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DISCLAIMER

The specifications and information regarding the products in this manual are subject to change without Albtice
statements, information, and recommendations in this manual are believed to be accurate.

COPYRIGHT AND LICENSEAGREEMENT

IMPORTANT READ CAREFULLY: This License Agreémgmaefnent) is a legal contract between you (either an
individual or a single business entity) and DocAuto, [tBo¢Autd) for the DocAuto software product identified
above, whichincludes computer software and, as applicable, associated media, printed materialspmiime’ or
electronic documentation (théSoftware Applicatiof).

By installing, copying, or otherwise using the software application, you agree to be bound byrife dé this
agreement, including the warranty disclaimers, limitations of liability and termination provisions biélgeu do not
agree to the terms of this agreement, do not install or use the software application, and exit now

If you do not agree tdhe terms of this Agreement and have not installed or used the Software Application, you are
entitled to receive a refund of the payment made for the Software Application by requesting a refund within seven (7)
days after date of payment.

LICENSETERMS

Folowing acceptance of this Agreement, you may install, execute, and use one (1) registered copy of the Software
Application

Use on a PYou may install the single copy on one hard disk or other storage device for one computer, and you may
access and ustne Software Application at that location so long as only one copy of the Software Application is in
operation If you are a private business rather than an individual, you may authorize the personnel associated with
your business to use the Software Applion, but only one person at a time, on one computer at a time

Use on a Networkyou may store, install and access the registered version of the Software Application through an
internal network, provided that you obtain and pay for a license for eactkstation that will access the Software
Application through the networkiFor instance, ifive different workstations will access the Software Application on
the network, each workstation must have its own paiga license, regardless of whether the worksbns use the
Software Application at different times or concurrently.

O THERLIMITATIONS

You may not rent, leaser lend the Software Application.

You may not reverse engineer, decompile, or disassemble the Software Application, except and only terthe ex
that such activity is expressly permitted by applicable law notwithstanding this limitation.

DocAuto may provide you with support services related to the Software Applicat®uport Servicey. Use of
Support Services is governed by DocAuto pdlicéad programs described in the user manual,"amline’
documentation, and/or in other DocAuiprovided materialsAny supplemental software code provided to you as
part of the Support Services shall be considered part of the Software Application arettstdjthe terms and
conditions of this Agreement.

Without prejudice to any other rights, DocAuto may terminate this Agreement if you fail to comply with the terms
and conditions of this Agreemenrin such event, you must destroy all copies of the Softwgrplication and all of its
component parts, and DocAuto may suspend or deactivate your use of the Software Application with or without
notice.

PROPRIETARYRIGHTS

Copyright All title and copyrights in and to the Software Application (including, withanitdtion, any images,
photographs, animations, video, audio, music, text, dafdplets' incorporated into the Software Application), the
accompanying media and printed materials, and any copies of the Software Application are owned by DocAuto or its
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supplers The Software Application is protected by copyright laws and international treaty proviibessfore, you
must treat the Software gplication like any other copyrighted material, subject to the provisions of this Agreement.

U.S. Government RestridteRights The Software Application and documentation are provided with RESTRICTED
RIGHTSUse, duplication, or disclosure by the United States Government is subject to restrictions as set forth in
subparagraph (c)(1)(ii) of the Rights in Technical Data@mmiputer Software clause at DFARS 25272213 or
subparagraphs (c)(1) and (2) of the Commercial Computer SoftwaRestricted Rights at 48 CFR 52:297 as
applicable Manufacturer for such purpose is DocAuto, Inc., 3500 Parkway Lane, Suite 270 sBloBAd30092.

SubmissionsShould you decide to transmit to DocAlgovebsite by any means or by any media any materials or
other information (including, without limitation, ideas, concepts or techniques for new or improved services and
products), whetheras information, feedback, data, questions, comments, suggestions or the like, you agree such
submissions are unrestricted and shall be deemed-cmmfidential and you automatically grant DocAuto and its
assigns a noexclusive, royaltfree, worldwide, pepetual, irrevocable license, with the right to sublicense, use, copy,
transmit, distribute, create derivative works of, display and perform the same.

DISCLAIMER OFWARRANTY

The software application is providéds is! DocAuto does not warrant the perfiorance or results you may obtain by
using the softwareDocAuto makes no warranties, express or impliadegard to the software application including
without limitation the implied warranties of merchantability or fithess for any particular purp8senejurisdictions
do not allow the waiver or exclusion of implied warranties, so the above disclaimer may not apply to you.

LIMITATION OFLABILITY

In no event will DocAuto be liable to you or any third party for any incidental or consequential damagedin@clu
without limitation, indirect, special, punitiveor exemplary damages for loss of business, loss of profits, business
interruption, or loss of business information) arising out of the use of or inability to use the Software Application, or
for any chim by any other party, even if DocAuto has been advised of the possibility of such dambegastds
aggregate liability with respect to its obligations under this Agreement or otherwise with respect to the Software
Application or otherwise shall not exed the amount of the license fee paid by you for the Software Application
Because some jurisdictions do not allow the exclusion or limitation of liability for consequential or incidental
damages, the above limitation may not apply to you.

EXPORTRESTRICIDNS

This Agreement is expressly made subject to any laws, regulations, orders or other restrictions on the export from the
United States of America of the Software Application or information about such Software Application which may be
imposed from time & time by the Government of the United States of Ameriau shall not export the Software
Application or information about the Software Application without consent of DocAuto and compliance with such
laws, regulations, orders or other restrictions.

