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Manifest Manager Installation Guide

Manifest Manager (MM) will run on any modern PC running Windows XT and above. Optionally the
program can be configured to use and save data on a server.

You must have administrator rights to install the software.

Run the install file (Manifest Manager xxx.msi). You may have a run as administrator option if you
right click on the file.

Accept all the default options and wait for the install to complete. If you don’t get any errors during
install then all should be OK.

When you run MM for the first time the following screens will appear.

MM can run in two different modes.

The Global mode uses a single -

settings file and all the data is Initalise Manifest Manager I&
stored on a server. This allows all
users to use the same settings file e

and the access the same data. | Do You Want run in Global Mode ?

Local Mode runs locally on the
user’s PC. Data can still be stored
on the server but the settings file is
stored locally. Each mode requires a
different licence.

Yes Mo Cancel

The modes can be changed if required from a menu item within PWA. This option however can be
turned off if needed.

The first screen you will see is shown

Unable to Find Global INI File 238l | above. If you answer “No’ then Local
Mode will be selected.
Flease Enter Full Path of Global IMI fils If you answer ‘Yes’ then MM will look

Cancel for the Global ini file. If the ini file

exists then then all is complete and
the main screen will be shown.
“W151.211 3.5 Data \PWANPWAGIobal ini If it can’t find the file then you are

L asked to input the location.

If the path exists then the file structure the program requires and the INI file is created.
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If the folder you input is not found then you
have the option to continue in ‘Local’ mode

-

Manifest Manager

| Unable to Find the Global Folder,

Do You want to Continue in LOCAL Mode 7

Because this is the first install then a license code is required to register PWA.

This is the Global License screen. Once
you have entered the license all
subsequent Global installs of MM will
not need to be registered.

The Local Registration screen.

If the registration is successful then
you will be asked to restart MM.

-

Manifest Manager is Not Registered

==

Global Mode

Fleaze sent an email to PamHelpline@agmail com
With pour company name and contact details,
Pleaze quate the following zerial number.

GPWARFH 119 - 1060603244

Fleaze Enter the Reqistration Code Here...

Cancel

-

Manifest Manager is Not Registered

Local Mode

Fleaze sent an email to PamHelpline@agmail com
With pour company name and contact details,
Pleaze quate the following zerial number.

LPwARFH 119 - 1060603244

Fleaze Enter the Reqistration Code Here...

Cancel
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Program Operation:

When Manifest Manager is fully configured it can carry out the following workflow/operations.

®  Moves customer print and manifest files to the Freeflow Core server for processing by a
Core Workflow.

* large manifest files can be split into smaller files by a flag in the data. E.G. into specific
Clinics

e Generates a report in ‘Excel’ showing the success or failure of Print job at various stages in
the workflow.
o Reads the manifest status file that Core produces on entry of CSV file to extract
information/fault code if any
o Reads information at the end of the Core workflow
o Reads accounting information from the printer to confirm successful printing of the
PDF
e Collects accounting information from Xerox printers which can be filtered and saved into
‘Date Split’ csv files depending on the date printed. The accounts data is also used to show
that required documents have been printed.
e Multiple workflows can be set up can changed from the main screen
® Files saved to a ‘Manual Input’ folder can be printed through Core or direct to the Printer.
® Files can be joined and sent to prevent files going out of print order.

e Reprints can be ordered of previous sent documents

® MM can run either in Local or Global mode. In Global mode the data is stored on a server
and multiple copies of the program can be installed on customers PC’s.

® MM can also run as a Windows Service
e Export option to save PDF files with or without a job Ticket so they can be printed offsite.

e Data Search option to find information from all Logs and collected information.
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Operational Diagram:
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Manifest Manager User Guide

Manifest Manager (MM), compares print request data, with files processed by Xerox Freeflow

Core, and printed output from Xerox Printers. It produces a report that shows success or failure of all
print requests. There are options to send documents to different workflows and for reprinting.

If you not using the Global Settings option then when the program is run for the first time it will ask
for a registration code. This needs to be entered to proceed. The code is available by emailing the
program code displayed to:

PamHelpline@gmail.com

One of the two screens here can be displayed

- . The program will now need configuring if it is
Manifest Manager L = &J

not using the Global settings file. This is done

from the Program Settings screen. This can
be accessed by selecting the

‘ Options/Settings menu item.

