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Preface

1. System Requirements
1.1. Server(s)

Content Central requires at least one PC-based server platform for product installation.
1.1.1. Hardware

Minimum Requirements
» 2GHz Dual-Core Processor
 2GB RAM

» 80GB Redundant Storage Space

Recommended Hardware
* Quad-Core Intel® Xeon® Processors
4GB RAM

» 250GB Redundant Storage Space

1.1.2. Software
Content Central (server software) runs only on Microsoft® Windows® operating systems.
* Microsoft® Windows® XP Professional or higher (Windows Server 2008 or higher recommended)
* Microsoft® Internet Information Services (11S) 5.0 or higher (7.0 or higher recommended)
* Microsoft® .NET Framework 3.5 or higher (included in the Content Central installation package)

* Microsoft® SQL Server 2005 or higher (SQL Server 2008 Express Edition included in the Content
Central installation package)

1.2. Client Workstations

Content Central does not require software to beinstalled on client workstations. The client should contain
an operating system and a Web browser. An optional PDF viewer (such as Adobe® Reader®) can be used
to view captured paper documents.

1.2.1. Hardware

Minimum Requirements

e 2GHz Processor
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* 1GB RAM

Recommended Hardware
e 2.5GHz Dual-Core Processor

* 2GB RAM

1.2.2. Software

Microsoft® Windows® 2000 or higher (Microsoft® Windows® XP Pro or higher recommended); or

Mac® OS X or higher

Microsoft® Internet Explorer 7.0 or higher; or

Mozilla Firefox® 3.0 or higher

* Sun Microsystems® Java™ runtime environment (JRE) 6.0 or higher

1.2.3. Optional Software
» Browser-based PDF viewer

» TWAIN driver for any scanner you wish to use with the DirectScan™ appl et

2. Server Modules

The complete Content Central application consists of seven server modules. Each server module canreside
on separate, physical servers or be combined on one server. In high-volume environments, e.g., more than
100 active users and/or more than 10,000 captured pages per day, it may be wise to provide a server for
each of the modules. Thiswill greatly improve performance. In low to medium-volume environments all
modules can typically run on the same physical server without any performance degradation. When more
than one server will be used, each should be connected to the same local network.

Content Central Server Modules

» Web Application Server(s)

* MS SQL Database Server(s)

» Catalog Service

 Capture Service (includes the Configuration Manager application)

» Workflow Service

» Document Storage Area (includes Coding Queue Documents, Deleted Content, Unprocessed Content)

* Search Indexes (includes the Catalog Manager application)

U Important

Search Indexes and the Catal og Service should exist on the same machinefor the best performance.
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2.1. Web Application Server(s)

This module delivers the content that each user of Content Central interacts with on aregular basis. Asa
browser-based document management system, most of the administrative and user taskswill be performed
within this module.

Requirements: I1S 5.0 or higher; Microsoft® .NET 3.5 Framework

2.2. MS SQL Database Server(s)

Content Central uses Microsoft® SQL Server to store all information related to the application, including
user accounts, system configuration settings, document records, logging, and notifications.

Requirements: Microsoft® SQL Server 2005 or higher

2.3. Catalog Service

Both the Catalog Service and Capture Service are Windows® services, each of which can be dedicated
to a physical server. The Catalog Service is responsible for updating catalogs with information about
new, modified, or deleted documents. This service also removes documents from the system when their
specified retention period has expired.

2.4. Capture Service

The Capture Service performs Optical Character Recognition (OCR) on captured images to provide full-
text search capabilities and then converts those images to PDF documents. It also handles the capture
processfor electronic files obtained from monitored folders. Zonal recognition operations and data-source
field lookups are also handled in this service.

2.5. Workflow Service

The Workflow Service performs automated operations based on live events and scheduled processes.

2.6. Document Storage Area

System The subfoldersbeneath the Sy st emroot are necessary for Content Central to run properly.
They can each grow in size, and may need to be checked periodically.

¢ Codi ngQueue: Thissubfolder will hold documents that are awaiting user coding and
have not been committed to their appropriate storage aress.

* Del et edCont ent : This subfolder will contain documents that have been removed
from the Content Central database by user action or by an enforced retention policy.

« | ndexes: This subfolder will contain a subfolder for each catalog. These subfolders
store the Index information used to provide quick search results. For moreinformation,
see Section 2.7, “ Search Indexes”.

e Unprocessed: This subfolder will hold documents that have not been successfully
captured by the Capture Service.

I ncoming  Thel ncomni ng folder will contain one or more subfoldersfor each catalog and document
type. Each of these subfolders are monitored by the Capture Service to import images and
other content.
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e I ncom ngQCar d: This subfolder is the drop point for image files acquired from a
scanning device using QCards™. The images will be converted into searchable PDF
files.

e I ncom ngl mage: This subfolder is the drop point for image files acquired from
a scanning device without using QCards™. The image files will be converted into
searchable PDF files.

e I ncom ngEl ectroni c: This subfolder is the drop point for electronic files. Files
dropped in this folder will be captured as-is.

e I ncom ngXML.: This subfolder is the drop point for XM files that describe other
files dropped in the same folder. The XM file can define document boundaries,
document properties, and more. For more information, visit http://www.ademero.com/
Xml Schemas/ContentCentral/ X ml CaptureDescriptor/.

Docurments The Docunent s folder will contain a subfolder for each catalog. These subfolders are
the root storage location for documents and other content. This storage space should be
fully redundant and backed up on aregular basis for data security and integrity. The space
required will vary by organization. At least 80 gigabytes of storage spaceisrecommended
for even the smallest operation.