GENERL

This Agreement shall be construed, interpreted and governed by the laws of the State of Georgia without regard to
conflicts of law provisions thereoThe exclusive forum for any disputes arising out of or relating to this Agreement
shall be an appropaie federal or state court sitting in or having jurisdiction over Gwinnett County, State of Georgia,
USAThe parties agree that this Agreement will not be subject to the United Nations Convention on Contracts for the
International Sale of GoodJhis Agrement shall constitute the entire Agreement between the parties hereto in
relation to the subject matter hereofAny waiver or modification of this Agreement shall only be effective if it is in
writing and signed by both parties heret any part of thisAgreement is found invalid or unenforceable by a court of
competent jurisdiction, the remainder of this Agreement shall be interpreted so as to reasafédatythe intention

of the parties.
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OUTIM SERVER

User G UIDE
OVERVIEW

520! dzii 2 Qa lisdebakkand, {seviidit® djdplication thatan be used to automaticallyopy or mwe any
Exchange conter(messages, contacts, calendar items, etc.) and the Exchange organizational structlesised
into a WorkSte environment OutiM Server works with WorkSite in a matentric or noamatter-centric (legacy)
mode although, addiional benefits are achieved in a matteentric environment The product can monitor
Exchange continuously or @temand,and ensure thadesired contentfrom Exchange will be imported directly
into the correct, automaticallyesolved destination iWorkSie. OutiM Server can resolve these destinations using
job-specific, maikpecific, foldetspecific, or messaggpecific methods, or any combination of these, to allow
administratorsto very finely control what content goes where, or allow content to be etbwithout any direction
from the users whatsoevelOutiM Server has no desktop or cliesilte components, although it can be used to
enhance and extend the functionality of a variety of othenail management systems.

Several Key Features of OutiM Servelude:

A Allows for centralized definition and execution ofm@il management rules and policies without
necessarilyelying on usedecisions (but can if desired).

A Processes Exchange content via a single direct connection between Exchange and Woitk®iie, w
involving user workstations or other application servers.

A Import email content and structures continuously from Exchange into WorkSite, preserving
organizational structures and native MIME format.

A Run jobs continuously or edemand, filtering eveything from all Exchangéailboxes and contentto
specificindividual messages.

A Route content tadynamicallyresolvedcorrect WorkSite folders or WorkSpaces automatically.

A Filter messages based flags,date, address, subjeatpntent, attachment, etc.

A CAftGSNI 6AGK LI GAGSNY YFGOKAY3 F2NJ a20AFft aSOdzNRGe Y
etc., for HIPAA and other personal information protection compliance.

A Prioritize message filters by order of importance, and link folders using &v6IRor ANDIlogic.

A Reproduce original Exchange folder structure within WorkSite (optional).

A Delete email from Exchange aftémport if desired using Hard Delete, Soft Delete, or Move to Trash

A Deduplicate email automatcally to avoid redundant copies

A Flag messages after processing to indicate status, inform users where the message now exists in

WorkSite, or implement workflow processes.
A Replace messages in Exchange with NRL links to the imported content in WorkSite.
A Import content from PST files aritkchange Public Folders into WorkSite.
A Fast serveside engine architecturasing approvedVorkSitethree-tier architecture

OutiM Server Can Address These Common Needs:

A Archive/Move old or large content tMailboxa LISOA TA O Gt SNRAR2 VY| fte freeimgNp { LI OS a
space in Exchange
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>

Automatically clean Trash, Junk, Spam, Sent Items, old Calendar Events, and so on.

A Copy sensitive messages to specific locations f@isEovery, Compliance, or Records Management
needs.

A Perform fast serveside processig of content organized or marked by users or other products to be
copied into WorkSite.

A /2L '[[ 02yl RalhoxiRNEY NJ| {dk&diSNINR | { Madboxes TobdldélStddl S Y LI 2 &

A Comply with record retention HIPAA, and other compliancgolicies by moving relevant client
correspondence from Exchange into WorkSite.

A In many cases, replace traditionah®ail archiving systems by moving content into WorkSite.

SYSTEMREQUIREMENTS

OutiM Serverrequires a functioning WorkSite server environmerd, vald WorkSite NRTAdmin accounin
WorkSite anda validExchange server accountith administrator access to read the Global Address List (GAL).

DocAuto Products are designed to use the thtiee architecture of WorkSite. As such, they need the WorkSite
CLIBIT APIs to be installed on the same machine where they are installed. This means that DeskSite or FileSite
must be installed on the same machine.

While aserverinstall of the WorkSite DMS service or other sersigle applications (Indexer, EMéérver Rués

Engine, etc.) may install the same APIs, DocAuto cannot guarantee whether or not these APIs will be compatible.
Currently, the DMServerAPIs ARE compatible, but this has not always been true in the past, and may not be true
in the future.

DocAuto apptations are NOT compatible with the WorkSite Web ABdsAuto requires that DocAuto products
be installed on a machine that has DeskSite or FileSite installed. We recommend that this machine be different
from a production WorkSitServer

OutiM Server des not require a dedicated machine, nor does it require a Windows Ssieroperating system
It can be installed on a Windows XP workstation, or a virtualized workstaltige not a resourcéntensive
program, but if many simultaneous instances wdlronning, adequate memory (~20M/job) should be provided.

DeskSite 8.»r FileSite 8.x must be installed on the workstation where OutiM Server will be installed, and a valid
Outlook profile must be configured on the workstation to allow OutiM Server adoesise Exchange system
OutiM Server supports Outlook 2000 or later and Exchange 5 or later.

OutiM Serveis installed with a standard InstallShield installation package provided by DocAuto.

LICENSEKEY

Your license key must be installed in thanpows\ SystemM32 folder of the workstation where the product will
be running Please contacBupport@DocAuto.corar readthe DocAutoLicense Key Manuédr more information
on the DocAuto key system

Rev. January 2010 2 ¥DOCAUTO
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JOB CONCEPTY DEFINING WHAT TO PROCESS ANNVHERE
| T SHOULD (GO

GENERALCONCEPTS FOR ARQUTIM SERVERJOB

There are basically two parts to an OutiM Server Job:

1. WHATTO PROCESS FROM EXCHANGE, including:

il

f
1
f

The Exchange Server to connect to;
Which Exchang®lailboxes to Process;
WhichFolders within theMailboxto Process; and

Which Messages (or other types of Exchange content, like Contacts, Calendar items, etc.) to Process,

oFraSR 2y | 6ARS INN}Xe& 2F GaFAEfGSNAYy3I¢ LI NFYSGSNAROD

2. WHERE TO PUTITIN WORKSITE, including:

f
f

A default WorkSite Folt or WorkSpace tahich content will be copied or moved

Additional dynamically determined locations that are searched for automatically when the program
switches from oneMailbox to the next, one folder to the next, or for each message processed
odaly 3N T

Whether or not the Exchange folder structures will be recreated in the WorkSite system or not, or
whether a new folder will be created under specific WorkSpaces;

How metadata and security will be applied to new structures as they are createddi),aand to
messages as they are imported; and

2Kl G -pINPOSBaAAYTE gAfE 0SS R2yS (2 (GKS YSaal 3Sa
whether or not they are deleted, dduplicated, flagged, and so on.

