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TeleForm Installation Lab

Purpose

The purpose of this lab is to help understand the different types of TeleForm
installations, the different installation options, installation requirements, and to do a
TeleForm installation for use with future labs.

Objectives

e Fully understand the TeleForm installation requirements and process.
e Successfully install TeleForm V10 on your machine.

Instruction Type

Presentation
Hands on Lab

Lab Exercise

The following will walk you through all of the necessary steps required for the
hands on portion of this lab.

Step 1 — Check System Requirements

Before beginning the installation, you must make sure that your system meets the
minimum requirements set forth for TeleForm V10.

Mandatory Requirements (Desktop/SU NFR)
Hardware
Intel® Pentium® Ill-based processor running at 600 MHz or higher
500 MB free hard-drive space for complete installation
256 MB of RAM
VVGA color or better monitor
CD-ROM drive
Network Card
Mouse

Software
Microsoft Windows 2000 Pro or Windows XP Pro

Other optional items
Compatible scanner
Compatible fax server
MS SQL Server 2000 SP3 (or higher)
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TeleForm Installation Lab

MS SQL Server 2005

Step 2 — Backup Existing TeleForm System

The following section is only applicable to systems that are being upgraded. If
this is a new TeleForm install go to Step 3 — Create TeleForm database.

Full System backup

It is important to note, that for a production system prior to doing any of the steps
below to backup individual pieces, or install, a complete backup should be performed on
the TeleForm Server (where the TeleForm directory is located) as well as the TeleForm
database. For the purpose of this exercise, we will skip these steps.

Create a backup folder

Create a folder on your system that we can backup all items from the current
TeleForm system (i.e. C:\TeleForm backup).

Exporting forms

Although we will do a System snapshot, it is always a good idea to manually
backup all important (production) forms and scripts manually. This way if you only need
one particular item, a complete system restore wouldn’t be necessary, you can simply
import the particular item.

1. Open TeleForm Designer.

2. Select File, Forms.
3. When the Forms Dialog opens, select the Forms you wish to Export.
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Status |
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Open I

Close

Help

Right Click and Choose Export.
Check Export Dictionaries

Select TFT as the format to export the forms in.
Place the forms in your TeleForm backup directory (created earlier in this
exercise) in a folder called Forms.

x
= 5 Farms Title | FomID | Modified |~
-] Customers [] Full Page OCF Farm 58594 0542042005 11:51:31 AM
#-1 Demos [%] sample1040ez 13896735 12/02/2005 11:04:41 &M
L1 Examples [ sampleForm 37163 01 /032006 12:47-09 P
3 Oid Forms [ States 19583 10/04/2005 10:15:38 A
= Sample Foms [ studentsForm 20223 12/082005 01:17-12 PM
j tsefttem EUE [ test 4497969 O2/15/2006 11:20:30 &M
{5 Xerox Sample Fom [] Test DS Expont 23560 0241342006 11:53:21 AM
[] Test eForm 45378 1241342005 071 3:29 PM
[] Test eFom 2 25190 02/15/2006 05:1 2:53 P
D Test Get Images Form 52124 01/06/2006 10:05:53 Ak
[} test script 2 39575 03431 /2006 02:45:11 P
[&] test2 5783647  02/15/2006 12:55:55 P
«| | »|| &l TestFomiD2 5EE52 1041142005 0d:41:25 PM |

[V Ezport dictionaries with forms

Export Famat | TeleForm (TFT)

j Eroperties... |

Export a zingle file in TeleForm TFT format to diskette or directon

Todirectory

C:\HE ackuphForms'

Export

Canicel

Help
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8. Click Export to Export the Forms.

*NOTE - Because you are only able to select visible forms for export, you may
need to repeat this step for other folders. Again, it is worth doing this for any form
you feel may be “Important”, but may not be necessary for all forms.

9. Create a new Directory in your TeleForm backup directory called “Scripts”

10. In Widows Explorer, locate your TeleForm directory (By default in 9.1,
C:\Program Files\Verity\TeleForm).

11. Locate all Script files (both Basic Script and VBA)

12. An easy way to locate all of these files is to search for them by extension.

13. Click the Search button in Explorer (or F3)

14. Click “All Files and Folders”.

15. In the file name field type “*.tfs,*.tfx,*.vb?”. This will find all basic Script
files (.tfs and .tfx) as well as VBA script files (.vba, .vbi, .vbe, .vbl).