2.7. Search Indexes

Each catalog, containing document types describing documents, lives within the Content Central SQL
database. A search Index isalso generated (as aflat file on the file system) for each catalog. Storage-space
requirements should betaken into consideration. A typical Index will require an additional 10 to 20 percent
of the amount of space the documents within a catalog require. For example: An estimated 100-gigabyte
catalog of documents will require an additional 10 to 20 gigabytes of storage space for the Index.

Vi


http://www.ademero.com/XmlSchemas/ContentCentral/XmlCaptureDescriptor/
http://www.ademero.com/XmlSchemas/ContentCentral/XmlCaptureDescriptor/

Part I. Installation Guide
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Chapter 1. Software Installation

1. Introduction

You will now load the Content Central software on your server(s). When you've completed the stepsin
this chapter, you will have installed all necessary software components of Content Central and will be
ready to either evaluate the software or begin configuring for production.

2. Installing Content Central

Launch the installation program, Cont ent Cent r al _Set up. exe. Content Central requires severa
supporting packagesto beinstalled prior to installation. Select the Install button to proceed. Be patient as
the installer will load several prerequisites, including a new instance of Microsoft® SQL Server Express
Edition.

Y ou may be provided with an option to install additional packages. Choose the appropriate selections for
your organization.

Ademero Content Central - InstallShield Wizard

oy Ademera Content Central requires the following items to be installed on your computer.
[&F) Click Install to begin installing these requirements.

Status  Requirement o
Pending Configuring Microsoft \NET Framework 3.5 SP1

Pending Configuring Microsoft Internet Information Services
Pending Configuring Windows Communication Foundation
Pending Microsoft Visual C++ Redistributables Part 1

Pending Microsoft Visual C++ Redistributables Part 2

Pending Microsoft Visual C++ Redistributables Part 3

Pending Microsoft Visual C++ Redistributables Part 4

Pending Microsoft Visual C++ Redistributables Part 5

Pending Microsoft SQL Server 2005 Express SP3 (x85 & xa4Wow)
Pending_Microsoft SOL Server 2008 Feature Pack Part 1

m

Installation Prerequisites

After the prerequisites have finished installing, the InstallShield Wizard will appear and prepare for
installation.

Ademero Content Central - InstallShield Wizard

Preparing to Install...

Ademero Content Central Setup is preparing the InstalShield
Wizard, which will guide you through the program setup
process. Please wait.

Extracting: Ademero Content Central msi

Cancel

InstallShield Wizard Preparation
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To begin the installation of Content Central, select the Next button. You will be presented with the
Ademero End-User License Agreement. Select the Next button if you wish to proceed.

14 Ademero Content Central - InstallShield Wizard =

Welcome to the InstallShield Wizard for
Ademero Content Central

The InstaliShield(R) Wizard will install Ademero Content Central
on your computer. Ta continue, dick Next.

WARNING: This program is protected by copyright law and
international treaties.

InstallShield Wizard Welcome Screen

You may now choose your Destination Folder for the Content Central software. After choosing the
appropriate location, select the Next button to continue.

14 Ademero Content Central - InstallShield Wizard =

P
Destination Folder &
Click Next to install to this folder, or dick Change to install to a different fi

Install Ademero Content Central to:

C:\Program Files (x86)\Ademero\Content Central}

InstallShield

[ <Bsck | Next> ][ Canel |

Content Central Destination Folder

Y ou now have the opportunity to go back and make changesif necessary, otherwise select I nstall.

14 Ademero Content Central - InstallShield Wizard -

-
Ready to Install the Program #
The wizard is ready to begin installation. A

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

InstallShield

[ <Beck || mnswl ][ Cancel |

InstallShield Wizard - Begin Installation

Be patient as the application isinstalled.
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ﬁ Ademero Content Central - InstallShield Wizard I. = é

P
Installing Ademero Content Central #
The program features you selected are being installed. R
Lil]

Please wait while the InstallShield Wizard installs Ademero Content Central.
This may take several minutes,

Status:

Copying new files

InstallShield

< Back Next > Cancel

Content Central Installation Progress

When the installation is complete you will be presented with a Finish button to exit the InstallShield
Wizard. Y ou can optionally chooseto View Release Notes, which will be opened when the wizard closes.
Content Central is now installed.

) Ademero Content Central - InstallShield Wizard &J

Installshield Wizard Completed

The InstallShield Wizard has successfully installed Ademera
Content Central. Click Finish to exit the wizard.

Content Central Installation Progress

3. Evaluating Content Central

If you've installed Content Central for evaluation purposes, you may login to the Web site immediately
and begin using the product with the installed demonstration catal ogs and documents.

Launch the Web site by selecting the Content Central shortcut on your desktop. In most cases, the URL
is http://local host/ContentCentral /L ogin.aspx.

Login with the User name demo and Passwor d demo.

Y ou can proceed directly to the User Guide.



http://localhost/ContentCentral/Login.aspx

Chapter 2. Production Configuration

1. Introduction

In this chapter, you will create several file folders on your server(s) for system data, incoming content,
and documents.

2. Data Folders

Content Central requires three main folders to be created on your file system: Syst em | nconi ng, and
Docurent s. Thesefolders are often found together under amain Cont ent Cent r al folder. For more
information, see Section 2.6, “Document Storage Ared’.

2.1. Syst emFolder and Subfolders

The Syst emfolder and its subfolders need to be created for Content Central processing data. In multi-
server environments these will usually be created on the server you've designated to house documents and
other content.

1. Launch an instance of Windows® Explorer.

i Tip

Use the Windows K ey-E key combo.