Reports  Options  Workflow
Q =3 ‘@ = bt anual Input Folder cu

hManifest Manager . w 1.4

- 1 The icon on the far left shows the program
T —_
E Manifest Manager l e status.
e —————— The other Icons are shortcuts to:
b ~u |—|
Q... =98 e Ralinput Folder 2 Create Report, Open Report
Pleaze Wait.. Checking for Aged FDF Files . .
Aequired Token - POFD atesT oken Get External Files and Reprint Documents.
Released Token - PDFD atesT oken It is also possible to change the workflow by
Acquired Token - LogSizeToken L.
E vent Log Reset clicking on the workflow name. The arrow on
Fieleazed Token - LogSizeToken H H
Chasking for Ao Manifact Filos . Done the right shows that cycle workflows is
selected.

There are three menus on the main screen. Reports, Options and Workflow

The Reports Menu:

Create/Compile Report. This %5 Manifest Manager l = | |_-"Ehr
will compile a new report and _

save it in the reports folder. [ Reports | Options _ Workflow

Convert CSV file(s). This will Create and Compile New Report Fl  der=
open and compile the saved Convert C5V file(s) into a Report...

data (CSV) files into a new
report. (If using Excel, More
than one report can be Reset / Clear Report Data
selected and each is shown on
a different sheet in Excel.)

~

Open Report... F2

Open Collected Accounts Data... k From D136A...

PWA

Open Report will open an
already created and compiled report.

Open Collected Accounts Data. If enabled this will open the printer accounts data that was processed
and saved in date split files. There is a sub menu for each printer connected.
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The Options Menu:

This menu has options to manually
collect data for processing.

Data Search... Ctrl+F
You can also access the Program Log Core Data Files
and Archive folders. e = External PDFFiles 3

Display Global Activity Log F5
If you have turned off collection of Open Latest Event Log File F6
data from a printer by FTP (because Open Event Log Folder...
it was not connected to the Open Archive Folder...
network) then this is where it can be Reset , Reset FTP Printers
turned back on. Reset Tokens

Local Mode

Reset 'Direct Print' Job Mumbers

Display Latest Log File Opens the Settings... Reset Global File Location
latest log file in ‘Notepad’. The older About.. F8

ﬁ Manifest Manager (Global)

Reports

E

Options

Worlflow
Manually Collect

3

=

Accounting Files

Manifest Files

Log files reside in the Logs folder.

Display Global Activity Log will only be visible when in Global mode. This log will show activity from
all running copies of MM. It takes a few seconds to update. This setting is in the Misc Settings section
of the settings form.

On Start up the main screen opposite is displayed
without the scrolling information text. Main
program operations are shown on a single line.
Expand Main Screen will show scrolling event log
information.

= i e

ﬁ Manifest Manager

Reports  Options  Workflow
) = 3 &

Manitest Manager.. v 1.4

tanual Input Folder Cu

If the program is installed on multiple PC’s, Tokens can be used to stop different PC’s carrying out
the same tasks. There are various tokens and are issued when needed for each operation. When the
task has finished the token is released. If there is a problem with token release they can be reset
from here.

There is another option to use a ‘Global Settings File’. This would normally reside on a server that all
PC’s have access to. This makes it easy to license and change settings for all copies of the program at
once. If you are not using global settings then it is possible to enter the registration code here.

You can swop between Local and Global mode. MM will need restarting after changing.

The Workflow Menu: %5 Manifest Manager = .&]
. . . . Reports  Options | Workflow |
This can be hidden in the settings o N — - e o DISGA

if you don’t want it to be seen.
Here you can select the workflow
to send the manifest files to. In
this example each workflow is for

Mew Gla v | Cycle Workflows Send to [136B

Reprint Documents... F9 send to D136C

Manual Input Folder
Manual Input Folder 2

a different printer so you can
load balance the printing.
Cycle Workflows will make the program use each workflow in turn. The workflows can be bypassed
(Settings : Workflow) but at least one must be enabled

Reprint Documents allows you to reprint all or individual documents from a manifest file. More
details on this are shown later in this guide.
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Settings Screens:

General Settings:

If you are using ‘Global’ mode then
all the folders should reside on a
Server, where they can be
accessed by all clients.

A new Event log is created every
day. They can be removed after
number the days set here.

The Reprint option can be enabled
and what is listed can be
configured. A blank entry will show
all the fields. An entry of 0 will just
show the Document name. Shown
here the Doc Name and field 4 will
be displayed.

