RICOH
Scan and Fax Manager DocumentMall Plug-in

Administrator’s Guide

The Scan and Fax Manager DocumentMall Plug-in is a Scan and Fax Manager (SFM) plug-in that distributes documents scanned
using a multifunctional device (MFP) to DocumentMall.

This plug-in enables distribution of documents to DocumentMall, automatic generation of a distribution folder, and association of
document information with DocumentMall.
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Fig. 1: Scan and Fax Manager DocumentMall Plug-in workflow

* This plug-in is displayed as "Send to DocumentMall" on the SFM server, in AdminTool, and on the MFP control panel.

* This manual explains the configuration procedures for the DocumentMall Plug-in. For details about administrator settings and
service/filter settings, see Scan and Fax Manager Administrator’s Guide.

» For details about DocumentMall settings and operations, see the DocumentMall operating instructions.

Introduction

This manual contains detailed instructions and notes on the operation and use of this product. For your safety and benefit, read this
manual carefully before using the product. Keep this manual in a handy place for quick reference.

Important

e TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW:

* THE SUPPLIER SHALL NOT BE LIABLE FOR THE RESULT OF OPERATION OF THIS SOFTWARE OR THE USE OF
THIS DOCUMENT.

* THE SUPPLIER SHALL NOT BE LIABLE TO YOU FOR DAMAGES OR LOSS OF ANY DOCUMENT OR DATA
PRODUCED BY USING THIS SOFTWARE.

* THE SUPPLIER SHALL NOT BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, INCIDENTAL OR INDIRECT
DAMAGES (INCLUDING, BUT NOT LIMITED TO, DAMAGES FOR LOSS OF PROFITS, BUSINESS INTERRUPTION
OR LOSS OF BUSINESS INFORMATION, AND THE LIKE) CAUSED BY FAILURE OF THIS SOFTWARE OR LOSS
OF DOCUMENTS OR DATA, NOR FOR ANY OTHER DAMAGES ARISING OUT OF THE USE OF THIS SOFTWARE,
IF THE SUPPLIER HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

» Some illustrations or explanations in this guide may differ from your product due to improvement or change in the product.

* The contents of this document are subject to change without notice.

* No part of this document may be duplicated, replicated, reproduced in any form, modified or quoted without prior consent of the
supplier.

* Itis possible that any document or data stored in the computer will be damaged or lost by user error during operation or software
error. Be sure to back up of all important data beforehand. Important documents and data should always be copied or backed up.
Documents and data can be lost because of malfunction or human error. Furthermore, the customer is responsible for protection
measures against computer viruses, worms, and other harmful software.

* Do not remove or insert any disk while operating this software.




Trademarks

DocumentMall is a trademark of Ricoh Americas Corporation.

Before You Begin
Abbreviations
The following abbreviations are used in this guide.
Product / Name Abbreviation
Scan and Fax Manager SFM
Multifunctional Device MFP, device
Scan and Fax Manager DocumentMall Plug-in DocumentMall Plug-in

DocumentMall Ver.9.2 or later must be installed on the DocumentMall server.




Adding the DocumentMall Plug-in

Step 1: Login to AdminTool

For details, see "3. Login and Logout" and "5. Server Management",

RICOH Streamline NX Administrator’s Guide.

Step 2: Add a Profile
1. Click [Profile].
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Fig. 5: AdminTool home page

Click [Create].
The Profile Properties screen appears.

If you are adding the DocumentMall Plug-in to an existing
profile, proceed to P.4 "Step 3: Add a Group".

Enter the profile name and screen name.

* The profile name can contain up to 128 characters.

* The screen name can contain up to 50 characters.

* For details about profile settings, see Scan and Fax
Manager Administrator’s Guide.

Click [OK].

Step 3: Add a Group

1. Inthe Profile List, double-click the profile name you want to
add the DocumentMall Plug-in to.

The Group/Project screen appears.
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GlobalScan NX
s d then

Select a group tab, and then a project.

To create a new group, dick the [Group] button.
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Fig. 6: Group/Project screen

¢ Ifyouare adding the DocumentMall Plug-in to an existing

group, click the group you require, and then proceed to
P.4 "Step 4: Add a Project".