2. Browse to, or create the root folder where you would like to create these Syst emfolders, eg., D:
\ Content Central \ Systeni.

I System (=]
! Ble Edt ‘iew Favortes Todls  Help "
i @Back - ¥ | O search | Folders ¥ X 9 | -

¢ Address |3 D:\ContentCentraliSystem v a Go
Folders X Mame Size | Type [
[ Deskiap

# L) My Documents

= jMyComputer

+ Se System (C1)
= = Storage (D1
# I ademero
= [ ContentCentral
= System
® 1) local
® 1) profiles
® L DVDJCD-RW Drive (E:)
® ) Memory Stick (F:)
= B =0 mMc(c
= D-’ Cantrol Panel
# % My Network Places
2/ Recycle Bin

0 objects (Disk free space! 38.7 GE) 0 bytes j My Camputer

The System Folder
3. Create the following foldersinside the Syst emfolder:

» Codi ngQueue: Thisfolder will hold documents captured with a Post-Capture Coding or Versatile
Coding QCard™ until they have been fully coded and archived.
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* Del et edCont ent : Thisfolder will contain documents that have been removed from the database
either by user action or an enforced retention policy. The XML files produced alongside documents
are compliant with the Capture Service and can be used to recapture the document by moving the
entire package to an XM.-based capture folder.

* | ndexes: Thisfolder will contain one subfolder for every Index.

e Unprocessed: Thisfolder will contain any captured documents that are unable to be processed
due to one or more problems with the incoming file.

* Reports: Thisfolder will contain any reports generated by the workflow engine.

» Thumbnails: This folder will contain thumbnails when thumbnails have been enabled.

oy =J0ed
© Flle Edit Yiew Favorites Tools Help ,’,‘
P @Back v O T | P search Folders = X 6 M-
¢ Address |[3) Di\ContentCentraliSystem v B
Folders X Mame Size | Type C
(& Desktop A | [C)CodingQuens File Folder 3
= ‘_‘, My Documents |_J)DeletedCantent File Folder 2
= g My Computer [DIndexes File Folder 4
¥ G Syctem (C1) [C)Unprocessed File Folder 2)
= e Starage (D1
® 1) ademero
= 1D ContentCentral
= | {system |

+ ) CodingQueue
+ ) DeletedCaontent
# ) Indexes
# [ Unprocessed
# I local
® () profiles
# b DWDJCD-RW Drive (E:)
® & Memory Stick (F1)
= B sojmmcis)
# [ Contrnl Panel L
< > £ £

4 objects (Disk free space: 38.7 GB) Obytes My Computer

The System Subfolders

2.2.1 ncom ng Folder

The | ncom ng folder can contain subfolders for each catalog or document type you create. These
subfolders will temporarily hold images and other content to be imported by the Capture Service.

1. Launch an instance of Windows® Explorer or use the existing Explorer window from the previous
section.

i Tip

Use the Windows K ey-E key combo.

2. Browse to, or create the root folder where you would like your incoming images and other content to
berouted, e.g., D: \ Cont ent Cent ral \ | ncomi ng\.
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7 Incoming

© Flle Edit Yiew Favorites Tools Help

(3 Back -

¥ /‘i‘ Search ‘E‘ Folders

3@ X9 m

E@

: Address |@ D:\ContentCentraliIncoming

M-

Folders
[ Desktop

x

Mame

A

Size Type

C

153 My Documents
E i My Computer
e System [C))
= < Storage (D)
1) ademera
= I3 ContentCentral
= Incoming
1= 1) System
() CodingQueue
() DeletedContent
) Indexes
(52 Unprocessed
3 local
) profiles
Ui DYDJCO-RYY Drive (E:)
) Memary Stick (F1)
w1 M an i e (e Vi
2 m =3
0 objects (Disk free space: 38.7 GBY

(3] i |

Obytes

[2]

J My Computer

The | ncom ng Folder

2.3. Docunent s Folder

The Docunent s folder will contain a subfolder for each catalog you create. These subfolders will store
the documents and other content for your organization.

1. Launch an instance of Windows® Explorer or use the existing Explorer window from the previous
section.

i Tip

Use the Windows K ey-E key combo.

2. Browseto, or createtheroot folder where you would like your documents and other content to be stored,
e.g., D:\ Cont ent Cent ral \ Docunent s\ .

7 Documents

© Flle Edit Yiew Favorites Tools Help

E@

(3 Back -

¥ /‘i‘ Search ‘E‘ Folders

& X9 @

: Address |@ D:\ContentCentraliDocuments

BDE

Folders
(@ Deskiop
153 My Documents
E i My Computer
e System [C))
S s Storage (D)
1) ademera
= 1) ContentCentral
1= Documents
1) Incoming
1= 1) System
() CodingQueue

) Indexes
(3 Unprocessed
) tocal
1) profiles
Ui DYDJCO-RYY Drive (E:)
(31 B Mamnry Stick (1)
2 i

[ DeletedContent

x

A

(]

[E3)

Mame

3

Size Type

| B

C

]

0 objects {Disk free space: 38.7 GB)

Obytes

4 My Computer

The Docunent s Folder
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3. Adding Proper Security Credentials to Data
Folders

This step permits Content Central to write documents and other content to the data folders.
Perform the appropriate task below for each of the following data folders:

\ Syst enml Codi ngQueue\

\ Syst enl Del et edCont ent \
\ Systen | ndexes\

\ Syst eml Unpr ocessed\

\ Syst eml Report s\

\ Syst eml Thunbnai | s\

\ Docunent s\

Windows® XP Professional Add the ASPNET system account or the impersonation account
to each folder and grant Full Control to this account. Inheritance
should be enabled.

