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Introduction

What is CentreWare?

CentreWare is a suite of applications and printer/fax drivers that support the Xerox
Document Centre line of products. With an array of Administrator and user tools,
CentreWare is used for installing, maintaining, and using the X erox Document
Centres.

CentreWare Services consists of::
m  Network Admin Services

For installing and configuring Document Centres for printing/faxing in NetWare,
TCP/IP, Microsoft Networking, and Banyan VINES network environments.
AppleTalk environments are supported by the Mac Printer Utility.

m  Network Print/Fax Services

For installing, configuring, and using Document Centre printer and fax drivers.
Also includes network printing and productivity tools like the Conductor, Fax
Phonebook, and TIFF Submission Tool.

m  Network Scanning Services

Used to scan documents to file, fax, E-Mail, and other third-party applications,
such as PaperPort and TextBridge.

CentreWare I nternet Servicesisthe embedded HTTP server application that allows
you to access printing/faxing/scanning, connectivity, and maintenance tools using a
web browser. It has features that parallel the Administrator and user tools of
CentreWare Network Services, but it uses the browser interface instead of the
standard Windows interface.
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Figure I-1: CentreWare Network and Internet Services




Who Should Use This Guide

This guide provides network scanning users with information on how to create scan

templates, use watch services, and scan documents. To use this guide effectively,

users must possess a basic understanding of Microsoft Windows software and of their

network environment.

What's New in This Release?

The CentreWare 5.20 Network Scanning Services software and documentation
include the following updates and revisions:

m  Support has been added for Document Centres 420/432/440 and 460/470.

m A new service module which can be installed to support scanning to Microsoft
Exchange folders.

m  Template features have been updated to support new options.
m  The documentation and help have been updated.

Who Should Use This Guide



How To Use the Documentation Set

The documentation for Network Scanning Servicesincludes the CentreWare Network
Scanning Services Guide, the Centreare Network Scanning Services User Guide,
the CentreWare Networ k Scanning Services Help Centre, and context-sensitive Help.

CentreWare Network Scanning Services Guide

The CentreWare Network Scanning Services Guide provides Network Administrators
and scan users with information about using the CentreWare Network Scanning
software on Microsoft Windows workstations. It includes step-by-step instructions
for performing both Administrator and user tasks.

A hard-copy version of this guide isincluded in the product package. An electronic
.PDF version can be found on the Network Scanning Services CD.

NOTE: The Adobe Acrobat Reader is required to view and print the PDF files.
Readers for all environments are provided on the CentreWare Network Admin
Services CD in the \ACROREAD directory. Acrobat readers are also available free
of charge from Adobe at www.adobe.com.

CentreWare Network Scanning Services User Guide

The CentreWare Network Scanning Services User Guide provides scan users with
information about using the CentreWare Network Scanning software on Microsoft
Windows workstations. It also includes step-by-step instructions for performing user
tasks. The User Guideis provided in .PDF format only and can be found on the
Network Scanning Services CD.

NOTE: Information about network scanning from non-Microsoft Windows
workstations can be found in the CentreWare Internet Services Guide.




Network Scanning Services Help Centre

The Network Scanning Services Help Centreisthe central online source for scanning
information. It includes feature descriptions, step-by-step procedures, problem
solving information, a glossary, and support information.

The Network Scanning Services Help Centre is automatically installed on the
workstation during the software installation. The Help Centre can be accessed in the
Xerox CentreWare programs list on the desktop.

Help Centre
Help&
HowDol... I):(?Jmenution
T\ A
=9
Features & Problem Solving

Applications

gs s @

Glossary Support
2 X
(s

Network Scanning Services

Figure I-2: Network Scanning Services Help Centre

Help

Context-sensitive Help contains feature information about the Network Scanning
Services software and detailed instructions on how to use it. Help can be accessed by
using either the Help buttons or menus in the scanning software.

How To Use the Documentation Set %



Where to Get CentreWare Support

Internet Support

Visit CentreWare on the Internet at www.centreware.com. Our web site contains
product support information, product demonstrations, and the latest information about
CentreWare updates and new releases.

Telephone Support

For additional assistance, you may contact the Xerox \WWelcome Center by telephone.
Locate your Document Centre serial number, and record it in the space below before
you make your call.

Document Centre Serial Number:

The Xerox Welcome Center telephone numbers are listed in the following table. If the
Welcome Center telephone number for your country is not listed, it will be provided
to you when your Document Centre isinstalled. For future reference, please record
the telephone number in the space provided below.