-l
File Edit “ew Favorites Tools Help | :,'
O Back - ;) - ? p Search Folders | El -
Address IJ Search Resulks j Go
Search Companion I In Folder I Slze I Type
confirrm, tfs CiProgram Filesiverity! TeleForm 10KE TFSFile
C:\Program Files\Yerity! TeleFarm FKE TF¥File
:::.:5 ‘;ﬁ;e :lf fr‘::nfiswhat CiiProgram Filesiverityi TeleForm ZKE TFSFile
o w.antez? CiProgram Filesiverity! TeleForm ZKE TFXFile
- . C:\Program Files\Yerity! TeleFarm OKE TFSFile
es, Finished searching C:\Program Files\verity| TeleForm 1KE TFXFile
No, refine this search C:iProgram Files\Yerity\ TeleForm 36 KB WBA File
and... C:\Program Files\Verity\TeleFor ... 41 KB TFSFile
Change File name or Ci\Program Filesiverityi TelsFar, . 31KE TFXFile
keywords :\Program Filesiverity\ TeleFar, 43KE TF5File
Change whether hidden C:\Program Filesiverit\ TeleFor .. 0KE TFXFile
;nc‘l:'u;:jtem fiess C:\Program Filesiverityi TeleFor... 96 KB WBSCcript Encoded
CiiProgram Files\verityi TeleFor, ., 794 KB WBScript Encoded |
jloulmayialsaleantos C:\Program Files\Yerity\ TeleFor... 65 KB WBScripk Encaded !
Sort results by C:\Program Files\Yerity\ TeleFor... Z7KE VEBLFile
category Ci\Program Filesi¥erity| TelsFar ., 131 KB WBIFile
::Ff‘:r‘l:‘lstlil:l’ts C:\Program Filesiverit\ TeleFor .. 23KE VELFile
C:\Program Files\Yerity\ TeleFor... S0KE VEL File
,.) Start a new search CiiProgram Files\verityi TeleFor, ., 36 KB WEL File
C:\Program Files\Yerity\ TeleFor... 27KE TFSFile
C:\Program Files\Yerity\ TeleFor... 19KE TFX%File
C:iProgram Files\Werityi TeleFor, .. Z9KE TFSFile
C:\Program Files\Yerity\ TeleFor... Z0KE TFXFile
C:\Program Files\Yerity\ TeleFor... 1KE WEF File
CiiProgram Files\verityi TeleFor, ., 1KE WEW File
| o]

16. Click Search
17. Copy all script files to your TeleForm Backup\scripts folder.

Saving the System Snapshot

In addition to manually copying important files, we can also use the TeleForm
Migration Utility to create a System Snap Shot for us. This system snap shot will contain
all part of the system that may be needed to recreate it (forms, scripts, user info, etc).
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Close any TeleForm applications (or services that are running).

Locate the TeleForm Migration Utility (tfmigutl.exe) in the TeleForm workstation
directory (by default in 9.x c:\Program Files\Verity\TeleForm).

Double Click the Executable to open the Migration Utility.

Select “Save System Snap Shot” from the Tasks drop list.

Select all items in the list.

TeleForm Migration Utility M= E3

Operation I Save snapshot j

Cateqories |w]Forms
[wIMI files

MLicense files
[w|Profiles/User datsbaze
(W] S ystem scripts
[w|Phone book files
[w|Dictionaries

[wkerge zetup records
(w5 hape library files
[wlJob configuration files

Last snapshot path |C: S0 oacuments and SettingstcvonburghDesktopiConnections Dem

Start | Cloze |

Click Start.

You will be prompted to choose a location to save the file. Save this file in your
TeleForm Backup Directory (the directory created earlier in this exercise).
When the operation is complete, close the utility.

Backup the TeleForm database

It is important to note, that although we have backed up TeleForm files both

manually and through the Migration Utility we do not have any backup of the TeleForm
database which contains much of the system data. In addition to the full backup of the
database mentioned earlier, it is a still a good idea to ensure that we have also backed up
the database with all of the other components.

The following section will walk you through the steps needed to backup your

TeleForm database. Please note, these steps require access to the database via the MS
SQL Enterprise manager which may require an installation of MS SQL. If you are using
MSDE and don’t have Enterprise manager, please go to Step 3 — Create TeleForm
database.