Windows® Server 2000, Server Add the Network Service system account or the impersonation
2003, Vista account to each folder and grant Full Control to this account.
Inheritance should be enabled.

4. Optimizing Performance

The following adjustments can improve system performance and response.

4.1. The ASP.NET State Service

The ASP.NET State Service improves performance by maintaining session data between the server and
client(s). To enable it, access the Services dialog on the machine you've designated for the Web site.
L ocate the service named, ASP.NET Sate Service, and set the Sartup Type to Automatic. If the serviceis
not currently running, start the service. Y ou may now exit the Services dialog.

Access the Internet Information Services diadlog on the same machine. This can be found from
within the Administrative Tools section of the Control Panel or inside the Management dialog of
My Computer (right-click, Manage). Expand the computer-name node to reveal the Web Sites node.
Continue expanding until you locate the ContentCentral node. Accessthe properties of ContentCentral
(right-click, properties) and select the ASP.NET tab. Select the Edit Configuration button. When
the ASP.NET Configuration Settings dialog appears, select the State M anagement tab. Choose the
StateServer option from the Session state mode drop down list.

If you would like to also enable ASP.NET I mper sonation (the next optimization), remain in this dialog
and skip to the next section. Otherwise, select the OK button to savethe ASP.NET configuration settings.
Select the OK button to save the changesto the ContentCentral Web site. Y ou may now exit thel nter net
Information Services dialog.
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% Services E]@
Fle Action Yiew Help
& £ [ BT 1

5y services (Local) | Name | pescription Stotus | Startup Typs |~
% WMET Runtime Cptimization Service ¥2,0.5,.. Microsoft ,MET Fram... Manual
%Ademam Content Central Capture Service  Service used bo capt...  Started Automatic
%Ademam Content Central Catalog Service  Service used bo catal...  Started Automatic
%Adnha LM Service AdobelM Service Manual
%Alerter Notifies selected use. .. Disabled
%App\ication Layer Gateway Service Provides support for...  Started Manual
%Apphcatlon IManagernent Provides software in...  Started IManual
‘%,:EEASP.NET State Service Provides support for...  Started Aukomatic
%Autumat\c Updates Enables the downloa,..  Started Automatic
%Backgruund Inteligent Transfer Service Transfers data betw... Manual
i ClipEinok Enables ClipBook Vie. . Disabled
S COM+ Event System Supports System Ev...  Started  Manual
%COM+ System Application Manages the configu...  Started Manual
%Cﬂmputer Browser Maintains an update...  Started Automatic
%Cryptograph\c Services Provides three mana...  Started Automatic
%DCOM Server Process Launcher Provides launch func...  Started Automatic
%DEFWatch Started Automatic
%DHCP Client Manages network co...  Started Automatic
S ma it P L
4] #

Extended A, Standard

The ASP.NET State Service
ASP.NET Configuration Settings

General | Custom Errors | Authorization | Authentication | Application _§t__at_§3__M_§n§9§n]B_n!_E Locatiors

Session state seltings

Session state mode; StateServer »
Cookieless mode: UseCookies v
Session timeout (minutes): i}

Stale server seftings
Connection sting: topip=127.0.0.1:42424

MNetwark timeout (seconds] 10

Connection string:

[ ok J[ concel |[ apeh  |[  Hep

Enabling the ASP.NET State Server

4.2. ASP.NET Impersonation

When users make requests to Content Central, Internet Information Serviceswill usean ASP.NET process
identity to access resources such as the SQL Server. Perform the following if you would like to define a
different Windows® account for these operations.

Note

When operating Content Central in a multi-server environment, impersonation is mandatory.

Within the Application tab of the ASP.NET Configuration Settings dialog for the ContentCentral
virtua directory, add acheck tothe L ocal imper sonation checkbox and provide apre-defined user account
for impersonation. Select the OK button to save the ASP.NET configuration settings. Select the OK
button to save the changes to the ContentCentral Web site. Y ou may now exit the I nternet Infor mation
Services diaog.




Production Configuration

Once impersonation has been enabled, the account used must be allowed permissions to read and write
within afew of the previously-defined data folder(s) (See Section 3, “Adding Proper Security Credentials
to DataFolders”). Theaccount will al so need read and write accessto the databasein SQL (described | ater).

ASP.NET Configuration Settings

B

General | Custom Errors | Authorization | Authentication | ApPlication | State Management | Locations
Common compilation, page and mntime settings
Page language default: clf
Page theme default;

Page master default:

Enable debuaging Request egecution timeaut [seconds) 110

Globalization settings

Eequest encoding: utf-8

Response encoding: utf-8

Eile encoding: ‘windows-1252

Cultuire: af-24

Ul culture: af

Identity settings
Local impersonation

Uszer name; contentcentral Password: sasssssssssRS

[ ok

1 [ Cancel H Apply ] [ Help

Enabling ASP.NET Impersonation

5. Configuration Manager

The Configuration Manager is responsible for defining the SQL database, linking each server in a multi-
server environment, enabling Active Directory integration, and managing licensing.

©  Important

Because the Configuration Manager stores the OCR license, it must be installed on the server
containing the Capture Service.

Begin by launching the application using the desktop shortcut labeled Configuration Manager .

E? Configuration Manager

=[]

Configuration Manager

SQL Settings ~——ws System Folders

|
|
IN |

"

Y
L]

D

Configure SQL server location
and authorization settings.

Active Directory

Configure settings to enable
Active Directory integration.

External Applications

Select external applications for
use in workflow actions.

Set Content Central system
folders.

