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Omtool support and sales

Online resources
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Customer service and technical support

Contact Omtool Customer Service or Technical Support using any of the following methods:
e Phone: +1/1 978 327 6800 or +1/1 888 303 8098 (toll-free in the US)
e Fax:+1/1 978 659 1301

e  E-mail: customerservice@omtool.com or support@omtool.com

Technical support requires an active support contract. For more information, go to http://www.omtool.com/support/
entitlements.cfm.

Sales, consulting services, licenses, and training

Contact Omtool Sales using any of the following methods:
e Phone: +1/1 978 327 5700 or +1/1 800 886 7845 (toll-free in the US)
e Fax: +I/1 978 659 1300

e E-mail: sales@omtool.com
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Section |: Introduction

This section includes:

Introduction to CostRecovery (I-1)

Features (1-2)

Introduction to CostRecovery

CostRecovery is a stand-alone application for AccuRoute and Genifax that extracts information from Omtool server
applications for billing purposes.

CostRecovery creates a file that contains the information extracted from the Omtool server database. You can post
this file to your billing system, which enables your company to bill the appropriate client for:

e fax or e-mail messages sent, if your company uses CostRecovery with Genidocs or Genifax.

e message transactions such as copying or scanning documents, if your company uses CostRecovery
with AccuRoute.

Note This manual includes information about using CostRecovery with Genifax, Genidocs and AccuRoute.
When you install CostRecovery, it is customized with information specific to the Omtool server
application you use. For this reason, some of the images of CostRecovery screens displayed in this manual
will not necessarily exactly match what you see when you run CostRecovery. The appropriate Omtool
server-specific images or procedures are provided where necessary to enhance your understanding of the
program.

CostRecovery runs with the following Omtool server applications:

e Genidocs - This messaging solution enables users to send e-mail messages with attachments and have
the message contents, including the attachments, packaged in a ZIP file, converted into a PDF file, or
left in their original formats, before being sent to the specified recipients. Advanced options in
Genidocs provide security for the sent e-mail messages. Users can send e-mail messages with
encryption or digital signatures. Other security options include requiring the recipient to read and
agree to certain terms and conditions prior to opening the e-mail contents and enabling the recipient
to send a secure reply to the original sender.

e Genifax - This enterprise fax server solution enables users to send and receive fax messages from
their desktops using a variety of supported e-mail programs, including Microsoft Outlook, Lotus
Notes, and SMTP mail clients. When sending faxes with Genifax, users can opt to include cover pages,
billing codes, and access codes. They can also request notification from Genifax about their sent faxes,
including notification as to whether the message has been successfully sent.
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AccuRoute - This application integrates with Xeroxe Office Software. It enables users to scan paper
documents to a computer network and route them to one or more destinations. A user creates a
cover sheet that contains sender information, recipient information, and instructions. From a Xerox
Document Centre, the user scans the cover sheet along with a paper document to the Xerox
FlowPort server. Following the instructions on the cover sheet, FlowPort software routes the
document to designated locations on the server. AccuRoute server software then processes and
forwards the document to one or more of the following destinations: Genidocs, Genifax, an e-mail
service, or a document management system.

For more information about any of these messaging solutions, contact Omtool or refer to the documentation that
accompanied the product you are using with CostRecovery.

Features

CostRecovery features include:

The ability to collect message or document transactions from the message database in Genifax,
Genidocs, or AccuRoute.

Customizable templates to design the format of the extracted information to meet the needs of your
billing system.

The ability to price by page for faxes and e-mail messages, and to assign different prices for the first
page and all additional pages, and to add a maximum price for any given message.

The ability to price local, long distance, and international calls differently, and to assign a maximum cost
for each type of call.

The ability to price by page for copies, scanned documents, and storage of documents in a document
management system with AccuRoute.

The ability to schedule CostRecovery to run automatically on a daily basis.

The ability to parse partial strings from billing codes and to remove leading zeros from numeric billing
codes.
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Section 2: Installation

This section includes:

Backing up existing configuration files (2-1)

Running the setup (2-1)

Removing CostRecovery (2-4)

Backing up existing configuration files

When upgrading CostRecovery from a previous version, make a backup copy of the following CostRecovery
configuration files:

e \Omtool\CostRecovery\LFCostRecoveryU.ini
e \Omtool\CostRecovery\lfaccounting.ini

e \Omtool\CostRecovery\CostRecovery.txt

After these files have been backed up, remove CostRecovery. (Go to Removing CostRecovery on 2-4.) Then
continue to Running the setup.

Running the setup

To install CostRecovery on the Omtool server:

I Log on to the Omtool server, and go to . . . \Omtool\Omtool
server\Clients\CostRecovery.

2 Double-click setup.exe. The CostRecovery setup displays the Welcome screen.

Installshield Wizard x|

‘Welcome to the InstallShield Wizard for Dmtool
Cost Recovery

The InstallShield® wWizard will install Omtool Cost Recaovery
on your computer. To continue, click Next.

Cancel
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3 Click Next. The License Agreement screen appears.

Omtool CostRecovery - InstallShield Wizard

License Agreement
Please read the fallowing license agreement carefully.

Piess the PAGE DOWN kep to see the rest of the agieement,

EMD-USER LICENSE AGREEMENT i’

IMPORTAMT- READ CAREFULLY' This End-User License Agreement ["EULA" is a legal
agreement between you [either an individual or & single entity] Licenses and Omtool Ltd
["Omtool”) for the Omtool software product identified abaove, which includes computer
software and may include associated media, printed materials, and “onling” or electionic
documentation ["Product”). An amendment o addendum to this ELILA may accompany
the Product

'"OU AGREE TO BE BOUND BY THE TERMS OF THIS EULA BY OPEMING THIS |

Do you ancept all the tems of the preceding License Agieement? If you select No, the setup
will close, Ta install Omtool CostRecovery, you must acospt this agresment

IrstaShield

<Back Yes Ho |

4 Read the license agreement and click Yes if you agree to its terms. The installation Destination
Location screen appears.

Installshield Wizard

Choose Destination Location
Select folder where Setup will install files.

Setup will install Omtaal Cost Recavery in the following folder.

Toinstall to this folder, click Nest. To install to a ditferent folder, click Browse and select
another foldsr.

C:\Program Files\OmtoolCostR ecoven’, Browse.

st Shield

" Diestination Folder

< Back Cancel |

5 Click Next to accept the default installation location or click Browse to select a custom installation
location. The CostRecovery setup prompts you to enter the name of the Omtool server.

Omtool CostRecovery - InstallShield Wizard x|

Genifax Server
Ertter the name of the server where your Genifax is installed

Genita Server:

st Shield

< Back Hext > I Cancel

©2013 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



CostRecovery Administrator Guide

Section 2: Installation

6 Enter the name of the Omtool server, and click Next. The Current Settings screen appears.

Omtool CostRecovery - InstallShield Wizard

Start Copying Files
Review settings before copying files.

Setup has enough information to start copying the program files. IF you want to review ar
change any settings, click Back. If you are satisfied with the settings, click Mext to begin
copying files.

Curent Settings:

nstaling Omtoal CostRecovery version 331 =
Destination CAProgram FilestOmtaoh CostRecovey
Server WIMJKARZTNEW

S
4 ¥

IrstaShield

<Back New> | Cancel |

7 Click Next to start the installation. The InstallShield Wizard Complete screen appears when the
installation is complete.

Installshield Wizard

InstallShield Wizard Complete

Setup has finished instaling Ortonl Cast Recavery on your
computer.

<Back |CFinish Cancel

8 Click Finish.

When upgrading from a previous version, use the configuration files to reconfigure CostRecovery.