Depending on the objectives of a job,fdient configurations will be created to optimize how OutiM Server runs
to address the objectiveJypical configurations may be used to:

f
f

DEPARED Users:a 2 @S | £ f O2y (i Sy i MaNBx¥hto la PeRsSnbIMWNESPaRe. dza S NI &

ARCHIVING: Move allold coii Sy i F NP Mailbotes to ResschdNI¥arkSpaces that correspond
to each user.

ELECTRONIC DiscoVERY: Identify all content being sent to or received from a specifimail
address or domain and copy it into a specific WorkSpace, and flag the originshges in Exchange
to indicate that this has been done.

CLENT MATIER COPYING WITH OCOURTESY COPIESO: Copy content from Client/Matter folder
structuresin Exchange to the corresponding Client/Matter WorkSpaces in WorkSite, and flag the
content with a speific colored flag, and text to show what database and document number the
message now has in WorkSite.

SECOND PHASE FINAL CLEANUP: Identify content that has been previously copied and flagged, and
verify that it is in the correct location in WorkSimdthen delete it from Exchange 90 days after the
initial copy.

i DOCAUTO 3 Rev. January 2010
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1 PoOSTNG SEND AND FILE CONTENT: Identify content that has been marked with a WorkSite Folder
ID, and verify that it has been copied into the correct location in Work8itd,thendelete it from

Exchage.

f JuNkK CLEANUP: Moving all junk, spam, trash, etc., from aailboxSa Ay G2 F a5F Af @
WorkSpace (which can be automatically created and deleted using DdeAdtrkSpace Manager

product).
Contact DocAuto for additional details on these and otiypes of common job configurations.

¥DOCAUTO
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GETTING STARTED: CREATING ANEW JOB ANDSETTING JOB
OPTIONS

CREATING ANEW JOB

OutiM Serveruses job files to store all instructions and settings for a job. This is-aejutbic product where
different jobs can be rusimultaneously or at different time periods for various types of operations.

u.l:lul:il"‘l Server: <New JobZ- - DocAuto, Inc. o ] 4
I Job Help |

|2 BLr @

Logs
= -

| 17272010 [10:298M

Figurelt OutiM Server
To Create a New Job:

1. SelectloB/ NEw JoB from the Menu or by clicking on the REATE NEw JOB button on the
toolbar.

2. Save the job by choosirigj vVE JoB from the menu or by clicking th&ave JoB button on the
toolbar.

3. Choose a location for the job file, give it a name, and &icke.

Save jn: I&} Outitd Server j - £k ER-

FJLogs
EI WM Demo,oisj

y Documents

My Computer
File name: j Save I
Save as type: IDutiM Server Jobs [, oig) j Cancel |

A

Figure2t {  #S hdziAa {DBOGISNI w2o | &X
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SETTING GENERALPROGRAMOPTIONS

Certain general program options for a job, such as how often the job runs and how the job is logged can be
accessed by:

1. Pressing thé3 key;or

2. ChoosingloB/ GENERAL OPTIONS from the menu; or

3. Clicking thegreyGENERAL PROGRAM OPTIONS buttonon the toolbar.

GENERALOPTIONS

OutiM Server jobs can be set to run once and ,exitloop continuously. The job can be set RauUsSE FOR
BACKUPSto conserve network resources, if necessary, during system backup time windows.

X
I~ BunOnce Only - Do Mot Loop I~ Ezit &fter Fun
Fauze Interval Between Rung: 120 ﬁ zeconds.

Pause for Backups from [12.00:00 &M == to | 2:00:00 AM =

Last Job Run Date/Time Format: Im.‘df‘yyy}l h:rress AMPM

Ok | Cahcel |

Hgure31 General OptionFab

LOGGING

OutiM Server will log information about the individual operations in a job. You can choose the types of information
to be contained in the log file:

1 General Information,

1 Changs to Security or Metadata,
1 Warnings, or

91 Critical Errors.

The log can be saved to a text file by designating the folder and name format. DocAuto recommends using a
date/time format down to the second to ensure that log files that could potentially itheesame name do not
overwrite each other. The log can also be shown in a program window, but this may impact performance of the
job.

Rev. January 2010 6 BDOCAUTO
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}:‘ OutiM Server General Options 5[

General Options

—Ewvents to Log:

[v General Infarmation v Changes to Securty ar Metadata v “wamnings [+ Critical Errors

—Log to Test File

[+ Enable Tegt Logaging

Log File Folder: II::\D ocuments and Settingz\kthompzonthMy Documentz O utib ServeriLogs _I

Log File Hame Farmat;: Iy}lyymmddhhnnss _Logtst  Sample File Mame: 20090212102420_Log.txt

[+ Log to Program 'Window in addition bo Lag File [may slow down periformance)

Ok | Cancel |

Figure4t Logging Tab

CONFIGURINGWORKSTE OPTIONS

This productusesthe approved WorkSit¢hree-tier login for a particulaWorkSiteserver. To create a WorkSite
serverconnection, perform the following actions:

1. To configureWoRrkSITE OPTIONS, click theWORKSITE CONNECTIONS AND OPTIONS button on the
toolbar, or chooseJos/ WoRKSITE OPTIONS from the Menu, or pres§€ TRL+W;

2. In the WorkSite Options dialognter a User ID that has NRTAdmin rights;

3. Enter the password for that User ID or the impersonation password;

4. ClickTESTWORKSITE LOGIN.

77 WorksSite Dptions
—'workSite Server Login Details:

Server: |DocAutoVM Add WarkSite Login to List Delete Selected WoarkSite Lagin
User ID: Ikthompson List of WarkSite Logins:
Password: I ““““““ Server

Test WorkSite Login

Uszer should have MRTAdmin rights.
Impersonation password may be used.