License

Enter license data for Content
Central and OCR-engine.

Export Data
Select export files for use in

() workflow actions.

10
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The Configuration Manager Main Menu

5.1. SQL Settings

Select the Server Name of your installed SQL Server. If your SQL Server isinstalled on a non-standard
port, you may enter the port number in the Port Number field. Choose the correct Ver sion of SQL Server
you have installed.

The Database Name field defaults to ContentCentral, but you may change it if you desire.

* SQL Admin Login: Choose the method of authentication for accessing SQL with Admin rights. This
security level is necessary to create the Content Central database.

» SQL User Login: Choose the method of authentication you would like Content Central to access SQL
with during production. When using SQL Authentication, the username and password provided will
be created, i.e., the user does not need to exist in SQL. When using Windows Authentication you will
need to access the database and provide db_datareader/db_datawriter accessto the system account being
impersonated through ASP.NET. This will either be the ASPNET or Network Service account when
Local Impersonation is disabled (default) or the system account provided when enabling impersonation
as described in Section 4.2, “ASP.NET Impersonation”.

Complete the SQL Settings configuration by selecting each of the three buttons at the bottom of the SQL
Settingstab. The Create/Edit Database button will create the database for Content Central, and the T est
User Login button will create the user when using SQL Authentication.

E? Configuration Manager E]@

SQL Settings

[~
Server Information
Server Hamellnstance: | (local"SGLEXPRESS v

Database Hame: |ContertCertral v:

Port Humber; o :C: (0 for default or dynamic)

Version: 2008 |v

Admin Login

@ Integrated

e -

ITsst Admin Login I I Createdpdate Database I [ Test User Login I

The SQL Settings Dialog

5.2. System Folders

Proceed to the System Folderstab.

Browse to the appropriate folders created in Section 2.1, “ Sy st emFolder and Subfolders’.

11
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L? Configuration Manager [Z]@
System Folders
~
General Settings
Document root folder:  (may become large)
D-\ContertCentralDacuments
Incoming File Capture root folder:  (may become large)
D:WContentCentrahincoming
Coding Queue root folder:  (may hecome large)
D:\ContentCentrahSystemiCodingGueue
Deleted Content root folder:  (may become large)
D:\GantentCentraliSystem DeletedContent
Index root folder:  (may become large)
DrContertCentralSystemindexes Browse... hd
& Apply || @ Cancel

The System Folders Dialog

5.3. Active Directory [Enterprise Edition]

Content Central can beintegrated with Microsoft® Windows® Active Directory so that users can be added
to the system easily. Active Directory userswill use their existing Windows® account name and password
to login to Content Central.

Select the Add button to add an Active Directory domain to Content Central. To enable thisdomain, select
the Enable Active Directory Authentication checkbox, enter the Fully Qualified Domain Name , and
provide an Active Directory User name and Password. Select the Test Login button to verify Content
Central can access the Active Directory server.

For information on how to add Active Directory users to Content Central, see 72?.

E? Configuration Manager E]@

Active Directory

Domains Domain Settings (Enterprise & Corporate Editions only)
mycomaint .com
miydomain2 com Enable Active Directory Authentication

Fully Qualified Domain Hame: (£.0., company local. or Corp.company.com.)

mydomainz .com

Active Directory Login

User name:  contertcentral

Password: wessssssssssss

[ e | [ oelete | | TestLogin

The Active Directory Dialog

5.4. Licensing

Y ou should have received both a user license and OCR license from Ademero Select the Enter License
K ey button to enter the User License key and the Import OCR License button to load the OCR License
file. You may select the OK button when you've completed this step to save your changes.
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L? Configuration Manager [Z]@

License Settings

User License

License Status: Enterprise Edition
Users Licensed: 20 concurrent user(s)

Erter Licenze Hey... (key provided by Ademera Product Redistration)

OCR License {Enterprise & Corporate Editions only)

License File ID:

Computer ID: 23 Copy ID
Import OCR License (key provided by Ademero Product Registration)

The License Dialog

5.5. External Applications [Enterprise Edition]

External applications are used as Workflow Actions in Workflow Rules. An external application can be
started in response to one or more Workflow Triggers meeting their conditions. For more information on
how to use these external applications, see 272,

Select the Add button to add an external application to Content Central. Provide a descriptive Name to
help identify the application later.

An application can be bound to a catalog or document type by selecting the appropriate item(s) from the
Visibility drop-down list. To make an application available globally, select All Catalogs.

Choose the location of the application by selecting the Browse button to locate the executable.

An optional list of Arguments may be provided. The following list identifies the variables that may be
used in the argument list. All variables are case sensitive.

$object Returns the file path when return object is an item of content or
coding-queue content. Returns a number when return object is an
integer.

$clickid Returns a unique id associated with a user click from a menu. This

variableisvalid only when an external application is activated from
acustom menu item.

$docfolder Returns the folder path when return object is an item of content or
coding-queue content.

$docfilename Returns the file name when return object is an item of content or
coding-queue content.

$docid Returnstheinternal identifier for theitem of content or coding-queue
content.

$catalog Returns the catalog for the item of content or coding-queue content.

$doctype Returns the document type for the item of content or coding-queue
content.
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$field:[field name] Returnsthe value of anindex field from anitem of content or coding-
gueue content. Enter the field name inside the square brackets.

$packetname The name of the packet template
$packetfieldname The name of the key field of the packet template
$packetfieldvalue The value of the key field of the packet
$packetstatus One of the following indicators for the packet

Packet is complete.
Packet is incomplete. The following document types are missing:
doctypel, doctype?...doctypeN.