Important  If CostRecovery is being upgraded from a previous version, the application configuration
files were backed up before the latest version of CostRecovery was installed. Do not
overwrite the new configuration files using the backup copies from an older version. The
latest configuration files that are installed with the application can contain configurations
that pertain to new features. Carefully compare the data in the two sets of configuration
files, and then copy data into the new files where it is appropriate.
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Removing CostRecovery

Before removing CostRecovery, back up the configuration files. (Go to Backing up existing configuration files on 2-1.)

To remove CostRecovery:
I Start Add/Remove Programs.
2 Select CostRecovery and click Change/Remove.

3 Follow the prompts to remove the application.
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Section 3: Configuration

This section includes:

Overview of CostRecovery configuration (3-1)

Configuring CostRecovery file locations (3-1)
Using the skip list to omit message types (3-3)
Configuring output data (3-4)

Overview of CostRecovery configuration

After installing CostRecovery, you need to configure it to collect the type of information you need for your billing
system. You can also configure the format the program uses to save information so that your billing system can read
the information from the CostRecovery reports, and the price for the number of pages sent in faxes or e-mail
messages.

You can configure:

e The names and location of files that CostRecovery uses in the process of collecting information and
generating reports for your billing system. These files include the output file generated by
CostRecovery, the template file used to format output, and log files to which CostRecovery writes
information about its processing. See Configuring CostRecovery file locations (3-1).

e The type of information collected and the format of the information in the output report that
CostRecovery generates. The type of information available for collection differs depending on whether
you use CostRecovery with Genifax or AccuRoute. See Configuring output data (3-4).

¢  Whether CostRecovery includes entire billing codes or only portions of the billing codes. If only a
portion of the billing codes is used, you can configure how CostRecovery extracts that portion from
the whole billing code. See Including billing codes in CostRecovery output (3-11).

e The prices CostRecovery assigns to message transactions. The transactions available for pricing differ
depending on whether you use CostRecovery with Genifax or AccuRoute.

Configuring CostRecovery file locations

CostRecovery uses or creates a number of files in the process of collecting information about message transactions.
You can configure the names of these files and their locations if you want to specify names different from the default
names. The files for which you can configure this information are:
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e Output File - This is the file that CostRecovery generates when it runs and collects information from
Genifax or AccuRoute. You must specify this information before CostRecovery can run properly. By
default, the output file is called cr. txt, and is located in the installation directory for Genifax or
AccuRoute. For example: \Program Files\Omtool\CostRecovery\cr.txt

e Template File - This is the file that CostRecovery uses to generate the output file. By default, this file
is called CostRecovery. txt.

Note The template file specifies the type of information CostRecovery collects as well as the format in which it
saves the information. You should configure this information according to the requirements of your
company and your billing system. See Configuring output data (3-4).

e Temporary File - CostRecovery uses this file in the collection process. This file is removed at the
end of the process. By default, this file is called CostRecovery. tmp.

e Log File - CostRecovery writes to this file each time it runs. It writes a brief summary of the export
process, including the date and time at which CostRecovery runs, the status of the collection, and how
many message transactions were collected, and whether any errors were encountered. By default, this
file is called CostRecovery. log.

e Server Name - This option is not a file, but the name of the Genifax or AccuRoute server to which
CostRecovery must connect to collect information about the calls made, the messages sent, or other
document transactions that occur. This option is initially set during the installation of CostRecovery,
but can be modified at any time.

Selecting the location of the CostRecovery output file

The output file that CostRecovery generates each time it runs should be stored in a location to which either the
employees who process accounting information or your billing system have access. If your billing system can
automatically retrieve the output file from a particular location, configure CostRecovery to save the file to the
appropriate location. If the folder to which the output file is saved is located on a separate system from your billing
system, ensure that the folder is shared with the necessary permissions so the billing system can access the file.
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Configuring the names and locations of CostRecovery files

To configure the names and locations of CostRecovery files:

I Start CostRecovery and click Configure in the Standard group in the column on the left.

== CostRecovery =10l x|

File Configure Help

Stondad | Options | Biling | Prices | Esport Format |

~File Location:

Output File Name: [ \Program Files\OmtoohCastRecoverynCR bt =

. Template File Name:  [2:\Program FilesOmioal\CostRecover\CostR ecover. | 2

Temporan File Name: [C:\Program Files\OmtoohCostRecovery\CostR ecovery tm - (27

Collect Data

Log File Name: [C:\Program Files\OmtoalCostRecovenCostRecoven. o | 55
E Genifal E Server.  [urIkaRzTNEW
|
- Data Option:

Configure

Digits to remove from beginning of phane number:

Append to Existing Dutput File [
Include Incoming Faxes [~

Last Date Collectad: 01 Aol 4 |2000

M DD [y

Apply Cancel

2 Go to the fields under File Locations in the Options tab, and enter the full path to and name of the
CostRecovery file as you want it to be, or click the open folder button beside the appropriate file’s
field to select the location.

Note You need only modify the name and location of the files you want to modify; you can leave the other files
with their default settings.

3 Click Apply to save your changes.

Using the skip list to omit message types

CostRecovery can omit messages that do not contain billing data. A skip list is located in the configuration file
LFCostRecoveryU. ini. Items can be added based on a destination field type containing a destination field type
value. For example,

A skipped item consists of three components:

e TS number - An item in the TrxSkipList section must appear on a separate line, and the line must be
begin with a TrxSkipList identifier. The identifier is simply a way to identify each item in the skip list.
The formula for creating an identifier is TS+1. If the first item in the skip list has the identifier TSI, the
second item is TS2, the third item is TS3, and so on. This identifier ensures that CostRecovery parses
the codes correctly.

e destination field code - The destination field code is a code that represents the field that is used as
the key to identifying items that should be skipped. For example, if you want to identify

e destination code -
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To add an item to the skip list:

I Log on to the Omtool server, go to . .. \Omtool\CostRecovery, and open
LFCostRecoveryU. ini in Notepad.

2 Goto [TrxSkipList]. Itis the last section in the file.
3 Add or modify the items as preferred.

4 Save and close the file.

Configuring output data

CostRecovery saves the information it collects from or AccuRoute to an output file, which you then import into your
billing system. You can customize the output to meet the needs of your billing system and your company. You can:

o  Specify the name and location of this file. (Go to Configuring the names and locations of CostRecovery
files on 3-3.)

e  Configure the type of information CostRecovery collects, as well as the format in which it saves the
information in the output file. (Go to Configuring the export format and creating the template file on
3-5)

e  Configure the removal of certain digits from the dialed fax number if your phone system requires extra
digits to be dialed. (Go to Configuring the removal of digits from fax numbers on 3-10.)

The type of information collected and the format in which it is saved in the CostRecovery output file is specified in
a template file. You do not need to modify the file itself; when you make changes on the Export Format tab in
CostRecovery, the information is automatically stored in the template file.

Working with fields, delimiters, and masks

Your billing system may require that information in the CostRecovery file it imports be in a specific format. This can
include the order of the information in the file and the delimiter used to separate the information in the file. The type
of information collected and the format of that information is defined by the CostRecovery template file.
CostRecovery uses the template as a guide for creating the output file.

Information that is written to the CostRecovery output file is represented in the template file by field names. The list
of fields in CostRecovery from which you can select uses the common text descriptions of the information the fields
hold, not the actual field names (for example, you will see “Second billing field (Client)” instead of the field name,
“<Billing2>"). When you add a field to the template file, the field at the bottom of the Export Format tab shows
the actual field name, along with the selected delimiter and a mask, if specified.