2. Click [ E‘ ] (top left).
The Group Properties screen appears.

3. Enter the group name.

* The group name can contain up to 128 characters.

4. Make sure the status of "Display" is [On].
5. Click [OK] to save the settings.

The group appears as a tab on the Group/Project screen.

» For details about group settings, see Scan and Fax
Manager Administrator’s Guide.

Step 4: Add a Project

1. Dragthe|[ E ] button (below the [ \E/ ] button) to the Group/
Project screen.

The Project Properties screen appears.

* Ifyou are adding the DocumentMall Plug-in to an existing
project, click the desired project, and then proceed to

P.5 "Step 5: Add a Service and Filter/Create a Delivery
Flow".

2. Enter the project name.

* For details about project settings, see Scan and Fax Manager
Administrator’s Guide.

3. Click [OK].

A new project button appears.




Step 5: Add a Service and Filter/Create a Delivery Flow

1.

5.
6.

Double-click the project button.
The Project Configuration screen appears.

Under "New Service(s)", drag "Send to DocumentMall" to
the Delivery Flow Editor screen.
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Fig. 7: Delivery Flow Editor screen

» To automatically align Service(s) and Filter(s), click the
[ =€) ] button (below the [ |\ ] button).

» For details about creating a delivery flow, see Scan and
Fax Manager Administrator’s Guide.

Under "New Filter(s)", drag the service you require to the
Delivery Flow Editor screen.

Double-click the lower half of the Service/Filter icon added
to the Delivery Flow.

The Properties screen appears.

* There are three levels at which you can configure the
properties for services: the System Level, Profile Level,
and Project Level. This example procedure explains how
to configure the properties at the Project Level. For details
about how to specify the properties at other levels, see Scan
and Fax Manager Administrator’s Guide.

* The contents of each setting vary depending on the
Service/Filters. For details, see Scan and Fax Manager
Administrator’s Guide. 1f you are using the optional
Service/Filter plug-in, see the Administrator’s Guide of
each plug-in.

* For details about the properties of the DocumentMall Plug-
in, see P.6 "Configuring the DocumentMall Plug-in".

Change the settings as necessary.

Click [Apply], and then click [OK] to return to the Group/
Project screen.

Step 6: Configure the MFP (s)

For details, see "6. Configuration", RICOH Streamline NX
Administrator’s Guide.




Configuring the DocumentMall Plug-in

Step 1: Configuring a Proxy Server

To use a proxy server, you must configure the proxy server settings before you configure the start point path.

HTTP Proxy Server Screen Overview
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Fig. 9: HTTP Proxy Server screen

 Settings marked with an asterisk (*) must be specified.
A. TP Address

Enter the IP address or host name of the proxy server.

B. Port No.
Enter the port number for the proxy server.

C. Account
Enter the account name used for logging in to the proxy server.

D. Password
Enter the password used for logging in to the proxy server.

Procedure

1. Click [Home].

2. Click [Profile].

3. Select the profile you require.
4. Select the project you require.

5. Double-click the lower half of the DocumentMall Plug-in (Send to DocumentMall) icon in the delivery flow area.
The Properties screen appears.

6. Click [HTTP Proxy Server].
7. Configure the proxy server settings.

8. Click [OK].




Step 2: Configuring the StartPoint Path

Use this procedure to configure the settings of the DocumentMall Plug-in for connection to DocumentMall.

Properties Screen Overview
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Fig. 10: Properties Screen

» Settings on the screen that are marked with an asterisk (*) must be specified.

A. Required Entry (Project settings only)
Select whether to require that this service be used.
* Yes
When scanning, at least one StartPoint path must be specified in the destinations list.
* No
Allows delivery to continue even if no StartPoint path is specified in the destinations list.
B. Display Name
Enter a display name for this service.
» The display name can contain up to 30 characters.
C. Add/Edit/ Delete

+ Add

Add a new StartPoint path.
+ Edit

Modify the settings of the selected StartPoint path.
* Delete

Delete the selected StartPoint path.

D. StartPoint Path Table

Display a list of registered StartPoint paths.