$actinguserusername The username of the user causing the action

$actinguserfirstname The first name of the user causing the action

$actinguserlastname The last name of the user causing the action
$actinguseremailaddress The e-mail address of the user causing the action

$apname Returns the name of the approval process when the return object is

an item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$apaction One of the following approval-process actions when the workflow
trigger is of type: Approval Process. Movement on Process

Assigned to Process
Approved

Rejected

Process Completed
Rejected from Process
Removed from Process

$apdate Returnsthe date of the approval-process event when the return object
isan item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$aptime Returnsthetime of the approval-process event when thereturn object
isan item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$appriority Returns the current priority of the approval-process event when the
return object isan item of content and the workflow trigger is of type:
Approval Processes. Movement on Process.

$apnote Returnsthe note of the approval -process event when the return object
is an item of content and the workflow trigger is of type: Approval
Processes: M ovement on Process.

$apassignerusername Returns the username of the user who began the approval process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes: M ovement on Process.
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$apassignerfirstname Returns the first name of the user who began the approval process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes. M ovement on Process.

$apassignerlastname Returns the last name of the user who began the approva process
when the return object isan item of content and the workflow trigger
is of type: Approval Processes. M ovement on Process.

$apassigneremail address Returns the e-mail address of the user who began the approval
processwhen thereturn object isanitem of content and the workflow
trigger is of type: Approval Processes. Movement on Process.

Some applications require argument data to be enclosed in single or double quotes. Example: -argument
"$object". Likewise, it may be necessary to escape double quotes (") existing within the datathat avariable
represents, such as when a user enters double quotes in an approval-process note. In these cases you can
Use Escape Character for Double-Quotes. The character used depends on the application. Batch files
in Windows® use an additional double-quote to escape a double-quote. Example: "Thisis a""quoted""
line." Other applications may use a backslash character. Example: "Thisisa\"quoted\" line."

Select the Delete button to remove one or more applications from the list.

£? Configuration Manager [Z]@
External Applications

Applications Application Settings

Application 1 Hame:
Application 1
Catalog / Document Type Visibility:
Studert Records | Applicstion for Gradustion v
Location:
CovApplicationsYGradustion-LUtility exe

Argument List: (use $object to specify workflow object)
-file "Fobject”

o Use Escape Character for Double-Quotes "

The External Applications Dialog

5.6. Export Data [Enterprise Edition]

The Export Data area alows you to specify files on the server that will be used to export document
information in Content Central using workflow rules.

Select the Add button to add anew file. Provide aNamethat will be used to reference thisfilein the Web
application. Select the Browse button to select an existing file on the server or specify a new one. This
filecan beaCSV or TXT file.

® Warning

New information will be appended to the selected file. Do not choose an existing file that contains
important information.

For details on how to export datain Content Central, see 722.
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(3 Configuration Manager Q@
Export Data
Export Data Export Data File Information
S
ExportData
Location:

Dloutput.csv Browse...

The Export Data Dialog
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Chapter 3. Catalog Manager

1. Introduction

At this point you should have a functioning Content Central implementation. In multi-server, distributed
environments, the Catalog Service should be installed on the machine designated to contain the Catalog
Indexes data module for best performance.

The Catalog Manager application can be used to create and modify catalogs; however, catalogs can be

created within the Admin area of the Web application and you may choose to bypass this application for
now. For more information on creating catalogs from the Web interface, see 772.

Note

Y ou will need to access the Catalog Manager if you need to define and modify capture jobs which
monitor folders for new documents.

The Catalog Manager stays transparent to the user. Only an administrator should have access to the
application, and the application is seldom used after the installation and configuration processes.

2. Catalog Manager

The Catalog Manager application controls the creation, modification, and deletion of Content Central
catalogs.

Begin by launching the application using the desktop shortcut |abeled Catalog M anager .
2.1. Creating a New Catalog

1. Select the New button. The Create New Catalog dialog will launch.

Note

This dialog will use default data folders (see Section 5.2, “ System Folders’) and requires only
a Catalog Name and optional Description. If you wish to create a catalog with custom folder
locations and settings, select the Use Wizard button and proceed to Section 2.1.1, “Using the
Wizard to Create a New Catalog”.

E2 Create New Catalog

Catalog Narme

Description:

|UseWizard ‘ | QK H Cancel |

Creating a New catalog

2. Enter aname and description for your catalog. Both may contain spaces, e.g., " Student Records’.
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E1 Create New Catalog

Catalog MName
Student Records

Description:
|S|udent Fecords |

| Use'Wizard... ‘ | QK H Cancel |

Adding a Name and Description to the New catalog

3. When you are satisfied with your entries, select the OK button to compl ete the catal og-creation process.

2.1.1. Using the Wizard to Create a New Catalog

1. TheNew Catalog Wizard will launch when the Use Wizard button has been selected from the Cr eate
New Catalog dialog.

E1 New Catalog Wizard

Catalog Name

Catalog Description

Index Location
[ \ContentCentralSpstem’Indexes

Browse...

The New Catalog Wizard

2. Enter a Catalog Name and optional Catalog Description for your catalog. Both may contain spaces,
e.g., "Student Records’.

£ Mew Catalog Wizard

Catalog Name
Student Records

Catalog Description
|Student Records ‘

Index Location
D ACaontentCentralhSypstem’Indexes\S tudent Recards

Browse...

Adding a Name and Description to the New catalog

3. The default Index Location will be based on the previously-defined folder settings and should be
sufficient. Select the Next button to proceed to the Folder sto Catalog dialog.