CostRecovery supports a number of delimiters to separate information in the template. The delimiter is also used
to separate information in the output file. Supported delimiters include a comma (,), semi-colon (;), colon (:), pipe (|),
dash (-), and a tab. Use the appropriate delimiters for your billing system. Consult your billing system documentation
for more information about its requirements.
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If the data represented by a field you add contains the delimiter you use to separate the fields from one another (for
example, Robert Jones, Marketing Administrator), use the Surround Strings with Quotes option to enclose that
field between quotation marks. This prevents the data in the output file from being misread. For example, if the data
that replaces a field contains a comma and you use a comma to delimit the fields, the data before the comma will be
read separately from the data after the comma. For example: Robert Jones, Marketing Administrator will be read as
Robert Jones and Marketing Administrator unless the entire field is surrounded in quotes (“Robert Jones, Marketing
Administrator”).

A mask is a way of specifying the pattern or format CostRecovery uses when adding information to the output file.
A mask can also define the specific information that CostRecovery places in the output file, which is helpful if your
billing system needs only a portion of information provided by Genifax, or AccuRoute (for example, the last four
digits of a seven-digit billing code). Your billing system may expect information to be in a specific format when it reads
the output file from CostRecovery. For example, you may want to include the date and time at which a message was
sent, and because your billing system expects this information in a specific format, you can apply a mask to this field
so the information is correctly formatted.

Masks are also used when your billing system requires information in fields of fixed length. To handle fixed length
output, use a mask instead of a field delimiter. The mask should ensure that each field is the proper length. For
example, if your billing system requires the cost of the message to be a five digit field with a decimal point (a total
length of six characters), the mask you use would ensure that the output is always six characters—for example, the
mask would format 1.50 as 001.50.

Configuring the export format and creating the template file

I Start CostRecovery and click Configure in the Standard group in the column on the left and click the
Export Format tab.

=S costRecovery =101 |
File  Configure  Help

Options | Biling | Prces || Espat Farmai”|

Toinser a field inta the ssport templats. highlight Toinsert a delimiter, select it. and

the field in the list athd click the Irsert Fizld button. click the Insert Delimiter button
. Email address of User B Delimiters:
Address of destination - O (B
Callect Diata User Mumber Field (B
""" Second billing field (Clienty ‘
— Third hilling field (Matter) £ - [Colon]
= Tirne to process | [Fipe]
Time to process in minutes and tenths ::';;;:"e' £ - [Dash)
| Fages indocument Pl
Earfizins Date the document was processed
- Time the document was processed
Result code of pracessing LI ™ Surmound stings with quates
™ Use mask. with field
=l
j

Lpphy LCancel

2 Add all required fields with the appropriate delimiters and masks if necessary. See Adding fields and
delimiters (3-6) and Adding a field with a mask (3-8) on page 18.
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Place the cursor after the last field in the display list box on the Export Format tab and press
Delete several times to ensure that no blank lines remain at the end of the template file.

4 Click Apply to save your changes to the CostRecovery output file.

Tip By default, the output file is called cr. txt and is located in the \Program
Files\Omtool\CostRecovery folder. You can specify the name and location of the output file if you
want to have CostRecovery store the information in a different location, or if your billing system expects a
different file name. See Configuring the names and locations of CostRecovery files (3-3).

Adding fields and delimiters

I  Go to the Export Format tab of the CostRecovery window, and select the field you want to add
from the list box.
== CostRecovery i [=] 3
File Configure Help
Options: ] Biling ] Frices ] Export Format I
Toinser a field into the export termplate, highlight Toinsert a delimiter, select it, and
the: field in the list and click the Insert Fisld button, click the Insert Delimiter button
. Time to process = Delimiters
Time to process in minutes and tenths et &, [Comma)
Collect Data Pages in document Field e
el Date the document was processed - [emi)
Time the document was processed € : [Calon)
Result code of processing Insett  1[Fipe]
Type of transaction . £ - Dash)
LI 1B
Adjusted form of Fax Phone Number
Retipient's Voice Number =l I™ Suround sirings with quotes
I~ Use mask with field
=Userld= =Eilling1= =Billing2= =Eilling* <Pages*=PageCosts d

Select Surround strings with quotes if the information represented by the selected field needs to
be enclosed in quotation marks in the output file.

Click in the list box at the bottom of the Export Format tab to place the cursor where you want
to insert the field.

E=CostRecovery =10l x|

Fie Configure Help

Optiohs: ] Billing ] Frices ] Export Farmat I

Toinzert a field into the export template, highlight Toinsert a defimiter, select it, and

the figld in the list and click the Irset Figld buttan. click the Insert Delimiter button,
Date the document was processed ;l

Delimiters
Tirme the document was processed [— & [Comma)
Callect Data Result code of processing Field ~ : s
""" = Type of transaction  (3emi)
— Mumeric type of transaction(1-9) £ ¢ [Calon)
= Frice of pages processed  |[Pipe)
Adjusted form of Fax Phone Mumber freel £ - Dash)
" Delirniter
| Recipient's Voice Number T8
Confipure [l 22 dme
Sender's Name
Sender's Voice Mumber | [~ Gurround stings with quates

™ Use mask with field

<Userld= KBilling1= =Billing2=,=Gilling3= ,<Pages==PageCosts =]

Apply LCancel
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Click Insert Field to add the field to the list box. The selected field appears in the display list box
where the cursor was located.

Tip If any of the fields you add require a mask, refer to the following section.

stRecovery
File  Configure

=18l =]

Help

Options: ] Biling ] Frices ] Export Format I

Toinzer a field into the export template, highlight
the figld in the list and click the Irsert Field buttan,

Toinsert a delimiter, select it, and
click the Insert Delimiter button

Date the document was processed =l Delimiters
Time the document was processed et &, [Comma)
lact Data Result code of processing Field r . Semi
= Type of transaction  [Gemi)
— Mumetic type of transaction(1-9) € : [Calon)
= Frice of pages processed  1[Fipe]
% Adjusted form of Fax Phone Number ID"S'?" £ - Dash)
. elimiter
| Recipient's Yoice Mumber ~ [TaE)
C s Name
Sender's Name

Sender's Voice Number | ™ Suround shings with quotes
I~ Use mask with field
<Userld= =ToFaxName=<Eilling 1= =Billing2= =Billing3= <Pages=<PagaCost> d

Apply Lancel

Go to the Delimiters list, and select the delimiter you want to separate the field you just added from
the next field you add.

Click Insert Delimiter. The delimiter appears in the display list box after the last field you added (or
where the cursor was located).

stRecovery

=10l %]

File  Configure

Help
Options: ] Billing ] Prices ] Export Format I

Toinser a field into the export template, highlight

Toinsert a defimiter, select it, and
the figld in the list and click the Irsert Field buttan,

click the Insert Delimiter button

Result code of processing d Delimiters
Type of transaction | ¢ & [C
Mumeric type of transaction{1-9) F’EE ~ o{[EmE]
Frice of pages processed  [Semi)
Adjusted farm of Fax Phone Number ¢ Calon)
R it's v Mumber -  1[Fipe]
nser

! Delimiter - Dash)
Sender's Name & [TaB)
Sender's Voice Mumber
Sender's Fax Murnber

Date fax call was processed (posted) = I Surround strings with quates
™ Use mask with fisld
[<Userid= =TaFaxName= KBl ling1>,<Eilling2= =Eilling3= * Pagas=,xPags Costs =

Apply LCancel

©2013 by Omtool, Ltd. Al rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



3-8 CostRecovery Administrator Guide

Section 3: Configuration

Adding a field with a mask

I Go to the Export Format tab of the CostRecovery window, and select the field you want to add
from the list box.