Use the check boxes to select a StartPoint path for editing or deleting root folders. Select the check box on the first row or column
to select an entire StartPoint path.




Procedure

1. Click [Home].
Click [Profile].

Select the profile you require.

v

Select the project you require.

5. Double-click the lower half of the DocumentMall Plug-in (Send to DocumentMall) icon in the delivery flow area.
The Properties screen appears.

6. In "Display Name", enter the display name that you require.
7. Click [Add].
8. Proceed to P.8 "Step 3:Adding a StartPoint Path".

Step 3: Adding a StartPoint Path

Use this procedure to connect to DocumentMall at the destination, specify the path to the destination cabinet, and configure the
naming rules for subfolders and files.

Add StartPoint Path Screen General Settings Tab Overview
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Fig. 11: General Settings tab (Add StartPoint Path screen)

» Settings on the screen that are marked with an asterisk (*) must be specified.

A. Display Name
Enter a display name for the StartPoint path.
* The display name can contain up to 128 characters.
B. Path
Enter the path to the destination cabinet in DocumentMall.
You can specify the path in one of the following two ways.
1. By specifying a folder in a cabinet:
"/Cabinet name/Folder name" or "Cabinet name/Folder name"
2. By specifying a cabinet only:
"/Cabinet name" or "Cabinet name"




. Account

Enter the name of the account used for logging in to DocumentMall.

. Authentication Method

Select one of the following authentication methods:
(The information you enter here will be applied when accessing the destination and when saving read documents.)

* Proxy User

Enter the login information specified in [User Name] , [Password], and [Account] for authentication.
* Login User

Enter the login information specified in [Account] and the project for authentication.

. User Name

Enter the user name of the account used for logging in to DocumentMall.

. Password

Enter the password of the account used for logging in to DocumentMall.

. Connect (Disconnect)

Connection to DocumentMall is possible through the account name, user name, and password (entered in steps C, E, and F
respectively). If a proxy server is used, the input information for the proxy server is also used.

If authentication is successful, the path name is verified. If the path name is correct, the [Path], [Account], and [User Name]
fields are grayed out and the [Document Type] ficlds become available.

¢ Disconnect

When connection is successfully established, the button changes from [Connect] to [Disconnect]. To re-specify the connection
destination, click [Disconnect]. This will delete all settings for document types and columns. You can now change the [Path],
[Account], and [User Name] if necessary.

. Access to Subfolder
Select the [Enable Subfolder Browsing] check box to allow MFP users to browse subfolders and select them as destinations.

Create a Subfolder
Select the [Enable Subfolder Delivery]| check box to create a subfolder within a destination folder.

e Ifyou enable subfolder creation
A folder is automatically created in the destination folder and scanned documents are stored there.

Ve

+ If a subfolder with the same name does not exist, a new subfolder will be created with the name designated in Folder
Naming Rule.

» If a subfolder with the same name already exists, no new subfolder will be created and the scanned documents will be
sent to the existing folder.

e Ifyou do not enable subfolder creation
No subfolder is created and scanned documents are sent directly to the specified destination folder(s) and stored there.

pa-
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Folder Naming Rule
Select one of the following two methods of naming created subfolders.

e Select from Existing Metadata
Select a metadata item from the drop-down list. The value of that metadata item will then be used as the file name. Only
major metadata items can be selected from the drop-down list.

¢ Manual Entry
Enter a name for the subfolder directly.

You can create nested subfolders by including a path separator. For example, if you enter "abc/xyz", the folder "abc" will be
created under the root folder, and the folder "xyz" will be created under the folder "abc". In this example, scanned documents
will be saved in "xyz".

 Folder names can contain up to 255 characters.
* The following characters cannot be used in folder names and will be automatically replaced by underscores " " if
included:
¥i<>0/¥ |
Note however that "/" is not replaced by an underscore " ", but is recognized as a path delimiter (separator).

. File Naming Rules

Use one of the following two methods to specify the name of files to be saved in a distribution destination folder:

* Select from Existing Metadata
Select a metadata item from the drop-down list; the value of that metadata item will then be used as the file name. Only major
metadata items can be selected from the drop-down list.

* Manual Entry
Directly enter the file name you require.