E2 New Catalog Wizard

Folders to Catalog {includes sub-folders)
Diademero\ContentCentrahDocumentsiStudent Records,

[ AddFader. | [ FemoveFolder |

Destination folder
D:\ddemerchContentCentral\DocumentsiStudent Recordsy

| LCancel | Back ‘ | Mext I

The Folders to Catalog Dialog
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4. The Foldersto Catalog dialog allows you to specify one or more document foldersto index. Select the
Add Folder button to create asubfolder for the catalog in the previously-defined Docunent s folder,
e.g., D:\ Cont ent Central \ Docunent s\ St udent Records\. After create and selecting
the new subfolder, you may add additional folders on your network that may contain pre-existing
documents.

The Destination Folder should be set to one of the listed Folders to Catalog. The Capture Service
will route all captured documents for the catal og to this base folder.

Browse For Folder

Select a folder to index

= “e Storage (D) ~

+ | ademera
= I2) ContentCentral

= | Documents

) {ctudent Records!
I Incoming

# ) System
® 1) local
® I profiles

= ,_?' DVDICD-RW Drive (E!) =

[ [Make New Folder ] [ Ok ] [ Cancel ]

Creating and Selecting the Folders to Catalog

5. Select the Next button to proceed to the Update Catalog Schedule dialog.

E2 New Catalog Wizard
Update Catalog Schedule

Update catalog ewveny
day L

Update catalog at:
12:00 &M -

bl Enable upcats schadule

[ Conce ] [ mak [ mew ]

The Update Catalog Schedule Dialog

6. When documents are captured, modified, checked in, or deleted, the Catal og Service will automatically
update the catal og to which the document belongs. The only time a catalog would not know about one
or more files being added, modified, or deleted from the system is when they were added, modified, or
deleted outside of Content Central. Because of this possibility, it'sagood practiceto perform acomplete
system check at least once per day during non-business hours.

Make the necessary changes to the frequency and start-time settings, then click Next to continue to the
New Catalog Summary.

E2 New Catalog Wizard

New Catalog Summary

MName: Student Records
Description: Student Records

Location:  D:\ContentCentral\SystemtIndexes\Student Records

Fualders to Catalog
D:4ContentCentral\DocumentshS tudent Records',

Update schedule: — every day [l Add documents now

[ cence | [ Bak [ Eusn |

The New Catalog Summary Dialog

20



Catalog Manager

7. Review your settings. If you would like to change any settings, use the Back button. Y ou may chooseto
disable the Add documents now checkbox if desired (not recommended). When you are satisfied with
your choices, select the Finish button to complete the wizard. Y ou should receive a Catalog Update
confirmation message. Click OK to close the message and return to the Catalog Manager.

Catalog Update

\lf) The catalog should update shorthy. Check the Windows Event Log For completion skatus.

The Catalog Update Confirmation Message

Y ou have now created a catalog for use with Content Central. Y ou may continue reading the next section
on managing catalogs, or you may skip to the next chapter to continue the installation process. If you
choose to skip to the next chapter, select the Close button at the bottom of the Catalog Manager.

2.2. Managing Catalogs

You can launch the Catalog Manager whenever you wish to modify an existing catalog or view status
details about a catalog. You can also delete a catalog or perform an immediate update.

To access the management dialog, select the Manage Catalogs button after launching the Catalog
Manager.

Thedrop-down list at the bottom of the management dia og allows you to update catalogsin several ways:

Add docsto selected/all catalogs New files that have been created outside of the Content Central
interface will be added to the database.

Rebuild selected/all catalogs The selected catalogs' searchindexeswill be completely rebuilt. All
indexes fileswill be examined. Thisoperation may take awhileto complete.

Refile selected/all catalogs The documents within the selected catalogs will be filed according
to the Folder & File Building rules defined in each document type.

® \Warning

Thiswill rename and possibly move all filesin the selected
catalogs.

Note

This command requires an authorization code from an
Ademero, Inc. support technician.

Make Searchable selected/all Thedocuments of the selected fil e typeswithin the sel ected catal ogs

catalogs will be made fully searchable. Y ou can choose to convert theimage
files to PDF files or leave the images in their native format while
still making them searchable.

Note

This command requires an authorization code from an
Ademero, Inc. support technician.
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Create selected/all catalogs When thumbnail creation is enabled (see 7?7), this command will

missing thumbnails start production of thumbnails that are missing for documents that
were created while thumbnail creation was disabled.

Rebuild selected/all catalogs When thumbnail creation is enabled (see 77?), this command will

thumbnails createthumbnail imagesfor every document in the system. Existing

thumbnails will be overwritten.

E1 Catalog Manager E]
List of Catalogs
Student Records Hew...

Add docs to all catalogs - Close

The Catalog Manager Management Dialog

Modifying an existing catalog will allow you to modify everything you had originally defined when
creating the catalog as well as additional settings that were not part of the New Catalog Wizar d.

2.2.1. Capture Jobs

Y ou may create one or more Capture Jobs for this catalog. Each job corresponds to a source that will be
monitored regularly for new documents. Select the Add button to create a new job.

[ Modify Catalog

Nare | Foldsrs Captuie | Goheduis | Advanced |

Capture Jobs
Name Document Type Descriptor | Enabled
Applications by OCard  Application for Admission  QCard True

[ agd. ][ Es | [Eemow. ]

The Capture Jobs Dialog

2.2.1.1. General
Provide a Name and optional Description for the job.

Choose the Document Type that will be used when no other descriptor defines it. Examples are the non-
descriptor | mage and Electronic processing types.

Select the Capture Source. The following list describes each source.