Open MS SQL Enterprise Manager.
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Click SQL Server Group, Local to access your MS SQL Server (please note, your
server group could be named differently).

Expand the Databases Folder.

On the TeleForm database, Right click and choose All Tasks->Backup Database.

il SOL Server Enterprise Manager - [Console Root'Microsoft SQL Servers\SQL Server Group'(local) (windows]

'ﬁ] File Action Yiew Tools Window Help
s OEXERE|(2 N0 B
(1 Consale Root TeleForm 10 Items
E|- Microsoft SQL Servers = = —
B0 56L Server Group fﬁj”" @
-y lacal) (Windows NT)
=1 Databases

Diagrams Tables Wigws Stored Users
Procedures

Mew Database...

Mew 3
#-{1] Management

E
E All Tasks Import Data..,
(-] Replication et —
] Security Yiew p | EEEREE
(1] Support Ser Mew Window from Here Maintenance Plan. ..
- MetaDatas——  Generate 50L Scripk...
Delete
Refresh
Export List... Restore Database....
Properties Shrink Database...
‘7 Detach Database. ..
=D Take Offine

Copy Subscription Database. .
‘iews Replication Conflicts, ..

In the Database Backup Dialog, your TeleForm database should be selected.

QL server Backup - TeleForm

General | Optians |

Databasze: ITeIeForm j
Mame: ITE|BFDII‘I‘I backup
Drezcriphion; I

Backup
¥ Database - complete
' Database - differential
£ Tranzaction log
£ File and filegroup: _I

Destination

Backup to: ) Tape = Disk

Femove

Owenwnite

= Append to media

™ Dverwrite existing media
Schedule

2
Contents... |
=

™ Schedule: I

] | Cancel | Help |
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6. Click the Add button in the destination section of the dialog.

Backup Device Location - {local) E3

File name:

Selected file:

=3 cvonburg |

@ LiquidOffice
-1 Application Data

-D Cookies
E-] Desktop
-0 Awis- TCP-bon

429 Backup
-] build10043_Englih
-2 Connections Demos
#-C] Conmections PPTs
M- Ecore Project
- Wew Encore Project
-1 Roadshow Stuff
-2 TeleForm 10 Clazsification and Extraction Demo
-2 TF Backup
----- LiquidOffice Management Conzale. Ink ﬂ

ITeIeForm Database Backup

C:ADocuments and SettingshovanburghDeskiopsB acku

Ok I Cancel |

7. Browse to the TeleForm backup Directory (created earlier in this exercise). Name
the File TeleForm Database Backup.

©o

Click Ok.

9. Click Ok on the Database Backup Dialog. MS SQL will back the database up to

the selected file.

S0L Server Backup - TeleForm
General | Dptionsl
Databaze: TeleFarrm
MHame: ITeIeForm backup
Description: I
Backup

%" Database - complete

" Databage - differential

™ Transaction log

" File and filegroup:
Destination

Owenwrite

Schedu

—

Backup ta: ! Tape % Disk
C:yDocurments and 5 ettingshcvonbunghD

Add...

Femove |
_pl Contents... |

% Append ta media
 Dvemrite existing media

[ Schedule: I _I

le:

Ok I Cancel | Help I

10. Close Enterprise Manager.
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Step 3 — Create TeleForm database

The following section outlines the steps needed to create a new MS SQL database
and SQL user for TeleForm to use. If you are upgrading and already have a database or
are planning on using MSDE (don’t have MS SQL installed), please go to Step 4 — Install

TeleForm.

1. Open MS SQL Enterprise Manager.
2. Click SQL Server Group, Local to access your MS SQL Server (please note, your

server group could be named differently).
3. Right click the MS SQL server and choose properties.

DE']] File  Action Wiew Tools ‘Window Help

:m SQL Server Enterprise Manager - [Console RootMicrosoft SQL Servers\S0L Server

¢+ BE X FRB|2 ¥|ANLO®E3

|_ Console Root
=] Microsoft SQL Servers
E-) 5QL Server Group
=-
#-{_] Datahas
-] Daka Tr
[:I Manager

{local) {windows NT) 6 Tems

@ &

Mew S0L Server Registration. ..
Edit SOL Server Registration properties...
Delete SQL Server Registration

{11 replicati
[:I Security
{:I Support
(-[Z] Meta Da

Disconnect
Stop
Pause
Start

New 3
All Tasks 3

View 3
New Window From Here:

Refresh
Export Lisk. ..