Welcome Center Telephone Numbers:

UNITED STATES 800-821-2797
CANADA 800-939-3769 (800-93-XEROX)
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Introducing Network Scanning Services

This chapter explains the concept of network scanning versus traditional scanning and
introduces the CentreWare Network Scanning Services software. It also contains a
section to help users of previous software versions adapt more quickly to the new
software.

What is Network Scanning?

Traditionally, scanning adocument meant that you could place a paper document on a
scanner attached directly to your PC and obtain an electronic image of that document
on your PC desktop.

s

X e

Figure 1-1: Traditional Scanning
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CentreWare Network Scanning Services enables you to scan documents at the
Document Centre and create electronic TIFF fileswhich are sent to a document fol der
(aspecific directory) on afile server. These files can then be:

automatically sent to auser’s workstation and opened with an application that is
capable of reading TIFF files.

moved to auser’s PC or another server location for storage.

kept in the document folder with notice sent to the user that the scanned
documents are available.

distributed to other people via E-Mail.
converted to another file format such as .RTF, .PDF, . HTML, .TXT, etc.
automatically faxed to others.

scanned directly into PaperPort on a user’s desktop. (You must first install the
companion Scan to PC Desktop™ package.)

X]
i =
= - R

s,

Figure 1-2: Network Scanning
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How Can Network Scanning Help You?

CentreWare Network Scanning Services combines the power of Xerox Document
Centre scanning with the software applications you use every day. Network scanning
enables you to improve your work processes and save time and money.

Here are some of the ways network scanning can help you:

Scan to your desktop—Scan paper documents and retrieve them automatically at
your desktop with PaperPort software. (Requires Scan to PC Desktop™ software
package.)

Scan to E-Mail—Scan documents directly to your E-Mail system. Reduce the
cost of overnight mail delivery.

Redesign your records storage—Eliminate paper piles and walls of filing
cabinets. Now you can store your documents online.

Eliminate time-consuming retyping efforts—Stop retyping older documents or
recreating complicated graphics. Simply scan the paper copy, convert your
document to Microsoft Word, HTML, .PDF, ASCII, or many other popular
formats, and make your changes.

Share documents and information quickly and easily—Store scanned documents
in acommon directory folder where co-workers can easily access them.

Quickly prepare time-critical proposals and presentations— nclude data from
different sources and incorporate it into a common format to create professional
presentations and proposals!

How Can Network Scanning Help You? 1-3



Features At A Glance

Network Scanning Services is composed of several different elements that work
together to create and deliver the scanned document to its final destination.

Xerox Network Scanners Window

The Xerox Network Scanners (XNS) Window is your starting point for all network
scanning activities. When you open the XNS window, the names of all scan-enabled
Document Centresthat can be accessed from your workstation appear inthelist. If no
Document Centres are enabled for scanning, only the Add Network Scanner icon
appears in the window.

BE Xerox Metwork Scanners M=
Scanner  Edit “iew Help

mlEse] x| Bsf|

Mame | Type | Statuz |
= &dd Metwork Scanner

@ ‘beaker_ps' to “hemc-08151..  Document Ce..  Connected

@ ‘beaker to “Yu-mo-0815l-dev... Document Ce..  Connected

@ ‘gonza’ to “Weemc-0815-nt14.. Document Ce... Connected

4 object(s) [ [NUM 7

Figure 1-3: Xerox Network Scanners Window

1-4 Introducing Network Scanning Services



Add Network Scanner Wizard

The Add Network Scanner Wizard is both an administrative and user tool. Network
Administrators who possess Supervisor or Administrator rights on the network can
use the Wizard to install and set up Network Scanning Services. Scan users can
automatically locate configured scanners on the network. Some of the tasks that can
be performed with the Wizard include;

m installing the scanning software on a network file server.

m  enabling the Document Centreto log on to the scan server and access distribution
templates and document folders.

m  granting network users access to network scanning and creating default scan
templates for each user.

m  optionally creating scanning groups which allow several users accessto the same
Document Folder (NetWare and NTFS networks only).

m automatically locating scanners on a network.

Distribution Templates

Distribution templates control the manner in which a scanned document is processed.
They contain specific instructions that define the electronic document’s format and
details about how to file, fax, or distribute a scanned document. A default distribution
templateis created for each scan user at the time Network Scanning Servicesis
installed.

Features At A Glance 1-5



Distribution templates are stored in a template pool on a network server. Templates
can be created once and used repeatedly. The Add Network Scanner Wizard can
configure each Document Centre to download distribution templates from a
networked template pool. More than one Document Centre can accessasingle
template pool; however, this practiceis not recommended. If atemplateis modified or
deleted, the changes will impact the template’s use from all machines.