Manifest Manager Settings

General T Printer Data W Workflaw T

ManlfeleataT Core Data T ExlemalDataT Report T Misc Settings

Archive Folder:

[esPwiANArhive

| [ Browse |

Event Log Folder:

[DrvPwiatLags:

| [ Browse |

Temporary Work Folder.

[B:sPwaNTempt,

| [ Browse |

[¥] Show Reprint Menu

File Check Time [sec]

Refiesh Global Activity Lag (1-60 sec]

Shaws Eslra Data Fields from Marifest fil

Check For Aged Files Interval min]

Remove Event Lags After [Days]

Cancel Save Global

The Refresh Global Activity Log setting controls how often the log reads the Event log to update the

listing.

The file check time is the time taken to make sure a file has finished being written to.

The timing setting for Aged Files is for the programs internal maintenance and should not need to be

altered.

Printer Data:

These settings are for the
collection of Printed Accounts
information.

They are in three sections.

1- Printer Accounts Data:
Most account files have USA style
date mm-dd-yyyy.

Enabling the ‘Date Split’ option will
create separate csv files in the
selected date range based on when
the documents were printed.
These can be used to display usage
information for each printer

The filter expressions are explained
later in this document.

Manifest Manager Settings

{ General T Printer Dataw Workflow T ManlfeleataT Core Data T External Data W Report T Misc Settings

Printer Accounts Data

Printer Connection T Printer Accounts Fields w

Palling |nterval [min)
[¥] Enable Date Split Files

Daily ~ | Date Output Farmat

Date Field

[¥] Enable Printer Accounts Collection

[Z]USA Date Type

Default Data Separator:

) Other » D

Document Name Field:

@ Comma Tab

Status Field

{Eomp\etion Date - ‘

{Hecold status Vl {Document Name Vl

| Enable Accounts Data Filter

Filter Expression:

(2]

1.T.Complete

x|

Cancel Save Global

Manifest Manager User Guide
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2- Printer Connection:

Changing the name of a printer and
selecting ‘Add/Save’ will add the
printer as a new printer. Any other
setting will change the existing
setup.

Remember to put forward slashes
in the ‘Remote Folder’ name if
using FTP.

The example opposite (A*) will
collect all files in that folder
beginning with ‘A’.

‘Test Connection’ will check that
the printer and the folder exists.

3- Printer Accounts Fields:

‘Record status’, ‘Document Name’
and ‘Completion Date’** are
compulsory fields that can’t be
deleted.

All fields selected here will appear
in the ‘Date Split’ account files.

The ‘Extra Report Fields’ are
printer data that you want to
appear in the report. Enter the
field number. More than one field
number must be separated by a
comma (e.g. 4,5,6). The example
here shows that ‘Total Impressions
Printed’ will be included in the
report.

Manifest Manager Settings

{ General T Printer Dataw Workflow T ManlfeleataT Core Data T External Data W Report T Misc Settings

Printer Accounts Data

T Printer Connection T

Printer:

EE

ul

Accounts Input Folder

Printer Accounts Fields

1

Not Saved. Add/Save Remave

|E:\Usels\Ehve\Desktop\Accounls\ | [ Browss ]
Date Spiit Folder:
[C-AUsersClive\DesktopH arthst | [ Brows |

Printer Name: 364 [¥] Callect &ccounts Data by FTP
IP Address 192192182192 :]Test T
Remote Folder  [Mest
B
Cancel | Save Global

Manifest Manager Settings

{ General T Printer Data\{ Workflow T ManifeleataT Core Data T Extemal Data T Report T Misc Settings

Frirter Accounts Data

Printer Cannection T

Job ID

Container ID
Report 1D
HostJob Mumber
Fiecord status
Document Name
Document Date
Sender Narne
Recipient
Account
Disposition

Job Status

Interupt Status
Frintt Server Mame
Virtual Printer
Machine Type
Job Souree

Job Submission Date
Input File Size [bytes]

m

Ly X |

Fieport Completion Infarmation

Channel ldle Time [milizeconds)

Record status
Document Mame
Completion Date

Total Impressions Printed
Prink Server Name

{Printer Accounts Fields

L

Job Format
Start RIP Time:
Stop RIP Time 5
Secounts Exia Repart Fields (2.0 451 | 45 |
B M|
Cancel | Save Global

**May be ‘Print Completion Date’ in some older accounts files. If this is the case then edit the accounts fields
in either the ‘Global.ini’ or ‘c:\programdata\PWA file’ if local user.