Properties

Help

E &

snagement  Replicz

4. Select the Security tab. Ensure that “SQL Server and Windows” is selected for
Authentication. If it is necessary to change this setting, you will have to restart
your SQL server in order for these changes to take place.
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Server Settings | Databaze Settings | Replication | Active Directom |

General

— Security

&

| Memom | Processor Security Carnections

SOL Server provides authentication based on Windows
accounts and a named SOL Server login 1D and pagsword,

Authentication:
 Windows only

Audit level
&+ None " Failure
" Success Al

Owirnerzhip chaining:
[~ Allow cross-database ownership chaining

— Startup

;
s

zelvice account

Start and run SOL Server in the following account:

PBaszward: I

&' System account

" This account

=]

0K I Cancel | Help

5. Click Ok to close the

Properties Dialog.

6. Right click the Databases Folder and choose New Database.

Hi SOL Server Enterprise Manager - [Console Root'Microsoft SOL Servers\SQL Server Group'{local) (Wind

n%] File Action Wiew Tools Window Help

e | BE XE DB 2]k

~NB- @ B0

(11 Console Root
E-G S0L Server

Er=

E
E
-] Repl
E

R 4

4

=
B Sup
B[] Met

= a’ (localy (Windows MT)

#-{_7] Data Transformation Ser
71-{_] Management

EHC0 Security

Logins 3 Ikems

-9 Micrasoft SQL Servers Hame * [ Type [ Server Access
S % BILTLTIN| Administratars Windows 5., Permit
Qsloadm\n Standard Permit

Standard Permit

All Tasks 2

New Window from Here:
Refresh

Help

T

lication

Logins

Server Roles
Linked Servers
Remate Servers
port Services

a Data Services

7. Name the database TeleForm.

Page 10



TeleForm Installation Lab

Database Propetties - TeleForm

General | Data leesl Transaction Lugl

@ Hare: [TeleFam
Database
Status: [Unknown]
Owurer; [Unknown]
Date created [Unkmnown)
Size: [Unkhown]
Space available: [Unknawn]
Number of users: [Unknown]
Backup
Last database backup: None
Last transaction log backup: None
Maintenance
Maintenance plat None
Collation name: I[S erver default] j

Ok I Cancel Help

8. Click Ok to create the Database.
9. Expand the Security Folder and Right click Logons, Choose “New Logon”.

"fii SOL Server Enterprise Manager - [Console Rool crosoft SQL Servers'SQL Server Group'{local) (Wind

% File  Action ‘iew Tools Window Help

s BEXERB] 2]k

~NB- @ B0

D Console Roat Logins 3 Ikems
EH 'E Micrasoft SQL Servers Mame 4 | Type | server Access
B .? é‘;" (‘S:E';’I)E'(\E::zws . 8 BT TIN|Administrators Windows G...  Permit
21 Databases loadmin Standard Permit
sa Standard Permit

BackendDB
LiquidOffice
master
model
msdb
Morthwind
pubs
TeleForm
tempdb
[ Data Transformation Ser
B-_] Management
B2 Replication
B0 Security

Wigtat 3
Mew Window from Here

B0 Support
-] Mets Dz Refresh
Export List...

Help

10. Name the user tfadmin.
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S0L Server Login Properties - New Login

General | Server Holesl D atabaze .&ccessl

% Mame: Itfadmin _|

Authentication

" Wwindows Suthentication

[omain; j

Secuity access;

%) Grant access

) Deny access

{* SOL Server Authentication
Password: I xxxxxxx

Defaults

Specify the default language and databasge for thiz login,

= Database: Imasler j
=

Lanquange: I <Default:

Ok I Cancel | Help |

S0L Server Login Properties - New Login

Genelall Server Roles  Database Access |

Specify which databases can be accessed by thiz login.

Permit |Database |User -
8 Backen...

O Liquiddfiice

8 Morthwind

@ TeleFarm  tadmin

OB  master

O @ model

— B

=
|

L atabaze roles for 'TeleForm';

Permit in Database Role [«
£ public
] €| db_owner
|:| ﬁ db_accessadmin
1% db_securityadmin

1€ db ddiadmin I

Fropertiez |
Ok I Cancel | Help |

11. Select SQL Server Authentication. Set the users password (it is recommended for
the exercise to set the password to match the username, i.e. tfadmin).