Figure5t WorkSiteOptions Tab

5. A message will appear that the WorkSite database is accessible

WorksSite Login Successfull x|
\i‘) The Following databases were accessible on server DOCAUTOYM using these lagin parameters:
Active
Archive

Figure6 T WorkSite Login Successful Dialog

¥DOCAUTO
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6. Click theApb WORKSITE LOGIN TO LIST button.

4 Worksite Options x|

—WorkSite Server Login Detals —————————— s
Server: IDocAuto\u"M
Uszer |D: Ikthompson

List of WorkSite Logins:

Pagsword: I
| kthampson

Test WorkSite Login |

Uszer should have MR TAdmin rights.
Imperzonation password may be used.

Figure7 1 WorkSiteServer Login Details

WORKSTE E-MAIL MANAGEMENTDATABASEASSOCIATIONS

Frm/Database dentifiers can be RSFAY SR {2 Fff2¢ F2NJ o0S00S-Mal Ay dS3aNG
Management/Seneand-File application. Define the specific firm identifiers ydiam is using to distinctly identify

your content, and the WorkSite database with which content should be associated. The firm identifiers you wish to
supportshould be the same as those configured within the Semad-File application For example, if yauSend

and-File messages have a firm identifier that is added to the subject line of messages §UHEBRM.FID75664]

the first part of the text, before the period, is your "firm identifier". Add this text in the upper field, then use the

Browse buttonto browse to the proper WorkSite database to associate with that firm identifier.

Please contacBupport@DocAuto.corfor information using Firm Identifiers with OutiM Server specific to your
firm. If your organiation is not using Firm Identifiers, skip this section.

To add a Firm/Database Identifier to the OutiM Server job:

1. Type the Firm Identifier in th& SSOCIATE THE FOLLOWING € field.

2. Enter the associated database in thét THIS WORKSITE DATABASE field by cicking the browse button
and choosing the appropriate database from WorkSite.

3. Click theADD button to add the Firm/Database Identifier data to the OutiM Server job.

—workSite E-Mail Management D atabaze Associations
Agzociate the Following Firm |dentifier-D atabaze | dentifier:

|THEFIRM
With This WorkSite D atabase:

|!nrtdms:D:!session:Doc&uto\IM:!database:Active: | Remave |

D atabase

Add

| dentifier
THEFIRM

[V Skip Messages with Other [dentifiers Mot Listed Above
™ Skip Messages with Mo Fim | dentifier-Database | dentifier

Figure8 1 Associating Firm Identifiers with dtases

The option SkiIP MESSAGES WITH OTHER IDENTIFIERS NOT LISTED ABOVE will check all messages for Firm
Identifiers before processing, and will skip any messages with identifiers not explicitly listed in the list shown
above.

g ¥DOCAUTO
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The optionSkiP MESSAGES WITH NO FIRM IDENTIFIER- DATABASE IDENTIFIER Will force OutiM Server to ONLY
process messages with Firm Identifiers, whether or not they are listed in the dialog, but will skip all messages
without any firm identifier.

These options can be used to fitume jobs to only process messages that have been marked with valid&whd
File firm identifiers, or to force specific identifiers to be routed to specific databases.

WorkSite E-Mail Management Folder Address Associations

This option providesupport for processig messages to folders based on WorkSitddl Management'EMM")
(also known as Communications Servaddresses on nssages in any address/recipient field. It also provides
support for Senehnd-File and other applications that use a folder's interr@tdject ID" value from the WorkSite
database to associate an address with a WorkSite folder.

This functionalityin OutiM Serversupports adding documents to MULTIPLE folders, and adding documents to
folders using EMM address@s addition to or alternatively with the normal OtM Server processing options.
Processing may be limited to only specific EMM domains, and any number of real or “fictional" (no longer used or
never used) EMM domains may be defined and associated with any specific WorkSite server.

To add a Folder Address Association to the OutiM Server job:

1. Type the WorkSite-Bhail Domain in theA SSOCIATE THE FOLLOWING é field. This is the domain from
the WorkSite DMS servéWorkSite Server Properties dialog, in the Email Domain: field

WorkSite Server Properties on DOCAUTOYM ll

— Security

Cluster/Server Mame:

IDEIC.&LITDVM ¥ Accept Trusted Suthertication

v Enahble Impersonation

Pagsword: I xxxxxx

Email Domair:

—Meta-Data Cache — TCPAIP Fart Configuration
Eiefresh Frequency (<60 secs): 1 :ll ¥ Specify Service Port
Rows per Cache Table [x100): 1a j |1 o

¥ Preload Cache Data

= —

’_r Share Cache v Specity File Pot——
F

romn [ atabaze: I I1 us1

I Enable Spmantectm] Enterprise Yault Integration

Server Address: I

[k | Cancel I Help

Figure9 1 WorkSite Server Propertie&=Mail Domain

2. Enter the associated WorkSite Server in WiieH THIS WORKSITE SERVER field. This is the server name of
the WorkSite server to be assated with that email domainNote that in OutiM Server 3.0.8 or later, we
can support ANY NUMBER of domains for each WorkSite server ifigclpitased out domains, etc.).
Note also that the database within the WorkSite server is specified within the laatisless used on the
message.

i DOCAUTO 9 Rev. January 2010
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3. Clik the ADD button to add the Folder Address data to the OutiM Server job.