=S costRecovery =10l |

File Configure  Help

Options | Biling | Piises | Esport Fomat |

Toinsert & field into the export kermplate, highlight Taingert a delimiter, select it, and

the field in the list and click the Insert Field button. click the Insert Delimiter button
Email address of User -

Delimiters:
Address of destination - &, [Commal
ST | User Number Field  (Semi
""" Secand billing field (Client) < [Semi)
— Third hilling field (Matter) £ [Colon]
= Tirne to process | [Pipe]
Time to process in minutes and tenths ::';‘:;:"e' £ - Dash
| Pages in document  (Te8)
AR Time the document was processed

Result code of processing al I™ Suround strings with quates
I~ Use mask with field

<Userld= <ToFaxName= <Eilling 1= <EillingZ= =Billing3> = Pages= =Fage Cost= ;l

2 Select Surround strings with quotes if the information represented by the selected field needs to
be enclosed in quotation marks in the output file.

3 Select Use mask with this field.

4 Click in the list box at the bottom of the Export Format tab to place the cursor where you want to
insert the field.

= CostRecovery _I_I- m] il

File Configure Help

Stondd | Opfions | Biling | Prices | EsportFormat |

Toinger a field into the export kermplate, highlight Taingert a delimiter, select it, and
the: field in the list and click the Insert Figld button, click the Insert Delimiter button
. Email addrass of User = Delimiters:
Address of destination et ‘D, [Eame)
Collect Data (N Itbd Field » i
e Second hilling field (Client) -
— Third billing field (Matter) "« [Colon]
= Time to process —_—  1[Pipe]
S Time to process in minutes and tenths Diolimiter " - [Dash]
 [TAB)
Canfigure
Result code of processing | I™" Suround strings with quotes

[V Use mask with field

=Uzerld=, 2ToFaxName= <Eilling1* <Eilling2=,=Billing?= = Pages> kPagsCast= ;l

5 Click Insert Field. The Enter Mask for Field dialog box appears.

&, Enter Mask for Field i [=] 3
Mask Format: [men/dd/y Apply

Sampls Data[12/31/1350

Result [1z/31/1980

Walid Mask eharacters for this field are:

{ d dd ddd dddd ddddd
dddddd m mm mmm mmmm

¥ Yy

Cancel

6 Go to the Mask Format field and enter the format for the information as you want it to appear in
the output file.
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The Valid Mask Characters for this field are box shows the valid characters you can include in
the mask for the selected field. The characters listed here vary depending on the field you selected. All
of the possible characters are described in Appendix: Supported Mask Characters.

For example, for the selected field (Date), you might want the date the message was sent to be
formatted “Mon Dec 30 1990.” To create a mask to format the date in this way, you would enter the
following text in the Mask Format field: ddd mmm dd yyyy

You can include separators in the date, such as a comma (Mon, Dec 30, 1990). The format of the mask
would appear as follows: ddd, mmm dd, yyyy

7 Click Apply to test the specified mask.

CostRecovery applies the mask you specified to the sample data listed in the Sample Data field, and
displays the result in the Result field.

&, Enter Mask for Field =10l x|

Mask Fomat: [ddd, ramrm dd. pu
Sample D ata; |1 2341990

Result [ton, Dec 31, 1550

Walid Mask characters for this field are:

{ d dd ddd dddd ddddd
dddddd m mm mmm mmmm

¥y ¥vyy

oK Canicel

8 Make changes to the specified mask if needed based on the results of the test.

Click OK to add the field with the mask. The selected field appears in the list box where the cursor is
located; the field includes the mask.

ostRecovery

=101 %]

Fie Configure Help

Optiohs: ] Billing ] Frices ] Export Farmat I

Toinzert a field into the export template, highlight Toinsert a defimiter, select it, and

the figld in the list and click the Irset Figld buttan. click the Insert Delimiter button,
Email address of User *

Delimiters
Address of destination [— &, [Comma)
Callect Data User Mumber Field . Gemi)
""" Second billing field (Clienty SE
— Third hilling field (Matter) £ [Colon]
= Time to process _—  |[Pipe)
y . nseit
Time to process in minutes and tenths Delimitsr £ - [Dash]
| FPages indocy C [TaE)
Configue I
Time the document was processed

Result code of processing | [~ Surround stings with quotes
[¥ Use mask with field

[<Userld= <ToFaxNamer =Eilling1= <Eillingz= <Billing3= Pagess =Dateddd, mmm |
dd, =k PageCosts

Apply LCancel

10 Add a delimiter to follow the field you just added. See Adding fields and delimiters (3-6) for
information about adding a delimiter.
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Appending and overriding output data

By default, CostRecovery appends new report information to the output file each time it runs. You can disable this
option if you want to have CostRecovery overwrite the output file each time it runs. Omtool recommends that you
leave the default and configure your billing system to delete the output file after importing it. This is recommended
especially if CostRecovery runs automatically each day. This ensures that no data is lost if for some reason the import
of the information into your billing system fails.

To configure CostRecovery to overwrite the contents of the output file each time it
executes:

I Start CostRecovery and click Configure in the Standard group in the column on the left.

== CostRecovery =10l x|
File Configure Help

Stondad | Options | Biling | Prices | Esport Format |

~File Lacation
Output File Name: [ \Program Files\OmtoohCastRecoverynCR bt =

. Template File Name:  [2:\Program FilesOmioal\CostRecover\CostR ecover. | 2

Temporan File Name: [C:\Program Files\OmtoohCostRecovery\CostR ecovery tm - (27

Collect Data

Log File Name: [C:\Program Files\OmtoalCostRecovenCostRecoven. o | 55
E Genifal E Server.  [urIkaRzTNEW
|
- Data Option:

Configure

Digits to remove from beginning of phane number:

Append to Existing Dutput File [
Include Incoming Faxes [~

Last Date Collectad: 01 Aol 4 |2000

M DD [y

Apply Cancel

2 Click the Options tab.
3 Clear Append to Existing Output File.
4 Click Apply to save your changes.

Configuring the removal of digits from fax numbers

Some phone systems require extra digits to be dialed prior to the phone number or fax number. These extra digits
are stored in the Genifax message database with the fax numbers. In such cases, you might want to have these digits
removed from the fax numbers prior to adding them to your billing system. CostRecovery can remove the extra
digits from the fax numbers as it collects call information from Genifax.

Note This does not include the digit 9 that is commonly required to obtain an outside line. If your phone system
requires only a 9, you do not need to configure the removal of extra digits from fax numbers.
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To configure CostRecovery to remove extra digits from fax numbers:

I Start CostRecovery and click Configure in the Standard group in the column on the left.

E=CostRecovery =10l x|

File  Configure  Help
Optiots: ] Billing ] Frices ] Export Farmat I

Output Fils Name: — [£:\Frogram Files\OmtoohCostRiecoveryCR it =
Template File Name: - [C:\Program Fies\OmtooCostRecover\CostFecavery | |
Temporay File Name: |4 Frogram FilesOmtoolCostRecoveyCostRecoven.m | 2|
Log File Name: [C\Frogam Files*Ormtool*CostRrecovenCostRecover o | 2]
GenifaxLE Server, IVMJKAHZ‘] MNEW

i~ Diata Option;

Digits to remove from beginring of phene numbsr: [~

Append to Existing Dutput File [

Configure

Include Incoming Fakes [~

Last Date Collected: 01 /| ¢ j2000

MM DD YYIVY

Apply LCancel
2 Click the Options tab.

3 Go to the Digits to remove from beginning of phone number field and enter the extra digits
that must be removed from the beginning of fax numbers.