12. Click the Database Access tab.

13. Select the Newly created TeleForm database from the list of databases.

14. Select “db_owner” in the Permit in Database Role portion o the dialog.
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15. Click ok to save the settings for the user.
16. Confirm the password.

Confirm Password |

[]d passwarnd: I

Confirm new paszword:

Ixxxxxxx

0k, I Cancel

17. The database and user have now been correctly created. Close Enterprise
Manager.

Step 4 — Install TeleForm

Now that we have properly performed all preparation for the TeleForm install or
upgrade, we are ready to begin the installation of TeleForm V10.

1. Run the setup.exe for the TeleForm install.
2. When the Install billboard appears, select Install TeleForm.

¥ Cardiff TeleForm ¥10.0 M= =

CARDIFEF

TELEFORM’

Instali Products

B TeleForm
Click toinstall TeleForm.

B web Capture Option
B Remote Capture Station
® eForm Option

B Documentation

i

Install Contact
Products Cardiff

Exit

www.cardiff.com/teleform

3. Please note, because of a macro that is installed by DocuCom, if any Microsoft
Office Applications (Word, Outlook, etc) are running you will be asked to shut
them down before proceeding.
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Cardiff TeleForm 10.0 Setup E

Files in Use
Some files that need to be updated are currently in use,

The following applications are using files that need to be updated by this setup. Close these
applications and click Retry to continue

Microsoft Office Application(s) (WINWORD. exe)

lanore Cancel

@ |CARDIFF

4. The Install shield Wizard begins. Click Next.

Cardiff TeleForm 10.0 Setup [ <]

‘Welcome to the InstallShield Wizard for TeleForm

The InstallShield® ‘wizard will install TeleForm on your computer. To continue, click Next

@|CARDIFF [ cBax | [ fHetsi |

5. Read through and Accept the License Agreement. Click Next to continue.
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License Agreement

Pleage read the following license agreement carefully,

VERITY, INC.® =
partof the A Group of Compani

SOFTWARE LICENSE AGREEMENT

Cardiff™ TeleForm® and Cardiff™ Liquid Office® IMPORTANT - READ
CAREFULLY

CAUTION: THE FOLLOWING IS A BINDING CONTRACT BETWEEN YOU
IAND VERITY, INC. (“VERITY™). BY OPENING THIS SOFTWARE PACKAGE
AND INSTALLING THE SOFTWARE AND CLICKING ON THE “I ACCEPT”
[BUTTON BEL OW, YOU AGREE TO THE TERMS OF THIS AGREEMENT.

1. License Grant
a. Product. Bubject to the terms and conditions of this Agreement, Verity

grants to you a personal, nonexclusive, non-transferable, non-assignable license to
linstall and use the accompanying software and documentation (together, the LI

& | accept the terms of the license agieement

" | do not accept the terms of the license agreement

g l CARDIFF < Back | ‘ Mewt » Cancel

6. Enter your License Code.

*Note - It is important to note that it is the license code that determines what type of
install is actually performed. A single install is used for all tiers of the product
(Desktop, Workgroup, Enterprise, and NFR), however the code that you enter here is
what determines how the install will actually run.

Cardiff TeleForm 10.0 Setup [ %]

License Code

Flease type in vour Licensze Code. |t can be found on the license sticker located on the outside of
the CD packaging.

License code:

@ |CARDIFF <Back | | Nest> Carcel

7. Click Next to continue.
8. The License Summary Screen is displayed. Review this and click next to

continue.

Page 15



TeleForm Installation Lab

Cardiff TeleForm 10.0 Setup

License Information Summary
Please review vour license information.

Setup has determined the following information from your License Codes. [f this information is
incomect, please contact pour S ales Representative.

Current Settings:

Product Installed is Enterprise.

5 Reader Licenses

5 Designer Licenses.

5 Verifier Licenses

5 Scan Station Licenses.

% Remote Capture Station Licenses.
5 Autoferge Publisher Licenses

1 WWarkstation License.

63 Weh Capture User Licenses
WediClaim Activated.

eForm Activated.

Intelligent Document Recognition Activated
OpenText Livelink Activated.

FileMet Panagon Activated

@|CARDIFF \

‘ | Hest > | Cancel

9. Choose the folder to install TeleForm to. On a fresh install this will default to
C:\Program files\Cardiff\TeleForm, however upgrades will default to the previous
installations directory. If upgrading, don’t change this folder.