—WorkSite E-Mail Management Folder Address Aszociations
Aszzociate the Following *WarkSite E-tail Domain:

With This WorkSite Server:

Add
| Remave |

Damain Server
site. docautoyvmm, com | DOCAUT OV

[ Skip Messages with Mo Address in any Domain Listed Above
™ Skip &l Other Processing of Messages Proceszed by EMM Domain Data

Cancel |

FigurelOt SettingFolder Address Associations

The SKIP MESSAGES WITH NO ADDRESS IN ANY DOMAIN LISTED ABOVE option will restrict OutiM Sermr's
processing to only messages that have SandFile or EMM addresses in them. All other messages will be
skipped.

TheSkiP ALL O THER PROCESSING OF MESSAGES PROCESSED BY EMM DOMAIN DATA option will restrict the
processing performed on EMM messages tdL® the EMM address processing. No other OutiM Server Mapping
will be performed if this option is turned on. If this option is OFF, then any additional mapping and processing
defined within the job will be performed as well. See also the additional flgggitions for messages processed

by the folder address on pa@s below.

CONFIGURINGIOB OPTIONS

Specific job options are configured by:
1. Pressing thé=2 key; or
2. ChoosingloB/ CONFGURE JOB from the menu; or

3. Clicking the yellw CONFIGURE OUTIM SERVER JOB SETTINGS button on the toolbar.

EXCHANGEOPTIONS

The first half of the jolg, defining which content wilbe procesgd from the Exchange sideis defined starting on
the Exchange Options tab.

In order for OutiM Server to caectly manage the data on the Exchange seruser information must be entered
in order to login and receive the data. If multipailboxes need to be accessed in this procésis required that
an administrative login for the Exchange server be us$edvever, this is not required if only a singlailbox
needs to be monitored.

NOTE The userID that OutiM Server uses to log in to ExchaldeST BE THE SAME UHFtRat is

logged into the workstation where OutiM Server is running, or the process mustrifegured to Run A
GKFG aLISOATAO dzaSNE Ay 2NRSNJ (2 O2YL)i & G6AGK JOEOKI y 3
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)‘ 0OutiM Server Configuration 5'

| Process Message Filters I WorkSite Destination I Message Processing I

Exchange Server, Mailbow. and Public: Folder Processing |PST File Processing I Folder Selection and Fittering I

r Exchange Server Login Detals ————— M ailboxes | [~ Process Public Folders

¥ Use Administrative Login to Access Multiple Maibozes

Server |DocAut0VM

User |0: Ikthompson

Load Mailboxes and |  Load Mailboxes Load Public
Fublic: Faolders OMLY Falders DMLY

[~ Load Mailboxes and Public Folders Automatically
[ Process All Mailbawes

Pause Per Meszage (millizeconds) 10 :II

Select Specific Root Folders to Pracess
[Shift-click ta select ALL subfalders.]

Select Al | Select Mane Toggle Selection

oK | Cancel |

Figurellt Exchange Options Tab

Exchange Server, Mailbox, and Public Folder Processi ng

In this tah the Exchange server and user ID must be specified in todead aMailboxlist and Public Folderfor
the given Exchange servérhe job will run on théailboxesselectedin this list.

USE ADMINISTRATIVE LOGIN TO ACCESS MULTIPLE MAILBOXES: Check this box if using an Exchange server
administrator login in order to select multipMailboxes.

SERVER: In this field enter the name of the Exchange serverrgeiused from whichMailboxes are being
obtained

User ID: In this field enter the user account ID that is currently logged onto the machine using the OutiM
Server productThis account must be the same as the user logged in to the machine, or the program must be
configured to Run As that user in order to confaim® E OK | y 3 S Qalicied S OdzNRA G & LJ

LOAD MAILBOXES AND PuBLIC FOLDERS: Select this button when the server information and user ID have
been entered in order to have thdailboxlist and Public folders appean the right.

LoAD MAILBOXES ONLY: This option will only load the mailboxes on a giEchangeserver inthe event
the job being configured will only be run against rfnaies.

LoAD PusLIC FOLDERS ONLY: This option will only load th@ublic Folderon a givenExchangeserver in
the event the job being configured will only be run agajmsblic folders

LOAD MAILBOXES AND PUBLIC FOLDERSAUTOMATICALLY. This option allows for theMailboxes to load
automatically when selecting the job options window after options have been saved.

NOTE If you choose to load mailboxes and public folders automatically when the job is opened in @utiM
Server, there will be a delay whe&hmoosing toconfigurethe job while the mailboxes and public foldefs
load.

i DOCAUTO 11 Rev. January 2010
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PROCESS ALL MAILBOXES: This timesaving optionallows for the software to select all alvable Mailboxes
for processing This will allow a job to adapt to neMailboxes as they areadded to Exchange without

additional reconfiguration.

PAUSE PER MESSAGE: This will allow for a break in between processaagzh messaga order toslow down
G U BeN@li Gt Se

the OutiM Server jolto not stresdow-end systemsb 2 G S

PROCESsS PuBLIC FOLDERS: Check this box to process public folders. You must also select the individual
folders in the Public Folders tree in order to process Exchange content in these folders.

GKIFG GKAaA

i~ Exchange Server Login Details: Mailbaxes ¥ Process Public Folders
¥ Use Administrative Login to Access Multiple Mailboxes Pracess : .Mailhnx Harme i‘ O Public Folders
Server: IDDCAutDVM b| T |Administator - [0 Favoites
[T |Alex Graham B 303 A1 Public Folders
User [D: Ikthompson W |Andrew Case O Intemet Mewsgraups
Load Mailboxes and |  Load Mailbozes Load Public | ™ |Andy wialton AT Departm.ent .
Public Folders ONLY Folders ONLY ¥ |Angela Flerming .5} Office 2007 Rollout Project £
[~ Load Mailboxes and Public Folders Automatically [T |Angsla Siski 15 WorkSite MC Flolout Project
W |Anna Gray
™ Process All Maiboxes ¥ |Babara Sohott
Pause Per Meszage (millizeconds) 10 :II E E:r;!r;:::;;hlﬂ
[™ |Caila Pierce
[ |Chiis Brewster
" |Chiis Ehwood
[# | Chiisa Clark
¥ |Chiista Fuller
[ | Chisti Kuiken
™ _[Chistine Dillon <
[

)', DutiM Server Configuration

Exchange Options | Process Message Fiters I WiorkSite Destination I Message Processing I

{ Exchange Server, Mailbox, and Public Folder Processing i| PST File Processing I Folder Selection and Filtering I

| ©

Select Al

Chiistine Horlen _'LI
[ I

Select Specific Root Folders to Pracess
[Shift-click ta select ALL subfalders.]

