting access to your Login Sheet

Protect access to your Login Sheet, as it contains your PIN
information; it is the key that provides access to your
documents.

If you need to discard the Login Sheet, shred the sheet or
mark extra checkboxes to hide your PIN.

If you lose a Login Sheet, it is recommended that you
delete the Login Sheet from your Applications and
Forms page and create a new one. It is not necessary to
change your PIN.

To delete an old Login Sheet and print a new one:
1 Click the Forms button.

2 In the Applications and Forms page, under Login Sheet,
click its checkbox and click the Delete button below.

3 Click OK; click Continue.



Login at the
Document Centre

Providing authentication when you use FlowPort forms

To create a new Login Sheet, click the Create New Login
Sheet and follow the steps indicated.

There are several situations when you must authenticate a
FlowPort job that you are processing at the Xerox
Document Centre. For example, when:

you are using a 'private' FlowPort form

you are using a 'shared' form, and the FlowPort scan
template is not set up with the 'guest' user

your administrator has specified that you must always
login at the Document Centre

your administrator has specified a list of 'trusted’
portals from which you can submit FlowPort jobs. For
example, you are submitting a PaperWare form at a
Document Centre that is not listed (such as a
Document Centre located in another office)

you use a 'public’ form, only if your administrator has
set special restrictions on using PaperWare forms from
a Document Centre, and guest access is disabled.

In all these situations, you can either use a PaperWare
Login Sheet, or login using the Document Centre control
panel.

To login at the Document Centre:

[:: Note: The following procedure applies to the Document
Centre 220 ST or 230 ST. Refer to the login procedures
in the Document Centre documentation specific to your
system.

Place your PaperWare form, and any accompanying pages,
face up in the Document Centre feeder.

=

On the control panel, press the Scan tab.
Press the FlowPort scan template.
Press the Filing Setups tab.

Press Login Name/Password.

o 01 b~ WODN

Press Login.
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v

10

11
12
13

Use the keypad to enter your FlowPort user name (do not
include spaces).

Press Save.
Press Password.

Use the keypad to enter your FlowPort password (do not
include spaces).

Press Save.
Press Save in the Login/Password screen.

Press the Start button.



Viewing documents
scanned by FlowPort

This appendix provides guidelines for viewing PDF or
multi-page TIFF document output by FlowPort.

This appendix contains the following:

Viewing scanned doCUMENTS ........cooiiiiiiiiiiiiieie e, A-2
Viewing PDF dOCUMENTS .......cooivviieeiiiiiiiee et A-2
Viewing TIFF dOCUMENTS .....vuueieieeeii e A-2

Troubleshooting multi-page TIFF viewing problems.............. A-3
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Viewing scanned documents

Viewing scanned documents

Viewing PDF
documents

Viewing TIFF
documents
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When you use a Distribute Document Cover Sheet to
scan, email, or stored documents, the scanned document
is emailed to a recipient or stored to a repository as a PDF
(default), multi-page TIFF image file, or a file format you
select from the File Format for Scanned Documents
menu.

You can view FlowPort’s scanned PDF documents with
Adobe Acrobat Reader which is available for free
downloading from Adobe’s website:

http://www.adobe.com

When you have Adobe Acrobat Reader installed,
double-clicking on a PDF document in the body of a
FlowPort email message or Web repository will launch the
viewer and display the document.

You can view FlowPort’s scanned TIFF documents in any
viewer that supports multi-page TIFF, such as the
following:

e Imaging for Windows

Available with Windows NT, Windows 98, and most
versions of Windows 95

:: Note: If you do not have Imaging for Windows, you can
download the Pagis Viewer from the URL below.

e Pagis 2.0.6 Viewer (or higher)

The Pagis Viewer is available for free downloading
from:

http://www.scansoft.com/products

When you have either of the viewers installed,
double-clicking on a TIFF document in the body of a
FlowPort email message or Web repository will launch the
viewer and display the document.