4 Click Apply to save your changes.

Including billing codes in CostRecovery output

You can have CostRecovery include billing codes in the output files it generates. If you want billing codes included,
you need to add the billing code fields to the CostRecovery template file. By default, CostRecovery includes the
entire billing code in the output file, but you can provide information about how your billing codes are formatted and
which portion of the code you want CostRecovery to collect, if your billing system requires only a portion of the
billing codes provided by the senders of messages. For example, if your billing codes are six digits in length, but you
only need the last four digits for your billing system, you can configure CostRecovery to pull out the four digits you
need.

CostRecovery provides the ability to configure the format for three billing code elements: user ID code, client code,
and matter code. On the Billing tab in CostRecovery, these elements are represented by Billing Fields 1, 2, and
3. Typically, Billing Field | corresponds to the user ID code, Billing Field 2 corresponds to the client code, and
Billing Field 3 corresponds to the matter. Your firm may have other names for these fields.
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Configuring the billing code separator

I Start CostRecovery and click Configure in the Standard group in the column on the left and click the
Billing tab.

= CostRecovery =10l |
File  Configure  Help

fing ?| Prices | Export Format |

Al Field
. ( Bilng Fiekd Separator |~ ‘
““f i - Billing Field 1

Collect Data

I~ Enable Parsing of figld Start Position: 0
I™ Stip Leading Zeros Digits to Collect: ID—

E Biling Field Known ds: |
- ~Billing Field 2

Canfigurs I~ Enable Parsing of fisld Start Position [
[~ Stip Leading Zeros Digisto Collest, [0
Biling Field known e [~
rBilling Field 3
I~ Enable Parsing of figld Start Position: 0
[~ Stip Leading Zeros Digisto Collest, [0

Billing Field Known A I
Apply Cancel

2 Go to the Billing Field Separator field under All Fields and enter the separator character that
your billing codes contain, if one is used. The Genifax default value is a dash (-) and the AccuRoute
default value is a caret and a dash (*-).

Note The separator character applies to all billing code types (for example, user ID code, client code, and matter
code).

3 Click Apply to save your changes.

Including the entire billing code in CostRecovery output
To configure the inclusion of the entire billing code in CostRecovery output:

I Start CostRecovery and click Configure in the Standard group in the column on the left and click the
Billing tab.

 CostRecovery. -1ol x|

File Configure  Help
Standard Options |

Al Field
- ’7 Biling Field Separator: [~ ‘
ks Billing Field 1

ling ;| Prices ] Export Format I

iDas I~ Enable Parsing of fiskd StatPosifors [0
[ Stip Leading Zeros Digits to Collect lU—
% Billing Field Known As; I—
| [~ Billing Field 2
Configure [~ Enable Parsing of field StatPosifors [0
[ Stip Leading Zeros Digits to Collect IU—
Billing Field Known As; I—
rBilling Field 2
I~ Enable Parsing of fiskd StatPosifors [0
[ Stip Leading Zeros Digits to Collect IU—
Billing Field Known As; I—

Apply LCancel
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2 Go to the section that corresponds to the billing code type that you want CostRecovery to include
(Billing Field I (user), Billing Field 2 (client), or Billing Field 3 (matter), and complete the
following steps:

Clear Enable Parsing of field.

Select Strip Leading Zeros if you want any leading zeros stripped from the front of this type of
billing code. For example, 003456 becomes 3456. Leading zeros are not stripped if the billing code
contains alpha characters.

c Click Apply to save your changes.

Customizing the billing code

To configure the inclusion of a portion of a billing code in CostRecovery output files:

I Start CostRecovery and click Configure in the Standard group in the column on the left and click the
Billing tab.

£= CostRecovery =10l x|

File Configure Help
Standard Options |

All Fi
’7 Biling Field Separator: [~ ‘
Billing Field 1
I~ Enable Parsing of figld Start Pasition: 0
™ Stiip Leading Zeros Digits to Collect: [0

E Billing Field Known As; I
| [~ Billing Field 2

ing | Prices ] Export Format I

Collect Data

Earime I Enable Parsing of fisld Start Position: 0
I Stiip Leading Zeros Digits to Collect: 0

Billing Field Known As; I

~Billing Field 2
I~ Enable Parsing of figld Start Paogition: 0
I Stiip Leading Zeros Digits to Collect: 0

Billing Field Known As; I
Apply LCancel

2 Go to the section that corresponds to the billing code type you want CostRecovery to include
(Billing Field | (user), Billing Field 2 (client), or Billing Field 3 (matter)), and complete the
following steps:

Select Enable Parsing of field.

Select Strip Leading Zeros if you want any leading zeros stripped from the front of this type of
billing code. For example, 003456 becomes 3456. Leading zeros are not stripped if the billing code
contains alpha characters.

c Go to the Start Position field and enter the position number of the digit with which you want
CostRecovery to begin extracting from the billing code. Count position numbers from left to
right.

For example, if your billing codes are all 6 digits (123456) and you want CostRecovery to extract digits
2 through 5, enter 2 as the start position.

Note If the billing codes of this type (user, client, or matter) are of varying lengths and CostRecovery encounters
a billing code that contains fewer digits than specified in the Start Position and Digits to Collect fields,
CostRecovery saves the billing code as it is in the output file.
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d Go to the Digits to Collect field and enter the number of digits you want CostRecovery to
extract from the billing code.

Following the example given in the previous step (c), you would enter 4 as the number of digits to
collect because there are 4 digits between positions 2 and 5 (digits 2, 3, 4, and 5).

e Enter a name for the billing code in the Billing Code Known As field. For example, Billing
Field | represents user ID information, so you might enter User ID in this field.

The information you provide in this field is for the benefit of those using CostRecovery, to help them
know the purpose of the billing field.

3 Click Apply to save your changes.
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Section 4: Use

This section includes:

Setting up and running CostRecovery (4-1)

CostRecovery starting and ending dates (4-1)

Setting up and running CostRecovery

You can run CostRecovery manually anytime you want to collect message transactions to submit to your cost
recovery system for billing. If you are using Genifax, CostRecovery collects all fax transmissions. If you are using
Genidocs, CostRecovery collects all sent e-mail messages.

You can configure CostRecovery to run in silent mode, or you can set up a scheduled task to execute automatically
on a daily basis.

When CostRecovery runs, it saves the information it collects from your Omtool server in an output file. The name
and location of this file is configurable; to modify this information, see Configuring CostRecovery file locations (3-1).
If you configure CostRecovery to run automatically, it should also be configured to save the output file in a location
where your billing system can automatically retrieve the file for processing.

CostRecovery starting and ending dates

When CostRecovery runs and collects message transactions, it uses a starting date and an ending date. The ending
date is not inclusive, meaning that CostRecovery collects all transactions that occur up to, but not including the
ending date. This helps ensure that all transactions from one day are collected, and it helps to prevent the same
transactions from being billed twice.

For example, when you run CostRecovery, the ending date field is automatically completed with today’s date. If you
accept that date and run CostRecovery, then all transactions from the start date through yesterday are collected.
After it finishes running, CostRecovery sets the start date to today’s date in anticipation of the next time the program
runs. Because today will be the starting date the next time you run CostRecovery, all of today’s transactions will be
collected the next time you run the program. This results in no transactions being missed and no transactions being
billed twice by accident.

If you run CostRecovery manually, you can specify the starting and ending dates for which you want CostRecovery
to collect message transactions. If you run the program in silent mode or as a scheduled task, it automatically collects
transactions from the date of the last collection through yesterday.

©2013 by Omtool, Ltd. All rights reserved. Omtool, AccuRoute and the Company logo are trademarks of the Company. Trade names and trademarks of other companies appearing in this document are the property of their respective owners.