Cardiff TeleForm 10.0 Setup | x|
Choosge Destination Location

Select folder where setup will install files.

Setup will inztall TeleFarm in the follawing folder,

Tainstall to this folder, click Mext. Toinstall to a different folder, click Browse and select another
folder

Destination Folder
(E'\Prngram Files\CardiffsTeleForm Erowise...

@|cARDIFF | Bk | i

Cancel

*Note — Had we been performing a multi-user install on a server, we would be prompted

for both the TeleForm Directory (Share directory, mapped drive or UNC) as well as the
server’s local workstation directory.

10. Select the type of install. For the purposes of this exercise choose Complete.
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Cardiff TeleForm 10.0 Setup [ x|
Setup Type

Select the setup type ta install

Flease select a setup type.

@ All program features will be installed. [Requires the most disk space.]

' Cugtom
@ Select which program features you want installed. Recommended for advanced
LSErs.

@ |CARDIFF | <Back | [ News> |

11. Provide a workstation name. This will default to the machine name for new
installs or the name used previously on upgrades.

Cardiff TeleForm 10.0 Setup

Workstation Mame

Please enter a name for this TeleFaorm workstation.

MOTE: The workstation name must be unigue for each waork station.

Name: | PIDEIDE

@|CARDIFF | <Back || Hes

*Note — The TeleForm Station name and the windows name do not have to match,
although keeping them the same can be help simplify things when looking at all
TeleForm system names.

12. If you are planning on using a scanner with this machine, choose “Yes” for
Scanner support.
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Cardiff TeleForm 10.0 Setup [ x|

Scanning Interface Selection

Choose scanning interfaces for pour worlestation,

Please indicate whether or not this work station will be used for scanning images.
MNOTE: If you select es', please review the Readie file for more setup information

F ey
7 No

@|CARDIFF | cBack | Hews |

13. If you will be using TeleForm with a fax server, choose the Fax type from the list.
Please note, this exercise will not go through configuring Fax, so you will have to
configure the fax agent on your own after the installation.

Cardiff TeleForm 10.0 Setup B
Fax Options

Choose a fax server for your workstation.

Flease select a fax server.
MOTE: The selected fax software should be installed and working prior to instaling TeleForm.

" Castelle FasPress
= Optus FACSys

" Captaris RightFas
" Equisys Zetafax
" WinFax Pro

@|CARDIEF cBack | | e

14. Click next to continue.
15. Choose SQL server or MSDE. If using MSDE go to stepl7.
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Catdiff TeleForm 10.0 Setup E
Setup Type

Select the setup type that best suits your needs

Please specify which database engine you want to use.

% 501 Server - You must have a working SOL Server

= MSDE - Wil be configured by the Setup.

@|CARDIFF [ g || mews |

16. Type the SQL server connection information TeleForm will use. If this is an
upgrade, TeleForm will default to the database information from the previous

install.
Cardiff TeleForm 10.0 Setup B

Databage Server

S0L Server information

Please specify the following information

Select or enter a SOL Server name:

localhost j

Infarmation to lag on to the server:

 UseWindows NT Integrated securily

& Use a specific user accaunt

User name:  |tadmin
Password [T]

Select or enter a database name:

TeleFom

@|CcCARDIFF [ cBack | [ news

*Note — TeleForm will attempt to connect to the specified database in the install. If no

error message is displayed, the connection was successful. If an error message is

displayed, ensure that you have provided the correct database information and that you

have access to the specified server and database.

17. Choose the Start Menu program Group, click next to continue.
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Cardiff TeleForm 10.0 Setup [ x|
Select Program Folder

Please select a program folder

Setup will add program icons to the Program Folder listed below. v'ou may type a new folder name,
or select one from the existing folders list. Click Mest to continue.

Program Folder:

Ezisting Folders:
Adrniriztrative Tools
Adobe

Cardiff LiquidQffice
DOCuStar
FarmBridge

Games

Javawieb Start
Microsoft Dffice
Mozilla Firefox
SmarterT ools Inc

SOL Server LI

@|CARDIFF | <Back | | New> | Cancel

18. The installation summary screen is displayed. Verify all settings and click next to

continue.
Cardiff TeleForm 10.0 Setup [ %]

Start Copying Files

Fieview settings before copying files.

Setup has enough information to start copying the program files. |f you want to review or change
any zettings, click Back. |f you are satisfied with the settings, click Mest to begin copying files.