D t S 800 o
ocument Size —
Send to..... L —
Increase Contrast

| B

Decrease Brightness
9 Template Pool

[Print Confirmation
OCR Text
Multi-page TIFF
etc..... \/

Distribution Template Network Server
(the scan server)

Figure 1-4: Distribution Templates

Refer to Chapter 2, Distribution Templates, for more information.
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Watch Services

Watch Services (also called the Watcher) enable you to monitor a network directory
(document folder) for the arrival of new scanned documents. You can also specify
how the document will be processed once it appears. A document can be:

m  moved to another directory or folder.
m  opened on your PC desktop with any application able to read TIFF images.
m  stored in the document folder with notice of its arrival sent to your desktop.

A Watch Service is automatically established to monitor each scan user’s document
folder when Network Scanning Servicesisinstalled.

Refer to Chapter 3, Watch Services, for more details.

History

The View History option available from the Xerox Network Scanners Window
enables scan usersto view asummary of the activity performed by the CentreWare
distribution server.

Refer to Chapter 5, History, for more information.

Features At A Glance 1-7



Properties

Scanner Properties

The Scanner properties are available from the Scanner menu in the X erox Network
Scanners window. Scan users may view scanner properties. Administrators can
quickly view or modify scanner properties. Use scanner properties to access:

m  network scanner status
m  distribution information

m  Document Centre network login, password, and advanced Document Centre
settings

m completed jobsinformation

Distribution Template Properties

Distribution Template properties can be accessed from the distribution template
window. Templates can be modified by anyone with Write access to the template
pool. By default, all enabled scan users have Read/Write access to templates.

1-8 Introducing Network Scanning Services



Getting Started

The Xerox Network Scanners (XNS) Window is your starting point for all network
scanning activities.

Opening the Xerox Network Scanners Window

You can open the XNS window in either of the following ways:

m  From your desktop, select:
Start > Programs > Xerox CentréWare > Xerox Network Scanners

[ Microsaft Word 95 E Add Network Scanner )
#5-D0S Prompt 4 Desklop Scanning idtd;zgasrlr;irnlﬁznat[;)ptlijitzi:san d
. . . niti | | |
@Wmdnws Explarer @Nelwork Scanning Services Help Centre running in background
it are 1 [ 1%erox Metwork Scanners

-OR -
m  Double-click the Scanning icon in the Windows taskbar.

scanning icon in Windows taskbar

NERIOiq 223rm
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Understanding the Xerox Network Scanners Window

When you open the XNS window, the names of all scan-enabled Document Centres
that can be accessed from your workstation appear in the list. If no Document Centres
are enabled for scanning, only the Add Network Scanner icon appears in the window.

BE Xerox Metwork Scanners M=
Scanner  Edit “iew Help
mlEse] x| Bsf|

| Type | Statuz |

I ame

2 object(s) [ [NUM 7

Figure 1-5: Xerox Network Scanners Window

NOTE: Referto Chapter 7, Problem Solving, if you have scan-enabled Document
Centre scanners installed on your network that do not appear in the Xerox Network

Scanners window.

1-10
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Scanner Menu

The Scanner Menu contains all of the menu functions specific to network scanning:

Add Metwork Scanner... Add Network Scanner. Enables Network Administrators to configure

Urinstall Scan Server... Document Centres for network scanning.

Wwatch Folder...

Emen Temkies Uninstall Scan Server. Uninstalls scanning software and document
Explore Documerts. .. folders from scan server.

Wiew Histary... . . )

Manage Users... Watch Folder. Opens a dialog displaying document folders for

Delste monitoring. This item is disabled unless a network scanner icon is

— selected.

Froperties

Clase Open Templates. Opens a window which lists the templates associated

with a particular Document Centre. This item is disabled unless a network
scanner icon is selected.

Explore Documents. Opens an Explorer window of your document folder on the scan server. If
you are logged in with access to multiple document folders, Explore Documents opens the

\ dat a\ user s directory on the scan server. From there, you can select the desired document
folder and examine the documents inside. This item is disabled unless a network scanner icon is
selected.

View History. Opens a window which displays a record of distribution scan jobs and their status
(processing, completed, completed with errors, or failed). Jobs for all users are displayed in the
window.

Manage Users. Enables Network Administrators to quickly add or remove new scan users or
scan groups.