Select Mone

Toggle Selection |

oK

| Cancel

Figurel2t Exchange Servevailbox and Public Folder Processifgb

PST File Processing

ThePST FILE PROCESSING TAB is used in order to have the OutiM Server product impmhtent fromsingleor
multiple Outlook PSfilesdirectly intoWorkSite.

Rev. January 2010
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)‘ 0OutiM Server Configuration 5'

Exchange Options | Process Message Filters I WorkSite Destination I Message Processing I

Exchange Server, Mailbox, and Public Folder Processing

|Fnlder Selection and Fitering I

—PST file:
¥ Process individual PST files
Filename: | _I Add
Password (if required): | FElamiae |

File: Paszword
C: ey E-mail. pst ‘

[~ Process PST files in directory [all PST's found in directory will be processed)

| L

i~ Post-Processing Options for PST File

{* Do Mothing [leave PST file in cument location - PST map be reprocessed by subsequent jobs)
= Delete the PST File
= Move the PST File to this Folder: _I

oK | Cancel |

Figurel3t PST File Processing Tab

In order to process the PST fil#sey must be saved to a local or netwdtdkder.
To processmindividual PSTé:

1. Check thePROCESS INDIVIDUAL PST FILES checkbox

2. Select the location of where the P8IEs are located in the Source PST File Folder by either manually
typing the directory or selecting therowsebutton |:‘ and specifying théocation of the PST file

3. Ifthe PST file igrotected with a password, enter it in théa sswoRrb field.
To process multiple PST files:
1. Check the box foPROCESS PST FILES IN DIRECTORY.
2. Use the browse button to select the directory that contains the PST files which should be processed.

After choosingwhich PST file or directory will be processed, you shoellecs whatpost-processing will occur on
the file or files.

Do NOTHING ¢ This option will leave the PST file alone after the files are processed

DELETE THE PST FILE T This option will permanently elete the PST filevhen the file processing is
finished

MOVE THE PST FILE TO THIS FOLDER ¢ This option will move the PST file when processing is done to a
local or network directory depending on the destination specified.

Folder Selection and Filtering

Sekctions made on thé=OLDER SELECTION AND FILTERING tab determine whichroot-level folders and their
subfolderswill be processed by the OutiM Server job

j DOCAUTO 13 Rev. January 2010
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1. Selectthe checkbox next tahe individual M ESSAGE FOLDERS and NON-MESSAGE FOLDERS that need
to be pracessed.Selecting the checkbox next td ESSAGE FOLDERS or NON-MESSAGE FOLDERS will
select all individual subfolders for those levels.

)', 0OutiM Server Configuration 5'

Exchange Options | Process Message Filters I WorkSite Destination I Message Processing I

Exchange Server, Mailbox, and Public Folder Processing I PST File Processing

Selections below apply to PST files and Maiboxes chosen on the preceding tabs.

[ Message Falders [™ Frocess Al Root-Level Message Faolders

(] Inbax
525 Sent ltems
OL= Outbox
O Deleted ltems
O3 Drafts
e CJEE Junk E-Mail
O3 Montdessage Folders
A Calendar
%=| Contacts
O& Joumal
O] Netes
O Tasks

e C]E S lssuies
-3 Process Specific Message Folders... [Right-Click to Add)

[~ Process All Root-Level Non-tessage Folders

oK Cancel

Figurel4dt Folder Selection and Filteriigab

2. ChoosePROCESS ALL ROOT LEVEL MESSAGE FOLDERS or PROCESS ALL ROOT LEVEL NON-MESSAGE
FOLDERS, if desired,n orderto process all root message and noressage folders.

3. Additionally, you can specify message folders by name which users may have created abtlod their
mailbox by checking thBROCESS SPECIFIC MESSAGE FOLDERS checkbox, rightlick and choosé DD,
then provide the name of the folder and clickk. ¢ KA & OF LI oAt AGEe Oly o685
I NS &a¢ dvmilbdkvhére (iskr§ can ove content that they specifically want to file in WorkSite
4dzOK a + F2ftRSNJOFfftSR a/fASyiacs¢

4. In addition to naming the target folder, you can choose to procestefslat a specific level or any level.
You can also choose to procedssabfolders.

[ Select Folder to Process x|

Enter folder name to process [Matching characters #, 7, #, [a-2] may be uzed):

Il:lients

Process Specified Folder Level
" Process folder only at Ievel:l 1 ::Il
{* Process folder at ANY level

(1] | Cancel

Figurel5t Select Folder to Process

8 DOCAUTO
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Selections below apply to PST filez and M ailboxes chozen on the preceding tabs.

O Message Folders

. Inbox
1535 Sent ltems
O Outbox
s Deleted Items
: OC7 Drafts
-------------- O3 Junk E-Mail
O3 Mon-tessage Folders
.............. DE' Calendar
. 0% Contacts

- O3 Senc lssues
m Process Specific Message Folders.. [Right-Click to Add)

Figurel6t Process Specific Message Folders

PROCESMESSAGHILTERS

Message filters 1@ optionswhich provide the abilityto separate or ignore certain messages based on metadata
content contained in the @nail. Address,Subject, Content, and Category Filters can be set to be "requifed"
inclusive (pocess) filters are definedherefore if process filters are defined, every message must sasisfgast

one process filter's requiremest2 ¥ S| OK

& NB lj dzAnNG&IB o0 bé @racise@ Bincd rudtifleSfiNgrs

can be set to be required, Address, Subj&zintent,and Category fiers can be combined to make sure a message
passes ALL filters before it is procesdédlters are not set tdoe required, exclusive (skiphly filters may be used
or multiple inclusive filters can be linked by @Rlogical operator.