As with all the following if ‘Collection’ is enabled and the polling Interval is set to 0, then the data can
still be collected manually from the ‘Options’ menu.

Manifest Manager User Guide

Page 12



Manifest Manager Settings.

Workflow:

This is where you can setup the hot

General PFiinter Data Workflow T ManilelealaT Core Data T ExtemalDalaT Repart T Mizc Settings

folders for the manifest files. These
workflows can then be selected on the

Show Change Workflow Menu

Include in Cycle Workflows
Workflov: o

main screen if the ‘Show Workflows’ [Send 10 D126A =] % Core Hot Folder
Option is ticked_ These Can Connect to T  Manual Input Folder [Not connected ta a Core workflow]
" Piinter Hat Folder

a Core Hot Folder or even a Printer

" Export Folder

Hot Folder or an Export Folder for
printing offsite.

If you don’t want the manifest files to
go straight into a workflow then they
can be moved into a ‘Manual Input
Folder’, where they can be printed
using the ‘Reprint’ menu option. Make
your own folder for the workflow and
tick the ‘Manual’ option box.

Manitest/PDF Destination/Hot Folder.

|E WWsershCliveDeskiopHot Folderl

Browse

Add/Save Workflow

Cyele Workfiows

Export With Job Ticket

Remave Warkflow

Retum to Default ‘Workflow after Cycle

!D M|

Save Global

Cancel ‘

The Workflows can be set to cycle (change with each manifest file) and can included or excluded
from being cycled. They can be set to return to the default when all manifest files are processed.
One workflow must be set to be included in the cycle. If only one workflow is selected and Cycle
workflow is set to on then that workflow will always be used regardless of the current selection.

Manifest Data:

MM will look for all the processed
manifest files from all configured
workflows.

The ‘Post’ option is performed after
MM has collected the information
from the file.

The ‘Archive’ option will move the file
into the predefined archive folder.

Data fields from the manifest file can
be added to the report. There must be
a header entry for each field, separate
with commas.

E.G. if you want fields 4 & 6 included.
Extra report fields = 4,6 Header
Names = Clinic,Sender

Manifest Manager Settings

v| Enable Manifest Data Collection

Poling Interval (min)

Maritest Status Folder Name:

& Status
tanifest Extra Repart Fislds

Manitest Extra Report Header Mames:

General T Printer Data T “wiorkflow [Manifasl Dal{ Care Data WExtema\Dala[ Report T Mise Settings

Manifest Tiocument Name! Fisld Number

Post Processed Manifest Files:

Aichive

@ Leave

Delete After [Days)

‘E\imc

Manifest \Job Ticket' Field Number

Manifest File Has Header

Manitest Group Key' Field Number
Spitby Fiekd . 4|

| Split Manifest File

! B M|

Cancel | Save Global

The ‘Manifest Status Folder is the name of the folder within the workflow hot folder that Freeflow
Core puts the processed manifest file. This is the standard naming convention for this folder so this

setting will only have to be changed if this is renamed in a future version.

The Job Ticket field is used by MM when sending the PDF straight to the Printer, bypassing Core. The
data in this field should have the same name as one of the “.jt’ files in the Job Ticket Folder. If not a

Default ticket is applied.

If Core uses a ‘Group’ key to collect PDF’s then this field is used by MM when sending joined

manifest files from the reprint screen.

If your manifest files are big they can be split into smaller ones by a setting in the manifest data file.

Manifest Manager User Guide
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Core Data:

As shown here, if the polling
interval is set to 0, manual
collection is possible, also MM will
look for and collect data from Core
when the report is generated. This
is a better option as it prevents
trying to read a file when it is open
in Core. Because this file can be
big, processing may take some
time. If this is the case then it can
be set to collect at a specific time.

To include data in the report from
this file enter the field numbers in
the Extra Fields box. Multiple field
numbers must be separated by a
comma (e.g. 1,4)

External Data:

The PDF files are collected first and
moved to the input folder for Core.
The Manifest CSV files are then
moved to the Core workflow Hot
Folder for the selected workflow
for processing by Core.

Core will start processing the CSV
file as soon as it arrives in the Hot
Folder, and the process with fail if
it can’t find the PDF document.

The source folders can be polled at
regular intervals and/or can be
searched at a set time.