Delete. Removes the selected scanner from the displayed list and local cache. It does not delete
the scan server or any information contained on the server. This item is disabled unless a
network scanner icon is selected. For Network Administrators only, Delete also prompts you to
uninstall the scan server and restore Document Centre settings to factory defaults.

Properties. Allows all users to view device-specific scan settings. Also allows Network
Administrators to establish the distribution server or to modify device-specific scan settings.

Close. Closes the Xerox Network Scanners Window.

The Edit, View, and Help menus all contain standard Windows options.

Getting Started 1-11



Transitioning to the 5.20 Software

If you have been using release versions 3.2 or 4.1 of the CentreWare Network
Scanning Services software, this section isfor you. (If you are currently running
release 5.1 software, you do not need to read this section.) You will notice severa
changes which have been implemented to make the scanning software easier to use:

New Look and Feel

The scanning software has been redesigned so you don’'t have to open several
different software applications to perform the scanning tasks. Every task is
started from the Xerox Network Scanners window.

What Are Distribution Templates?

Distribution Templates are what were previously referred to as templates or scan
templates. The name has been changed to better convey the functionality.

How Can | Change Template Settings?

The former Template Utility functionality has been incorporated into the process
of creating or modifying distribution templates. Distribution templates can be
accessed from the Distribution Template Window.

What Do | Dowith My Existing Templates?

Existing Scan-to-File and Scan-to Fax templates can be used asis. Since
CentreWare 5.20 uses an "Inbox" directory for all distribution processing, E-Mail
templates and templates that include Optical Character Recognition (OCR)
reguire special attention. These templates can be handled in two different ways:

m  Usethe CentreWare 5.20 Watch and Move features to move documents from
your existing E-Mail and OCR directoriesto the CentréWare Inbox directory
on the scan server.

-OR -

= Open the templates from the CentréWare 5.20 Distribution Template
Window, save, and close the templates again. The software updates the
templatesto file to the CentreWare Inbox. Once there, distribution is
managed by the CentreWare 5.20 distribution server. The distribution server
must be set up by the Network Administrator during installation.

1-12
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How Do | Set the Document Management Agent?

The functionality of the Document Management Agent has been replaced by
Watch Services and Distribution Services. When the scanning softwareis
installed on your workstation, aserviceisautomatically set to monitor or "watch"
your document folder on the scan server. The Watch Folder Wizard offers
enhanced functionality compared to that of the former Document Management
Agent because it enables you to watch multiple folders on a network and to
choose among three different functions to perform after adocument is detected in
the folder. See Chapter 3, Watch Services, for more details.

Distribution Services have been simplified aswell. Scanned documents requiring
distribution services such as OCR or E-Mail are sent from the Document Centre
directly to the Inbox directory on the Scan Server. Once there, the CentreWare
distribution server picks up the document and performs the necessary services.

How Do | Create Remote Repositories?

Creating remote repositoriesis no longer an Administrator’s task. Because the
flexibility of setting scan destinations has been greatly enhanced in this version
of CentreWare, you can now simply create a distribution template with a"scan to
other" destination. The other destination can be any location to which you have
access. See Distribution Templates on page 2-1 for more information.

Transitioning to the 5.20 Software 1-13
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Distribution Templates

This chapter describes what scan distribution templates are and how they are used. It
also contains detailed instructions for creating, editing, renaming, and deleting
distribution templates.

About Distribution Templates

Distribution templates control the processing of scanned documents. Just as aword
processing template control s the way a document looks, a distribution template
contains specific details on how documents are processed. Templates can
automatically control characteristics such as:

the scan destination (a document folder, fax, E-Mail, Microsoft Exchange
folders)

the output format for a scanned document (TIFF, Multi-page TIFF, PDF)
lightness, darkness, and contrast settings
scan resolution and auto exposure

whether the TIFF file needs to be converted to editable text—Optical Character
Recognition (OCR)

fax delayed send options

2-1




Distribution templates are stored in a directory folder on the scan server known as the
template pool. The Network Administrator configures each Document Centre scanner
to communicate with a specific template pool. More than one Document Centre can
access a single template pool; however, this practice is not recommended. If a
template is modified or deleted, the changes will impact the template’s use from all
machines. The scanner can download up to 250 templates from the template pool.
Distribution Templates can be created once and used repeatedly.

Document Size L=
Send to..... 1
Increase Contrast | __— E>
Decrease Brightness|

Print Confirmation Template Pool

& | OCR Text T
Multi-page TIFF W

Distribution Template

Network Server
(the scan server)

Figure 2-1: Distribution Templates

User Templates

A distribution template is created for each scan user when the Administrator sets up
Scanning Services on the network. A user’stemplateisidentified by the network user
name followed by an .xst file extension. For example, elukas.xst is the default
template name for the network user, elukas.