L]
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/-~ DuLiM Server Configuration x|

Exchange Options  Process Message Filters |WnrkS'rte Destination I Meszage Processing I

Messages must pass ALL Filters marked with Red, [~ Force messages to pass thess Filters: 4 »
[~ Addess [~ Subject [~ Content [~ Category Mave Filter Left Mave Filter Right

(Oitker filkers will be applied in order listed.

i Message Status, Flag, and Tppe/Class Filkers I Diate Fiters I Attachment Fiters | Address Fitters I Subject Fiters I Contert Fiters I Category Fiters I

¥ Process Messages that have been Read / Marked as Read - Message Types/Classe:

¥ Process Messages that have not been Read / Marked as Unread (" Pracess All Message Types
Only Process tMessages with Follow Up Flag: &+ Process Only Message Types Selected Below:

Chatus: ~ Follow Up Text for Messages with Marked Status or Flag —————————————— [ Message
¥ NotMaked [~ Process Any Follow Up Text Add DEI ?ppﬁ\nlment
Process Flagged Messages with Follow Up Text Cantaining: Dﬁ C:zlact

v Marked v bl
I Fiemaove /i MRL Linked file

¥ Completed Ivs
Flag(s):

Status Request Text

% Mo Colar e
¥ Purple Flag
[¥ Orange Flag %

[¥ GreenFlag i~ Custom Message Types
% YelowFlag v Dy |
Description: I
[# BlueFlag
Add ta List | Remove Selected Class |

[~ Process Messages with Blank Follow Up Text

[¥ RedFlag

0K | Cancel |

Figurel7t Process Message Filterab

Messages must pass ALL filters marked Wit which indicates thathe filter is required Other filters will be
applied in the order listed. To force megss to pass certain filters, check the appropriate box:

Force messages to pass these Fikers ———————————————
[r Address [ Subject [~ Content [~ Categom

Figurel8t Force messages to gaHters Options

The order ofAddress Subject, Content, and Category Filters can be chatgedioritize which filters are analyzed
first, in order to improve processing speett to adjust the logic of filter processiribo change the order of a filter,
aSt SOl GKS RSaANBR T AMovSMIRRbutidls G mbw e fidditd tie]left aryight, & T
appropriate.

4
Move Filter Left Move Filter Right

Figurel9t Move Filter Left or RiglButtons

Message Status, Flag, and Type/Class Filters

Message Status
Messages can be processed or skippeskeon their Read or Unread stat@heck the box for the desired status.

| Message Status, Flag, and Type/Class Filters I Diate Fitters | Attachm

¥ Process Messages that have been Read / Marked as Fead

[¥ Process Messages that have not been Read / Marked as Unread

Figure20t Process Read/Unread Messages
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NOTE At least ore Read/Unread filter MUST be selected for messagdse processed. Both may algp
be used, to process all messages regardless of the Read/Unread status.

Message Flags

Messages with follow up flags can be processed by selections in this tab.

1. From the column on the left,edect which type of follow up flgged e-mails would need to be processed
based on status and flag color

2. IntheFoLLOW UP TEXT FOR MESSAGES WITH MARKED STATUS OR FLAG, there are three options

1 PRroCESs ANY FoLLOW Up TEXT: Use this optiorin order to haveany messages with follow up
flagtext processed automatidly by OutiM Server product.

1 PROCESS FLAGGED MESSAGES WITHFOLLOW UP TEXT CONTAINING: Use this optionif
specific follow up text should be used as a filter for processigge the text to filter in the

empty spacethen select he ApD button [ es |.

1 PROCESS MESSAGES WITH BLANK FoLLOW Up TexT. Use this optionif messages with blank
follow up text shoulcbe processed.

NOTE Flag filtes, if defined, are always requiretf a message does not pagsfinedflag filters, it will
not be pocessed.If all types of flags are set to be processed, then all messages will be processed.

Only Process Messages with Follow Up Flag:
Statug: — Follow Up Text for Messages with Marked Status or Flag:

¥ MotMarked [~ Process Any Follow Up Text Add
Frocess Flagged Meszages with Follow Up Text Containing:
| Remaowe

¥ Marked e
¥ Cormpleted vy
Flag(z]:

Status Request Text

¥ No Calor W
¥ Purple Flag
[V OrangeFlag %
|v Green Flag
¥ elowFlag %

|¥ Blus Flag
[ RedFlag I~ Process Messages with Blank Follow Up Test

Figure21t Message Flag Filters

Message Types/Classes

Message type/class filters can bsed to target specific message type content for processing. For example, a job
can be run that will import messages into WorkSite and leave behind an NRL linked file in Outlook. A second job

can be run at a later time thaspecifically targets the NRinKed files and deletes them. You can also selectively
filter custom message types such as thosed by thirdparty products that integrate with Exchange, such as fax
servers, archiving solutions, CRM systems, or other applications

E‘ DOCAUTO 17 Rev. January 2010
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—Mezzage Types/Classes
{ Process Al Message Types
f* Process Only Message Types Selected Below:

1535 Message
O Appaintrent
Ol Task

O#=| Contact

C0l2i NRL Linked file

r— Custom bessage Types
Clazs: I

Description: I

Add to List | Femove Selected Class |

Figure221 Message Types/Classes Filters
To set message types/cla&sgo be filtered:

1. Choose the radio buttoriPROCESS ALL MESSAGE TYPES if you wish to process all types of Exchange
content;

2. Choose the radio buttoi?ROCESS ONLY MESSAGE TYPES SELECTED BELOW and then select the type or
types of messages to be processed,;

3. Add a custom message type by entering the appropriate Class and Description in theliiklthe Add to
List button, then select the new Custom Type in ihessage Types list.

— Message Types/Clazses
" Process All Message Types
% Process Only Message Types Selected Below:

O Appointment
O Task

O2=| Contact

Ol MRL Linked file
[F535 EFaves

— Cugtom Meszage Types
Clags: |FA><

Drescription: |E-Faxes

Add to List | Remaove Selected Class |

Figure231 Custom Message Types

NOTE Type/Class filters are always required. Either a combination of specific types or All Messagql Types
must be marked for processing. Messadhat do not meet Type/Class filters will always be skipped.