If you encounter problems viewing TIFF files, refer to the
“Troubleshooting multi-page TIFF viewing problems”
section on page A-3.
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Troubleshooting multi-page TIFF viewing problems

Troubleshooting multi-page TIFF viewing problems

In some circumstances, viewing multi-page TIFF files in
Windows for the first time may be difficult.

In the event of problems, please see the troubleshooting
scenarios below.

Scenario 1: I cannot view the TIFF file attachment that was
emailed to me because | do not have the appropriate
viewer associated with the TIFF files. (When | double-click
on a TIFF file, no viewer is launched.)

This situation may occur when this is your first attempt at
viewing a TIFF file on your system.

Solution: Most Windows systems come with the Imaging
for Windows program, which can view all multi-page TIFF
files. If your computer does not have Imaging for
Windows installed, you may be able to install it from your
original Windows install CD (or diskettes). However, users
of early Windows 95 (prior to version OSR2) do not have
this option. There are free multi-page TIFF viewers that
can be downloaded from the Web, such as the Pagis
Viewer 2.06 downloadable from:

http://www.scansoft.com/products

Perform the following steps:

1 Download or locate a multi-page TIFF file viewer (see the
URL for downloading the Pagis Viewer from Scansoft.)

2 Install the multi-page TIFF file viewer.

3 You may need to reboot your system in order for TIFF
association to take effect.

4 When you double-click a TIFF file, the viewer should
launch.
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Scenario 2: |1 cannot view the URL link to a TIFF file stored
in DocuShare (but | have no problem with email
attachments to TIFF files).

This situation probably indicates that your system has no
association for files with extension .tiff, but does have an
association for .tif files. This is usually the case in
Windows NT.

Solution: In order to associate .tiff files correctly, visit the
FlowPort Web site at:

http://www.xerox.com/flowport

Scenario 3: | have TIFF files associated with the wrong
viewer, how can | fix this?

You can tell that multi-page TIFF files are associated with
an incompatible viewer when you double-click on a TIFF
file, and an image viewing program is launched but the
file can not be displayed, or is displayed incorrectly, or
cannot be displayed past Page 1.

When you originally associated TIFF with a program, you
unknowingly chose a program which was not multi-page
TIFF compliant while it may have been a single-page TIFF
compliant program.

Solution: To associate multi-page TIFF files with the
correct viewer, visit the FlowPort Web site at:

http://www.xerox.com/flowport



http://www.xerox.com/flowport
http://www.xerox.com/flowport

A

Access Sheet 3-2, 4-6, 4-7
Document Catalog 4-7
Document Token 4-7

accessing a document 3-10, 3-11

Account button 2-4, 7-2
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changing 7-2

application options 7-4

applications
Distribute Document 1-2
Document Catalog 1-3
Document Options 1-3
Document Token 1-2

Internet Fax Mailbox 1-3, 5-49

Login Sheet 1-3, 8-6 to 8-9
Network Accounting 1-3
PaperWare Copy 1-3

authentication 5-6, 8-6 to 8-10
portals 8-3
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Cancel & Re-fetch checkbox 3-19, 4-8

confirmation
sending a document 5-6

copying a stored document 3-17
Cover Sheet 3-2, 4-6

creating forms 6-5
blank page 6-5
existing form 6-7

template 6-5
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DataGlyph 3-2
ID 8-2

setting Internet Fax size 4-3
default form size 7-2
default printer
specifying 7-2
deleting forms 6-11
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multiple distribution 5-14
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distributing a stored document 3-12
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distributing documents
emailing a document 5-3
emailing a document URL 5-7
Internet Fax 5-11
multiple ways 5-14
remote printing 5-12
distributing mult-stored documents 3-15

Document Catalog 1-2, 1-3, 3-4, 3-11, 3-15
creating 5-47
distributing stored documents 5-40
printable file types 5-47
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using 5-47
using to email a stored document 5-38
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document management scenarios 3-4 to 3-20
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