Current Settings:

TeleForm Install Surmmary: o

TeleForm Directary location:
ChProgram Files\CardifiTeleFarm

TeleForm Folder:
Cardiff TeleFarm

WWorkstation Mame:
CWDEMO1 b

Selected Components

Program Files
Help Files =

@|CARDIFF

| | Mest » | . Cancel

19. TeleForm will now begin to copy files. This will take several minutes depending
on the speed of your machine.

20. Because the DocuCom driver installs some Office macros, you may be prompted

to shut down any Microsoft Office Applications that are running (Word, Outlook,
etc).

Page 20



TeleForm Installation Lab

Cardiff TeleForm 10.0 Setup [ x|
Files in Use
Some files that need ta be updated are currently in uze
B mm
mx' The following applications are using files that need to be updated by this setup. Close these

@|CARDIFF |

applications and click Retry to continue.

Microsoft Office Application(s) (WINWORD exe)

| | lanore | Cancel

21. When the install has completed copying files, you will be reminded to Activate
TeleForm before its first use. Click Ok to continue.

Cardiff TeleForm 10.0 Setup

3/

‘fou sk ackivate TeleForm before the First use,

Flease remember ko open TeleFarm License Manaager and Follow the activation process,

]|

22. The install complete dialog is displayed. Click ok to complete the installation.
You may be prompted to reboot your system.

Step 5 — Activate TeleForm

Normally prior to use, you would activate your TeleForm license. TeleForm now
allows a two week grace period for activations. For the purposes of this exercise we will
not activate and will use the grace period. Please familiarize your self with the steps
below to activate a license.

1. Open the TeleForm License Manager (on the TeleForm Server for multi-user

installs).

2. From the File Menu, choose Activation Wizard.
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¥\ TeleForm License Manager - |EI 5[
File Help

License Infa...

|Run the product activation wizard 4

3. The Activation Wizard Starts. Click Next to continue.

TeleForm Activation Wizard E

Welcome

‘wielcome to TeleForm Activation Wizard

Thiz wizard will guide you through the activation process.

¢ Back Cancel |

4. Read through the Activation overview, click Next to continue.
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TeleForm Activation Wizard x|

Activation Dverview

TeleForm has not yet been activated. |t must be activated before it can be
uged.

The activation process will be completed in bwa steps. [F thiz machine does nat
have an interet connection you wil also need a pen and paper to wiite down
the information.

Step 1: Obtain Activation Code

The Activation ‘Wizard will ask if you already have an Activation Code.
If vou do not have an Activation Code, the ctivation ‘wizard will supply
the: information you need ta obtain one from the Activation Center web
site.

Step 2 Enter Activation Code

The Activation ‘wizard will prampt pou ta enter your Activation Code.
Once you have entered the Activation Code, the process is complete,
and you may begin using TeleForm.

To begin the activation process, click Next.

< Back Cancel |

*Note — Remember, for this exercise we are not activating. Please just read through these
instructions.

5. If you already have an Activation code, chose Yes to enter it. If you don’t have an
Activation code, choose No to generate the code.

TeleForm Activation Wizard |

Obtain Activation Code

Step 1 2

Do you have an Activation Code for this product already?
To uze an existing Activation Code, select Yes.
If you do not have an Activation Code or cannat find it, select Mo,

Selecting Mo will take you to the Activation Center where you can
retrieve pour Activation Code.

< Back I Mest » I Cancel
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6. Follow the provide links to the online Activation Center. Once the Activation is
completed online, you will receive an Activation Code. Enter this code in the
Activation Wizard.

TeleForm Activation Wizard |

Obtain Activation Code

Step 1 2

The following information must be available to activate TeleForm:

Machine ID: |MADSDS-1USHK 341001 0-00A062-E K524

There are two options for obtaining your Activation Code: Automatic and Manual.

+ For automatic activation, visit the Activation Center at
https: ##activation. cardiff. com/activate. vou will be azked for your Machine 1D, Please
follows the instructions in the Activation Center when pou arrive.

Click here to visit the Activation Center now.

+ For manual activation, contact Cardiff at [7E60] 936-4807. ou will be asked for your
Machine I, please have it available before calling.

Once you have obtained vour Activation Code, click Mext to continue. “v'our Activation Code
iz required for the next step.

Click the print button below ta print this dialog.