Rev. January 2010 18 ¥DOCAUTO
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Date Filters

The DATE FILTERS tab allowsfilters to be set in order to have certain itenggocessed oskipped based on date
criteria, either older or youngeor betweena specific datepr older or younger than a specific number of days

(exclusive)or since the last time the job ran

DATE MESSAGE SENT: This field is used to process messages that wergduringa specific date range.
DATE MESSAGE ReCEIVED: This field is used to process magss that wereeceivedduring a specific date

range.

DATE MESSAGE EDITED: This field is used to process messages that veatiteedduringa specific date range.

Note that in general, only one date filter will be used per job.

NOTE Date filters, if defired, are always requiredf a message does not paa defineddate filters, it
will not be processed.

Exchange Options  Piocess Messane Fiters | workite Destination | message Processing |

teszages must pass ALL Filers marked with Red. Force messages to pass these Filters:
Other filters will be applied in order listed. [ Addiess [~ Subject [~ Contert [ Category

/-~ DuLiM Server Configuration x|

4 >
Mave Filter Left Mave Filter Right

Message Status, Flag, and TypeiClass Fiter:

| Attachment Fiters | Address Fiters I Subject Filters I Contert Filters I Category Fiters I

— Date Messzage Sent

[¥ Process Al Messages IDIderThan

[~ Process Al Messages IYoungerThan '” i} :II days.

| 11A19/2006 7| T the Last Time This Job Ran: [3/3/2003 3:16:03 M)

— Date Message Received

[¥ Process &l Messages IDIdEr Than

[~ Process Al Messages IDIderThan '” 0 :II days.

|[1192005 7| W the Last Time This Job Ran: [3/3/2003 316:03 Ph)

— Date Meszage Edited

[~ Process All Messages IDIder Than

¥ Process Al Messages IYnungerThan v” i) :II days.

[=l[ 111872008 =] 7 thie Last Time: This Job B (3/3/2008 31 6:08 Bh)

0K | Cancel

Figure24t Date Filters Tab

Atachment Filters

This tab is used to filter out items if theytler contain or do not contain attachments. There are four options for

attachment filters.

IGNORE ATTACHMENTS: When processing the-mails, the software will ignore the fact that items have

attachments and process almails.

PROCESS MESSAGES WITH NO ATIACHMENTS: This method will process -mails that contain no

attachments.

PROCESS MESSAGES WITH ATTACHMENTS: This method will processmails containing an attachment.

¥ DOCAUTO 1o
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PROCESS MESSAGES WITH ATIACHMENTS LARGER THAN: This method will process-mails only wth
attachments larger than the size specified in the attachment size box. This is useful for defining jobs to
selectively target large messages in the Exchange environment for migration to WorkSite.

)‘ DutiM Server Configuration

Exchange Cptions ~ Process Message Fillers |WUrkS'rte Destination I Message Processing I

Messages must pass ALL Filkers marked with Red. "FUICE messages bo pass these Filters:

4 >
Other filters will be applied in order listed. [ Address I Subject | Content | Category Move Filter Left Muowve Filter Right

Message Status, Flag, and TypeiClass Fiters I Date Fiters  Attachmment Filters | Address Filters I Subject Fiters I Cartert Fiters I Category Fiters I

=] [ 1oo0o0/=] kb
Ign

Process Meszages with Mo Attachments

Process Messages with Attachments

Process Messages with Attachments Larger Than

oK Cancel

Figure251 Attachment FiltersTab

NOTE ! GiGF OKYSy G FAfGSNARA IINB |fgle&a aNBIljdANBRY:

0 dzi
allow all messages to be processed.

Address Filters

Selections in théA DDRESS FILTERS tab can be set in order to skip orgress specific-enail addresses or domains.
PrROCESS: Meansthat the item entered in theC oNTAINS field will be processed.
SKkIP: Meansthat the item entered in theCoNTAINS field will be skipped.

The MESSAGES WHERE THE ADDRESS OR NAME OF field allows youto filter based on theSENDER, ANY
RECIPIENT, ANY CC, orANY BCC.

The Sender Any Recipient

The address data will The address data canf The address data cary The address data ca

contain the Sende&® | be based upon any o be based upon be based upon
e-mail address or the recipients Fyez2yS //qlye2ys ./
domain. message. message.

In the CONTAINS box, enter any portion of the enail address to be filtered. Do not use wildcards. The matching is
not case sensitive.
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EXAMPLE Je@ford.confor a specific address, or any other part of the address can be used, sugh as
@ford or ford.com but note that ford.com will also matchHartford.com ¢ KS &! RRNB Ja¢ G e
includes the full email address (jus@domain.com = o6dzi (KRS taBlyV$dzRE G KF G RA &L

iKS FRRNBaas> gKAOK A& dzadzZl ftte& RAFTFSNBY(H O0SoIhPd> awW2 &

Filter text will be matched against BOTH the actual address and the display name values for each sender, recipient,
etc.

Figure26 1 Address Filters Tab

Subject Filters

This tab is used to apply subject filters where any portion of teail subjectcan be used to indicate whether an
e-mail will be processed or skipped.

ProcEss: Meansthat the itementered in theM EssA G ES WHERE THE SUBJECT LINE CONTAINS field will be
processed.

SkIP: Meansthat the item entered in theM ESSAGES WHERE THE SUBJECTLINE CONTAINS field will be
skipped.

In the MESSAGES WHERE THE SUBJECT LINE CONTAINS text box enter anyportion of the email subject to be
filtered. Matching is not cassensitive. Pattern matching can be done for certain information that always appears
in a predictable pattern, such as a social security number or client/matter number.

1 Use * for pattern m&ching onany number of characters

1 Use the # sign toepresent asingle numeric digito enter a specifimumeric pattern (e.qg. ####
##HH for a social security number).

1 Use ? for pattern matching aany single character
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