Folder Content Central will monitor afolder path for new documents. The captured documents will
be removed from thisfolder.

E-mail Content Central will monitor an e-mail address for new documents. All captured e-mails will
be removed from the e-mail server.
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Y ou can choose aPriority level for this capture job. The priority determines whether documents from this
capture job will be processed before or after other capture jobs.

Choose whether or not thisjob is enabled by selecting or desel ecting the Captur e Job Enabled checkbox.

(= | Capture Job Details

General I Des:r\ptm} Delal\sl

Mame
|App|\ca|u:ms by QCard ‘

Description
|Scanned Images using OCards |
Document Type (changing this may change settings in other tabs)
Application for Admission ¥
Capture Source

Folder 7

Afolderwill be monitored and incoming files will be converted to

documents

Capture Job Enabled

Capture Job General Settings
2.2.1.2. Descriptor

Select an appropriate Document Descriptor and optional Processing Type for this job. Several
combinations can exist:

Document Descriptor: None, Files dropped into the Incoming Folder will be converted to

Processing Type: Image documents, one per input file, and routed to the Coding Queue
for the catalog. QCards™ are not processed and should not be
used. Each file will be processed as an image file and converted
into a searchable PDF. If the Bypass Coding Queue checkbox is
selected, the newly converted documents will be routed directly to
the Docunent s datafolder for the catal og.

Document Descriptor: None, Files dropped into the Incoming Folder will be captured as-is,

Processing Type: Electronic and routed to the Coding Queue for the catalog. If the Bypass
Coding Queue checkbox is selected, the el ectronic documentswill
be routed directly to the Docunent s datafolder for the catal og.

Document Descriptor: QCard Captured Files will be converted to documents. QCards™
determine document boundaries.

Document Descriptor: XML Captured Files will be converted to documents.
Associated XML files determine document boundaries. For
more information, visit http://www.ademero.com/Xml Schemas/
ContentCentral/X ml CaptureDescriptor/.

Document Descriptor: Captured Files will be converted to documents. Custom Barcodes
CustomBarcode determine document boundaries.

By default, captured documents with no descriptor or using the CustomBarcode descriptor will be routed
to the Coding Queuefor review. Selecting the Bypass Coding Queue checkbox will disable this behavior
and route the documents directly to the catal og.
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When a Descriptor is selected, you can choose to Disable ODBC L ookups and/or Disable Wor kflow
Processing.

(| Capture Job Details

General Descriptor 1 Delal\sl

Document Descriptar

MNone 7

Files will be comerted into documents. one document per input file
QCards are not processed and should notbe used

Processing Type

Electronic 7

Files of any type are accepted and will be captured as-is

[] Bypass Coding Cueue and send documents directly to Catalog

Capture Job Descriptor

2.2.1.3. Details (Capture Source: Folder)

Browse to the appropriate Incoming Folder and create a subfolder for the catalog and a subfolder
specificaly for this job, e.g., D: \ Cont ent Cent ral \ Syst eml | nconi ng\ St udent Recor ds
\'I ncom ngQCar d\ and select the OK button.

Browse For Folder

Select Incoming Folder

=l < Storage (D) (i
# [ ademero
= |23 ContentCentral
# () Documents
=1 |2 Incoming
=) ) Student Records
I QCard Scans
# 2) System
# ) local
® 25 MesqL

[ Make New Faolder ] [ Ok ] [ Cancel

Selecting the QCar d Folder
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(| Capture Job Details

Genera\l Descriptor Details

Incoming Falder
|D.\AdemEm\CUﬂlenICeﬂlral\lﬂcumiﬂg\Studenl Records\OCard ||:|

Folder Capture Job Details
2.2.1.4. Details (Capture Source: E-mail)

Provide the Hosthame, Username, and Password for the e-mail address to be monitored. The default
Port, based on the Encryption selection, will be entered automatically. Y ou may change this Port for
non-standard server implementations. If your server requires Secure Password Authentication, select
the named checkbox.

Select the Test Server Settings button to test the settings. A successful test will return the number of e-
mails currently queued to be processed.

By default, the attachments within the e-mails will be captured and converted into documents. If you
instead wish to use the e-mail message itself, select the Capture e-mail message itself checkbox.

Y ou may map e-mail fields, such as From, To, and Subject, to document-type fields within the E-mail
Field Settings section.

(| Capture Job Details
Genera\] Descriptor Details I
E-mail Server Settings (POP3) (e

Hostname: ‘fakecmp com ‘

Usemame: ‘username ‘

Password, ‘nunu

Part 110/%
Encryption: | None |

O Log on using Secure Password Authentiation

Test Server Settings

O Capture e-mail message itself instead of attechments (changes
Processing Type to Electranic)

E-mail Field Settings
Selectthe e-mail fields vouwould like to capture. QCard and XML
Descriptor fields owverride the following settings.

From (name and address): v
From addrass ol i)

E-mail Capture Job Details
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2.2.2. Advanced Catalog Settings

Here you may choose to define filename filters. When defining filename masksin the I ncludefilter sbox,
only files matching those filename masks will be added to the catalog. When defining filename masksin
the Exclude filter s box, files matching those filename masks will not be added to the catalog. Examples

of filename masks are as follows: *.pdf, *.doc, * xIs.

Note

Filename filters only affect files that will be imported and/or examined by the Catalog Service.
Content Central will allow users to capture any type of file while logged in to the Web site.

(* Modify Catalog

Name | Foldsrs | Capture | Scheduls Advanced |

Advanced Catalog Settings

Include fiters [all documents if blank]

Exclude fiters [has priority over Include filters]

The Advanced Catalog Settings Dialog
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