42

CostRecovery Administrator Guide

Section 4: Use

When you install CostRecovery, the date of the last collection defaults to the date on which you installed the
program. If you install CostRecovery on a different day after installing Genidocs or Genifax, or AccuRoute, and if the
system has already started processing messages, CostRecovery will not automatically adjust the date of the last
collection backwards to collect the transactions that occurred prior to the date on which you installed
CostRecovery.

Tip  The first time you run CostRecovery after installation, you might need to modify the date of the last
collection to a date prior to the date of installation.

As long as the messaging system still contains records of the sent messages, you can collect the data from the database
about those messages. Records that have been deleted by Cleanup are unavailable for collection by CostRecovery.

Viewing the CostRecovery output file

I Using Windows Explorer, navigate to the location of the output file.

Tip The location of the output file is configured on the Options tab in the Configure section of CostRecovery.
See Configuring the names and locations of CostRecovery files (3-3) to determine where CostRecovery
saved the file or to modify the location where output files are saved in the future.

2 Open the output file in a text editor such as Notepad. The output file lists data from all calls that
CostRecovery collected from the specified dates.

Verifying or modifying the date of the last CostRecovery collection

I Start CostRecovery and click Configure in the Standard group in the column on the left.

=S costRecovery =10l |
File  Configure  Help

Options | Biling | Piises | Esport Fomat |

Output File Name: — [C\Program Files\0mtoohCostRecovery\CR bt =
Template File Name: [+ Program Files\OmtoalCostRecoverCostR ecavery. bt EI
Temporaty File Name: |24 Frogram Files\OmtoolCostRiecoveryCostRecoven.m | (2|
LogFile Name: [C:Program Files\Omtool Costhrecavery\CostHiecoverylo | )
GenifaxlE Server IVMJKAHZ‘] NEW

- Data Option;

Digits ta remave from beginning of phone number:

Append to Existing Output File [¥

Canfigure

Include Incoming Fakes [~

Last Date Collected: 01 /| 4 j2000

M DD YRy

Apply Cancel

2 Click the Options tab. The date of the last time CostRecovery ran is displayed in the Last Date
Collected fields.

3 Enter a new date in the fields and click Apply to save your changes.

Tip Normally, the date of the last collection does not need to be modified.
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Collecting message transactions manually

You can run CostRecovery and manually collect message transactions from your messaging system.

When you run CostRecovery manually, you specify the starting and ending dates for which you want to collect
message information. As long as the messaging system still contains records of the sent messages, you can collect the
data from the database. Records that have been deleted by Cleanup are unavailable for collection by CostRecovery.

Tip  When specifying starting and ending dates, remember that transactions are collected from the starting date
up to, but not including, the ending date.

CostRecovery displays the last date on which it ran. You can check this date before manually running the program.
If you run CostRecovery manually and collect message transaction data for transactions that have already been
collected and posted to your billing system, the same transactions could be billed twice.

Running CostRecovery manually to collect message transactions

I Start CostRecovery and do one of the following:
» Click Collect Calls on the Status page.

» Click Collect Data in the Standard group in the column on the left. CostRecovery displays the
Collect Information page.

=S costRecovery =101 |
File  Configure  Help

At Collect Information
. - Data Location
GenifasLE Server:
Collect Data [VRIKERZTNEW
E i Collection Date:
- Start Date: [0 /26 ¢[2008
Confioure MM DD (I

EndDate: [og ¢[27 /[z008

MM DD [Ty

oK

2 Go to the Start Date and End Date fields under Collection Dates, and enter the date range in
which you want CostRecovery to collect message transactions. The start date should be the date of
the last time CostRecovery ran (unless you need to recollect transactions that have already been
collected). The end date is typically today’s date.

Tip You need enter only the last two digits of the year; CostRecovery automatically determines the first two
digits.

3 Click OK to run CostRecovery and create the output file.
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Running CostRecovery in silent mode

CostRecovery can run in silent mode and collect message transaction information without requiring user interaction.

When CostRecovery runs in silent mode, it automatically collects all transactions from the last date on which
CostRecovery ran through yesterday. If necessary, you can modify the date on which the last collection occurred.
See Verifying or modifying the date of the last CostRecovery collection (4-2).

When you want to run CostRecovery in silent mode, you can create a shortcut to the CostRecovery.exe file,
and modify the Target of the shortcut to include the /AUTO switch. When you run the shortcut, CostRecovery runs
in silent mode.

The method you use to create the shortcut differs depending on whether you will run the shortcut from the system
on which CostRecovery is installed or from a different system. When you will be running the shortcut from a remote
system, the path to the CostRecovery. exe file must be in UNC format to correctly identify where the program
is located. When you will be running the shortcut on the local system, a local path to the file is acceptable.

Creating a shortcut to run in silent mode from a remote system

To create a shortcut to run CostRecovery in silent mode from a system other than the
one on which CostRecovery is installed:

I  Share the CostRecovery installation folder. The default installation location is c: \Program
Files\CostRecovery.

2 Navigate to the computer on which CostRecovery is installed through My Network Places (or
Network Neighborhood), and navigate to the shared CostRecovery installation folder.

3 Right-click on CostRecovery.exe and select Create Shortcut from the shortcut menu. The
shortcut appears in the folder; the file is named Shortcut to CostRecovery.exe.

4 Rename the Shortcut to CostRecovery.exe file if necessary.

5 Right-click on the shortcut file and select Properties from the shortcut menu. The Properties
dialog box appears.

Shortcut to CostRecovery.exe Propertie 2l

General Shortout | Securiy |

B st oo

Targettype:  Application

Target location: CostRecavery

Target: “SlguanatCostRecoven \CostRecoveny.exe

¥ Fiunin separate memony space. || Run as different user

Startin I\\Iguana\ﬁuslﬂecuvew

Shortcut keyw: INone

Bun INormal wirdow ﬂ

Comment: |

Find Target Change loon
ok | Cancel | appy |

6 Click in the Target field and click End.
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7 Go to the end of the text in the Target field, and enter a space and then the following command:
/Auto
The command in the Target field should appear similar to the following example.

Shortcut to CostRecovery.exe Properties alx|

General Shortcut | Secunlyl

Shortcut to CostRecoveny.exe

Target type: Application

Targetlosation: CostRlecovery

Target I‘\\Iguana\EustHecovery\EoslHecovely exe fAuto

¥ Fiurin separate memon space [ Run as diffsrent user

Startin I\\Iguana\EostHecovery

Shortcut key INDnE

Bun [Nommal window |
Comment: |
Eind Target.. Change lcon...

0K I Cancel | Apply |

8 Click OK to save your changes.

9 Copy the shortcut to the location on the network from which you will be running the program;
ensure that the user who will be running CostRecovery from this shortcut has access to the shared
CostRecovery installation folder.

Creating a shortcut to run in silent mode from the local system

To create a shortcut to CostRecovery to run in silent mode from the system on which
CostRecovery is installed:

I  Go to the installation folder. The default installation folder is: .. . \Omtool\CostRecovery

2 Right-click CostRecovery.exe and select Create Shortcut from the shortcut menu. The
shortcut appears in the folder; the file is named Shortcut to CostRecovery.exe.

3 Rename the Shortcut to CostRecovery.exe file if necessary.

4 Right-click on the shortcut file and select Properties from the shortcut menu. The Properties
dialog box appears.

Shortcut to CostRecovery.exe Properlies 21|

General Shortout | Secuiiy |

Shortcut to CostRecovery.exe

Target type:  Application

Target location: CostRecavery

Target [[E:Program Fiestmtoch CostRecoveryt Costhec

¥ Fiunin separate memony space. || Run as different user

Start in I"E “Program Files\OmtoohCostRecavery”

Shortcut key: INone

Bun; INormal window ﬂ

Comment: |

Find Target.. | Change loon
ok | Camcel | s |
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5 Click in the Target field and click End.
6 Go to the end of the text in the Target field, and enter a space and then the following command:
/Auto

The command in the Target field should appear similar to the following example.