Prirt | < Back T HEm s Cancel |

TeleForm Activation Wizard x|

Enter Activation Code

Step 1..2

Please enter your Activation Code below and click MNext to
continue.

< Back I et Cancel

7. Click next to continue.
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TeleForm Activation Wizard | x|

Activation Complete

Caongratulations. *ou have successfully completed the
activation process and are now able to begin using
TeleForm. Thank wou for choosing TeleForm For pour
capture and processing needs

8. The Activation is now complete. Click Finish and Close the License Manager.

Step 6 — Verify Installation

Now that the System has been installed and activated, you can verify the
installation. You may want to open several of the TeleForm modules to verify they open.
If this was an upgrade, verify that any forms, scripts, or other items are still accessible in
the system.

Other Post install items

System backup

After the installation has been completed and verified it is a good idea to backup
the new TeleForm system. In case something were to happen to the system, these
backups could be extremely useful in that you could quickly restore the system to its
current state. This would be very similar to the backup that was done prior to the
installation:

e TeleForm server/machine and database backup
e Manually exporting forms and scripts
e System snapshot from Migration Wizard.

Macros Message in Office Applications

When the DocuCom PDF driver is installed, it adds a Macro to allow Microsoft
Office Applications to create PDFs with it. When starting or closing Office Applications
(Word, Outlook, etc), you may receive a message about Macros.
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£ Microsoft Word =151
© File Edit Vew Insert Format Tools Table | window Help Adobe PDF  Acrobat Comments Type a question for help
Biu - - -rruEEsEEsEE-Y-AF

The macros in this project are disabled. Plaase refer ko the arline help or documentation of the host application to
determine how ta enable macros.

Page 37 Sec 1 T A S 3 coli REC TRK EXT owe OF

#start| [B @ 7Y * ) Installation | s buldtooes_engish | [#] microsoft word | [ microsaft visual Basic « G 12:16 M

In order to stop this message from appearing, you can do one of several things.
The Office Macro Security level can be decreased (not recommended).
The Macro can be added to the trusted list.
The Macro can be removed (steps below).
1. In Windows Explorer go to your Office Installation folder (by default
c:\Program Files\Microsoft Office\).
2. Go to the Officell\Startup Folder.
3. Notice the PDFWord.dot file. This is the file that contains the DocuCom
Macro. Removing the file will stop the message from appearing when Office
applications are opened or closed.
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File  Edit  Wiew

Favarites  Tools  Help

& Installation 1 ] B3

| &

O - O
Address |5 Cripoo

File and Folder

Em Rename this
@ Movwe this fil
D Copy this file
&% Publish this f
web
:j E-rnail this fil
o Print this file
X Delete this f

Other Places

|5 Roadshow 5
D My Documner
I Shared Doc
':J ¥y Compute
g My MNetwiork

Details

Installation sc
shots.doc
Microsoft Word C

Dake Modified: Tr
26, 2006, 12:117

- I'ﬁ; /:) Search || Folders | -
& STARTUP 1= B3
File Edt Wew Favorites Tools  Help ‘ ':f

@
/- Search i~ Folders

Q-0 11 =

Address [[=) C:\Program Files{Micrasoft OfficelOFFICELL|STARTUP

ﬂGn

File and Folder Tasks & | L ] @

Wi Rename this il ~$FMaker, dot PDFMaker.dot [f8
[ Move this file

D Copy this file

@ Publish this file to the
eb

() E-mail this file
iz Print this file
. Delete this file

Other Places ES

(=) OFFICELL

D My Documents
|5y Shared Documents
g My Computer

g My hetwork Places

Details £

PDFWord.dot
Microsoft Word Template

Date Modified: Friday,
MNovember 21, 2003, 5:20 PM

Siger 1,10 MB ;I

dot:

Eo@ ) P nstalstion |} STARTUP

« Ty 12:17FM

*Note- Removing this file will remove the capabilities to create a PDF using the
DocuCom driver from Office. This will not affect any other PDF capabilities you may
have in office from other vendors such as Adobe.

4. Remove the PDFWord.dot.

Exercise Questions

1. What utility can be used to generate a System Snap Shot of a TeleForm system?

2. Name at least two items that can be saved in the System Snap Shot using this
utility?

3. How many directory locations must be specified during a TeleForm Workgroup
or Enterprise Server install? What is the purpose of each directory?

4. How long of a Grace Period is there before a TeleForm license must be activated?
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