* The following characters cannot be used in folder names and will be automatically replaced by underscores " " if
included:
Fi<>/¥ |

+ If the first or last character of a file name is a single full point (period "."), that character will be automatically replaced
by an underscore " ".

+ Ifa file with the same name already exists, a suffix will be added to the file name.

L. Document Type
To specify a specific document type to be delivered to DocumentMall, select the [Specify document type on delivery] check
box. If this check box is selected, all the available DocumentMall document types will appear in a drop-down list. Select the
document type you require from the list.

Procedure

1. Specify [Display Name], [Path], [Account], [Authentication Method], [User Name], and [Password].

2. Click [Connect].

3. Select [Access to Subfolder] or [Create a Subfolder] as necessary.

4. If you selected the [Create a Subfolder] check box in step 3, specify a folder naming rule.

5. Specify a file naming rule and document type as necessary.

6. Proceed to P.11 "Step 4: Specifying Metadata Association".




Step 4: Specifying Metadata Association

You can specify the same document property column settings as the document type property specified for the destination.

StartPoint Path - Assign Metadata Elements Tab Overview

StartPoint Path

General Settings Assign Metadata Elements

A |
T |
L| | Target Source
B
—
Fig. 12: Add Elements tab (StartPoint Path screen)
A. Add/Edit/ Delete
* Add
Add a newly assigned metadata element.
+ Edit
Modify the settings of a selected metadata element.
* Delete

Delete all selected metadata elements.

B. Metadata association table
The metadata association table lists the registered document information associations.
To edit or remove a document information association, select the association from the list and click [Edit] or [Delete].

The list contains a [Target] column (for DocumentMall property names) and a [Source] column (for Scan and Fax Manager's
metadata information or user-specified settings).




Add Assigned Metadata Elements — General Settings Tab Overview
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Fig. 13: Add Assign Metadata Elements screen

» Settings marked with an asterisk (*) must be specified.
A. Target

The Target field lists the available properties for the document type selected on the General Settings screen as well as the following
common DocumentMall attributes:

* authors

* title

* keywords
* subject

In this example, the list shows the Date type in the property column's "Field name (Field Type)" format. Other properties are
displayed in the property column's "Field name" format.

 If the [Specify document type on delivery] check box is not selected on the StartPoint Path - General Settings tab, only
DocumentMall's common attribute columns are displayed.

B. Source

Select the items of SFM metadata that you want to add to.
To select an item of SFM metadata, specify the item in "Select from Existing Metadata".

If you want to specify an item of SFM metadata using "Manual Entry", specify the tag defined for the item or enter the item
directly as a character string.

Multiple items of metadata can be combined or an arbitrary character string can be entered.

Procedure

1. Click the [Assign Metadata Elements] tab.
2. Click [Add].

b

From "Target" select a DocumentMall column to be associated.

From "Source", select existing document information to be associated or enter a character string.
5. Click [OK].

Click [OK].

Click [OK].
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Proceed to P.13 "Step 5: Configuring the MFP Service Screen".




Step 5: Configuring the MFP Service Screen

Use this screen to specify preset items and specify whether an item is hidden or displayed. The preset options are displayed on the
MFP's control panel. For details about which items can be preset or specified as hidden or displayed, see the explanation for each
item.

* Items other than "Selected Folders" can be specified as hidden or displayed. However, other items cannot be specified individually
as hidden or displayed.

MFP Service Screen Overview
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Fig. 14: MFP Service screen
A. Selected Folder(s)

The number of selected destinations and the absolute path to the selected folder are displayed.
This setting cannot be specified as hidden.

B. Selected Destinations

Display a list of the destination folders currently selected.
C. Search, View Folder(s)

Not available in the DocumentMall Plug-in.
D. Root

Return to the screen displaying the root folders.

E.

Display upper level folders. This button is disabled in root folder view.

F. (o]
A folder containing subfolders. Click this button to view the subfolders.
This item is only available if the [Access to Subfolder] check box on the StartPoint Path screen is selected.

G. Folder Name
Select a folder name to add that folder to [Selected Destinations].

Procedure

1. Click [Service].
2. Change the settings on the Service screen as necessary.

3. Click [OK].
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