Shortcut to CostRecovery.exe Propetties 2x|

General Shortout | Secuity |

Shortcut to CostRecovery.exe

Target type:  Application

Target location: CaostRecovery

Target: m Files\CostRecovenCostRiecovery. exe" /utd

¥ Furin separate memon space. | Run as different user

Start i I"C.\Pruglam Files\OmtoalCostRecovery”

Shartout key INnne

Bun [Normal window |

Comment |

Find Target Lhange lcon
0K I Cancel | Apply |

7 Click OK to save your changes.

8 Copy the shortcut to the location on the computer from which you will be running the program.

Running CostRecovery in silent mode
I Navigate to the location to which you copied the shortcut to CostRecovery that you created.

2 Double-click on the shortcut. CostRecovery starts and the CostRecovery window appears. The
status now shows that CostRecovery is collecting information and that it is in Automatic mode.

ostRecovery =10l |

File Configure  Help

e T

.  Cament Staus

Wersion: 3201014
Collect Data

Copyright € 1998-2004 Omtoal Ltd.

Processing Item: Collecting...
Processing Mode: Automatic

Callect Calls |

Running CostRecovery automatically

CostRecovery can run automatically every day. You can use the Windows task scheduler to configure it to run
automatically, or you can use a third party program, if you have one.
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If you have created a shortcut to CostRecovery to run the program in silent mode, you can create a scheduled task
to run the shortcut so the program will run in silent mode.

Creating a scheduled task for CostRecovery

To create a scheduled task for CostRecovery:

I Click Start, and go to Control Panel > Scheduled Tasks > Add Scheduled Task. The
Scheduled Tasks wizard opens.

Note This procedure shows the process of creating a scheduled task on a system running Windows 2003. If you
are creating the task to run on a system running a different operating system, this procedure may vary.
Consult your Windows documentation for more information about completing this task.

Scheduled Task Wizard x|

Click the pragram you want 'Windows to run,
To see more programs, click Browse,

Application | “Version |;|
2 Calculator 5.2.3790.0 [sr. =
4 Character Map 5.2.3790.182..
% Cluster Administratar 5.2.3790.183..
B3 Command Frompt 623790183
".] Configure Your Server 5.2.3790.163..
: 3201014

o roesoonn (B
Browse...

cgack [ Hets | Cancel |

2 Click Next.

scheduled Task Wizard x|

LClick the program you want "Windows to run
To see mare programes, click Browse.

Applcation [ version |
i ccessibility Wizard 5.00.2134.1 [
A Actobat Assistant 50,00
[ Address Book. 5.60.452212..
%Address Boak Palm Sync Instal 1,0,0.5
Addr&ss Book Palm Sync Re.. 47506
mAdobe Acrobat 5.0 5.0.0.200103...
B 6o Cecrmcbi e B g [l

Eowse,

cBack | Hews | cancel |
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3 Select CostRecovery from the list box and click Next.

Tip Click Browse to navigate to the shortcut you created to run the program in silent mode. When you click
Open on the Select a Program to Schedule dialog box, the Schedule a Task wizard displays the next
page.

Scheduled Task Wizard x|

Tupe aname for this task. The task name can be
the same name as the program name.

Perfarm this task:

" Daily

© Weekly

7~ Monthly

" One time only

" When my computer starts
 when | log on

<Bock | e | Concel |

4  Enter a name for the program in the field if you want to change the name that identifies this task.

5 Go to the Perform this task list, select the Daily option, and click Next.

Scheduled Task Wizard x|

Select the time and day you want this task ta start
Start lime:
EOOPM =
Parfarm this task:
& Every Day
" weskdays
" Evem il _l; days
Start date:

E/28/2006 x

< Back I Next> I Cancel |

6 Go to the Start Time field, and enter or select the time at which you want CostRecovery to run.
Tip Omtool recommends that you set the start time to a time close to, but after, midnight.

7 Go to the Perform this Task list, and select the option for how frequently you want CostRecovery
to run.

8 Go to the Start date field, and enter or select the date on which you want CostRecovery to begin
running automatically and click Next.

Scheduled Task Wizard x|

Enter the name and password of a user. The task wil
un as if it were started by that uger.

Enter the user name: 51241 28% administrato]
Enter the password;
Lonfim password:

< Back I Mest> I Cancel
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9 Enter the user name and password of the account you want to run this task in the fields and click
Next.

Scheduled Task Wizard x|

Enter the name and passward of a user. The task will
un as if it were started by that uger.

Enter the ussr name:
Enter the password

Confiim password:

It a pagsword is not entered, scheduled tasks might
not run.

cgack [ Hets | Cancel |

10 Select Open advanced properties for this task when I click Finish and click Finish. The
CostRecovery task Properties dialog box appears.

scheduled Task Wizard x|

You have suscessiully scheduled the following lask:
B CostRecovery

windows wil perform this task:
At 302 PM every day, starting 5/29/2002

r Open adwanced properties for this task when | click)
Finish

Click Finish to add this task to your Windows schedule,

<Back [ Fmsh | cancel |

Il Go to the Task tab, click in the Run field, press End on the keyboard, and then enter the following
text at the end of the line:

/Auto

CostRecovery x|

Task | Schedule | Setiings | Secuiy|

CAWINDOWSAT asks\CostRecoven.job

Bun

Browse... I
Stait i IE APROGRA™1A\OmtoohCOSTRE™1
Comments:

Run as: ENGINEERING Administrat Set password. I

I~ Fiun only if logged on
¥ Enabled [scheduled task runs al sparified time]

0K I Cancel £pply
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12 Click the Settings tab.
ek

Task | Schedue Seffings | Secuiy |

i~ Scheduled Task Completed
[~ Delete the task it it 1s not scheduled ta un againg

I¥ Stop the task ifit nuns for: |72 _|; hourfs)|0 _|::' minutes)

= Idle Tim
[ Only start the task if the computer has been idle for at least

[ = minutels)

If the computer has not been idle that lang, retry for up to:

_1; minutels]

I Stop the task if the computer ceases to be idle.

- Power Management

[¥ Don't start the task if the computer is running on batteries.
[ Gtop the task if battery made begins

[~ Walke the computer to run this task.

’TI Cancel | £pply |

13 Go to the Scheduled Task Completed section, clear Stop the task if it runs for ___ hours ____
minutes.

14 Click OK to save your changes.
Note You might be required to enter your account information again when you click OK. If the Set Account

Information dialog box appears, enter the information for the account under which you configured the
task to run.
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Appendix: Supported Mask Characters

What you will find in this chapter:

Supported Mask Characters

Mask Characters for Formatting Dates and Times

Mask Characters for Formatting Numbers
Mask Characters for Formatting Text Strings

Supported Mask Characters

CostRecovery uses a template file when generating the output reports each time it runs. You can specify the
information you want CostRecovery to include in the output file by adding or removing fields from the template file.
See Adding fields and delimiters (3-6).

Some fields support a mask, which enables you to configure the format in which CostRecovery places the information
in the file. For example, you can specify a mask for a date field, to change the format from mm/dd/yyyy (12/30/2005)
to dd mmm yyyy (30 Dec 2005).

When you add a field with a mask, you must specify the exact format for the mask using a set of supported mask
characters. The characters that are available for each field vary, and are displayed on the Enter Mask for Field
dialog box when you add the field with a mask.