A user’s default template will scan documents to his or her document folder on the
scan server.

2-2
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Default Template

When Network Scanning Servicesisingtalled, ageneral default templateis created

on the scan server. Thistemplate is called default.xst. Documents scanned with this

template are stored on the scan server in a separate document folder known as the

Network Scanning Public Repository. All enabled scan users have Read/Write access

to the public repository. The diagram below illustrates different document
destinations based on the type of template used to scan the job.

'E>—:L°_q

elukas document folder %

elukas.xst
(template)

(template) . .
Public Repository

Network Server
(the scan server)

default.xst > IE Wm/

Figure 2-2: Default Template Destinations

About Distribution Templates
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The Distribution Template Window

The Distribution Template Window is very similar in appearance to the Xerox
Network Scanners Window; however, instead of displaying alist of scanners, it lists
the names of any available distribution templates on the scan server.

B Distribution Templates for *kitchenaid_ps® to "\\x-mc-0815l-dev1%sysielukasikitchen' [H[=]E3

File Edit “iew Help
e = sl
_ | Type | Diescription |
bution Templ:

2| Distribution Templates on "kitchenaid_ps"
Drefault. kst Document Centre 24, Metwork Scanning Public Repository
swantuck.x5T Document Centre 24...
scanuserssT Document Centre 24...
elukaz 5T Document Centre 24, combined destination template
izemail st Document Centre 24...

1 object(z] selected i

Figure 2-3: Distribution Template Window

Opening the Distribution Template Window

Y» To open the Distribution Template Window:

1 From the Xerox Network Scanners Window, select a connected Document
Centrein the list of available scanners.

2 Double-click the scanner name.

-OR -

Select Scanner > Open Templates.
The Distribution Template Window opens.
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Opening Template Files

» To view the Properties for an individual template:
1 Sdect atemplate from the list of distribution templates.
2 Double-click the template name.
-OR -
From the File Menu, select Open.

The Template Properties appear.
Mew Distribution Template x|
Diistribution | Settingsl
[Destinations | Type |
A [SMTP:Kristi. Kibler@widget ... Scan to E-mail
712221111 Scan to Fax

(23 elukas an \eme-0815kdev “ayz... ScantoFile

Add - Eemoye | Braperties I

Description:

Template Language Yersion 1.3 About... |

Ceirslifars oK ] _ Corcol | Hep |

Figure 2-4: The Template Properties dialog
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Creating and Editing Distribution Templates

Creating Distribution Templates involves selecting your preferencesin four primary
aress:

m  Choosing the Template Destination (the Distribution tab)

m  Enabling Optical Character Recognition (OCR) (the General Folderstab or
General E-Mail tab)

m  Setting Scan Processing Options (the Scan Settings tab)
m  Setting Document and Image Options (the Advanced Options tabs)
Each category is explained in detail on the following pages.

NOTE: When you create scan templates, you can start with a completely new
template (as these instructions will describe) or you can select an existing
template, rename it, and simply edit the current settings. For more information on
renaming templates, see Renaming Distribution Templates on page 2-34.
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Choosing the Template Destination

The Distribution tab appears first when you open a distribution template. Template
destinations can be added, deleted, or edited from the Distribution dial og.

E Scan to E-Mail

B3 Properties of elukas X5T E
Diistribution | Settingsl
[Destinations | Type
A [SMTP: eluk as@stamet. net Scan to E-m

Scan to Fax

- Scan to Folder

@ ftpe#413.138.148.33/liz_scan/ow_scan/datasusersfelukas  Scanto File

Destination | | »
Options
Add  w Hemoyve | Broperties |
[ Folder  » |
The roll-out list Dther..

shows up to 8 of
your most-recent
destinations. It does
not appear until
after the first time
you create a

€k Fax

About.... |

template. )
Caniralifzrs

QK I Cancel | Helg |

L Use the
Other
selection on
the roll-out
list to open
the General
Destinations
tab.

Figure 2-5:

The Distribution tab

The Destinations list shows any destinations to which the template is currently set to
scan. A single distribution template can scan to multiple destinations. Beside each
destination is an icon representing the destination type. The first time you open the
Distribution tab, it shows only your default template destination—typically your
document folder on the scan server. As you add more destinations to the template,

they appear in the Destinations list.
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When you create a scan template, you have several scan destination options:

Folder—scan a document an