This appendix describes all possible mask characters. It is divided into the following sections:

e  Mask Characters for Formatting Dates and Times (A-2)

e  Mask Characters for Formatting Numbers (A-3)

e Mask Characters for Formatting Text Strings (A-5)]1

Note All mask characters are case-sensitive.
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Mask Characters for Formatting Dates and Times

The following table identifies characters you can use to create user-defined date and time formats:

Table A-I: User-defined date and time format mask characters

Mask Character Description

Colon (3) Time separator to separate hours, minutes and seconds when time values are formatted in a mask.

The actual character used as the time separator in formatted output is determined by your system settings.
In some locales, other characters may be used to represent the time separator. In mask formats, always use
a colon as the time separator.

Forward slash (/) Date separator to separate the day, month, and year when date values are formatted in a mask.

The actual character used as the date separator in formatted output is determined by your system settings.
In some locales, other characters may be used to represent the date separator. In mask formats, always use
a forward slash as the date separator.

AM/PM Use the |2-hour clock and display an uppercase AM with any hour before noon; display an uppercase PM
with any hour between noon and | 1:59 PM.

am/pm Use the |2-hour clock and display a lowercase AM with any hour before noon; display a lowercase PM with
any hour between noon and |1:59 p.m.

AMPM Use the 2-hour clock and display the AM string literal as defined by your system with any hour before
noon. Display the PM string literal as defined by your system with any hour between noon and | 1:59 p.m.

AMPM can be either uppercase or lowercase, but the case of the string displayed matches the string as
defined by your system settings. For Microsoft Windows, the default format is AM/PM.

d Display the day as a number without a leading zero (I - 31).

dd Display the day as a number with a leading zero (01-31).

ddd Display the day as an abbreviation (Sun - Sat).

dddd Display the day as a full name (Sunday - Saturday).

ddddd Display the date as a complete date (including day, month, and year), formatted according to your system's

short date format setting. For Microsoft Windows, the default short date format is m/d/yy.

dddddd Display a date as a complete date (including day, month and year) formatted according to the long date
setting recognized by your system. For Microsoft Windows, the default long date format is mmmm dd, yyyy.

h Display the hour as a number without leading zeros (0 - 23).
hh Display the hour as a number with leading zeros (00 - 23).
m Display the month as a number without a leading zero (I - 12). If m immediately follows h or hh, the

minute rather than the month is displayed.

mm Display the month as a number with a leading zero (01 - 12). If mm immediately follows h or hh, the
minute rather than the month is displayed.

mmm Display the month as an abbreviation (Jan - Dec).

mmmm Display the month as a full month name (January -December).
n Display the minute as a number without leading zeros (0 - 59).
nn Display the minute as a number with leading zeros (00 - 59).
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Table A-I: User-defined date and time format mask characters

Mask Character Description

s Display the second as a number without leading zeros (0 - 59).
ss Display the second as a number with leading zeros (00 - 59).
ettt Display a time as a complete time (including hour, minute and second), formatted using the time separator

defined by the time format recognized by your system. A leading zero is displayed if the leading zero option
is selected and the time is before 10:00 A.M. or PM. For Microsoft Windows, the default time format is

h:mm:ss.
Yy Display the year as a 2-digit number (00 - 99).
yyyy Display the year as a 4-digit number (1000 - 9999).

Mask Characters for Formatting Numbers

The following table identifies characters you can use when creating user-defined formatting for numbers, including
dates, times, prices, billing codes, and fax phone numbers.

Tip To display non-alphanumeric characters other than those listed in the following table as literal characters
in the mask (including the minus sign (-), plus sign (+), dollar sign ($), open parenthesis (() and close
parenthesis ()), precede the character with a backslash (\) or enclose it in double quotation marks. For
example: \$ or “+”

Table A-2: User-defined formatting for numbers mask characters

Mask Characters Description

[None] Display the number with no formatting. Leave the Mask Format field on the Enter Mask for Field dialog
box empty.
0 Digit placeholder to display a digit or a zero. Using the 0 digit placeholder follows this logic:

* If the expression has a digit in the position where the 0 appears in the format string, display it; otherwise
display a zero in that position.

* If the number has fewer digits than there are zeros (on either side of the decimal) in the format
expression, display leading or trailing zeros.

* If the number has more digits to the right of the decimal separator than there are zeros to the right of
the decimal separator in the format expression, round the number to as many decimal places as there
are zeros.

* If the number has more digits to the left of the decimal separator than there are zeros to the left of the
decimal separator in the format expression, display the extra digits without modification.

Number Sign (#) Digit placeholder to display a digit or nothing. Using a number sign as a digit placeholder follows this logic:

* If the expression has a digit in the position where the number sign (#) appears in the format string,
display it; otherwise display nothing in that position.

This placeholder character works like the 0 digit placeholder; except that leading and trailing zeros are not

displayed if the number has the same or fewer digits than there are number sign (#) characters on either

side of the decimal separator in the format expression.
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Table A-2: User-defined formatting for numbers mask characters

Mask Characters Description

Period () Decimal separator to determine how many digits are displayed to the left and right of the decimal point.

If the mask format expression contains only number signs to the left of this symbol, numbers smaller than |
begin with a decimal point.

To display a leading zero in fractional numbers, use 0 as the first digit placeholder to the left of the decimal
separator.

The actual character used as a decimal separator in the formatted output depends on the Number Format
recognized by your system. In some locales, a comma is used as the decimal separator. In mask formats,
always use a period (.) as the decimal separator.

Comma (,) Thousands separator to separate thousands from hundreds in a number that has four or more places to the
left of the decimal separator (for example, 1,234.56).

Standard use of the thousands separator is when the mask format contains a thousands separator
surrounded by digit placeholders (0 or #). For example: 0,000.00

Two adjacent thousands separators, or a thousands separator immediately to the left of the decimal
separator, (whether or not a decimal is specified) means “scale the number by dividing it by 1000, rounding
as needed”. For example, you can use the format string “##0,,” to represent 100 million as 100. Numbers
smaller than | million are displayed as 0. Two adjacent thousands separators in any position other than
immediately to the left of the decimal separator are treated simply as specifying the use of a thousand
separator.

The actual character that CostRecovery uses as the thousands separator in the formatted output depends
on the Number Format recognized by your system. In some locales, a period is used as a thousands
separator instead of a comma. In mask formats, always use a comma (,) as the thousands separator.

Colon (3) Time separator to separate hours, minutes and seconds when time values are formatted in a mask.

The actual character CostRecovery uses as the time separator in formatted output is determined by your
system settings. In some locales, other characters may be used to represent the time separator instead of a
colon. In mask formats, always use a colon (:) as the time separator.

Forward Slash (/) Date separator to separate the day, month and year when date values are formatted in a mask.

The actual character used as the date separator in formatted output is determined by your system settings.
In some locales, other characters may be used to represent the date separator. In mask formats, always us a
forward slash (/) as the date separator.
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Mask Characters for Formatting Text Strings

The following table identifies characters you can use when creating user-defined formatting for strings.

Table A-3: User-defined formatting for strings mask characters

Mask Character Description

At Sign (@) Character placeholder that displays a character or a space.

If the string has a character in the position where the at sign (@) appears in the format string, that character
is displayed; otherwise a space is displayed in that position.

Placeholders are filled from right to left unless there is an exclamation point (!) in the format string.

Ampersand (&) Character placeholder that displays a character or nothing.

If the string has a character in the position where the ampersand (&) appears, that character is displayed;
otherwise, nothing is displayed.

Placeholders are filled from right to left unless there is an exclamation point (!) in the format string.

Exclamation Point (!) Force left to right fill of placeholders. When this character is not present in a string, the default is to fill
placeholders from right to left.
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