The PDF files can be removed from
the Core server after the days

Manifest Manager Settings

General T Printer Data W “Workflaw TManlfeleataT Core Data T ExlemalDataT Repart T Misc Settings

[¥] Enable Core Data Collection

Core Data Export Folder
C-\UsersClive'\Desktop\Core'

| I Erowse ]

[T] Core File Has Header

Timed Collection (hhcrm) | 10:02

lIl Palling Interval (min)
[ ] CorExtra Report Field Numbers (2.0.1.3)

Core Document Name Field | Document Name 5
CoeDalcFied [Date 7]

Field Narne Clinie

x| g
D

Date

Cancel Save Global

Manifest Manager Settings

General T Frinter Data T Workflow TManiFESIDataT Core Data TEulemal Data Report Misc Settings

[¥] Enable External PDF/CSY Collection

Extemal PDF Folder:
‘E “Wsers\Clive\DesklophPDFY

‘ { Browse J

External Manifest CSV Folder.
‘E SUsersiClivehDesktopyPDFY

| )

PDF Care Input Falder
‘E “Wsers\Clive\DesktopiCore FOFY

‘ { Browse J

[7] Collect Files by FTP [¥] Dnly Collect Manitest CSV if PDF is Present

Paliing |nterval [min]:

Delete PDF's from Core Input Folder [Daws) lIl

Save Global

Cancel |

configured or if this setting is 0 they will be kept.
The ‘Only collect CSV if PDF is present’ option makes sure that the PDF files are moved before the

Manifest CSV files.
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External Data by FTP:

The external files can also be
collected from an FTP Server by
using the FTP protocol. When
‘Collect by FTP’ is selected an
additional box will appear in the
bottom left of the form.

Here the I/P address and login
details can be added. The External
folders now become the folders on
the FTP server. The connection can
be tested using the ‘Test
Connection’ button.

Report:

The reports are saved in the
reports folder in a monthly sub
folder. They are initially in CSV
format.

When the reports are compiled
they are converted into excel files.
This can be done automatically or
not depending on the selected
option. The folder will now contain
both the CSV file and the Excel file.
Jobs that have not gone through
the workflow and have failed for
any reason are reported and also
stored in an ‘error.csv’ file. This can

Manifest Manager Settings

General T Printer Data W Warkflaw TManlfeleataT Core Data

T External Data Repart Misc Settings

[¥] Enable External PDF/CSV Collection

FTP External PDF Folder.

‘E SUsersiClivehDesktopyPDFY

| )

FTF Extemal Manifest C5Y Folder:

‘E “Wsers\ClivehDesktophPDF,

‘ ‘ Browse ‘

POF Core Input Falder.

‘E U zersClivehDesktophCare PDFY

| )

[¥] Collect Files by FTP

IP Address
Logon Mame
D Passward
| Test Connection_|

[¥] Only Collect Manifest CSY if PDF iz Present

Delate PDF's from Core Input Folder Davs) | U |

Palling Interval [min):

!bMM

Save Global

Cancel |

Manifest Manager Settings

General T Frinter Data T Workflow TManiFESIDataT Core Data

T Extemal Data T Report Miso Settings

[¥] Enable Report Creation

Reports Folder:

[D:\Pwia\Rparty

| [ Biowse |

Repart &pplication [Excel or Notepad or Browse)

‘Exce\

‘ | Browse ‘

[¥] Compile Repart After Data Merge

7] Open Report Alter Creation

[¥] Ignare Banner Page in Report

V| Keep Temporary Report Data

Core Enor Texst:
‘Error in Care Warkflaw ‘ ‘

Successtul Print Job

Prieter Tewt : ‘

‘Awallmg Printing ‘ ‘

Failed Frint Joh

Unprinted Job |

Defaults

!bMM

Save Global

Cancel |

also be converted into an Excel report.

The banner page can be taken out the report by selecting the ‘Ignore’ option. For this to work the
banner page name must end ‘Banner.pdf’. The normal operation of MM is to create the report and
delete the temporary data for that report so it cannot be duplicated. If the ‘Keep Temporary Report
Data’ option is selected then the data is keep and can be added to, so all future reports made will
include previous data. This is helpful if at the end of the day you are still waiting for the final
documents to print. If this is selected then the data has to be cleared at the end of day by using the

menu option in the Reports menu.

Clicking on the Boxes at the bottom right or the text in the boxes, allows you to change the colours
of both the text and the cells in the Excel Report. The defaults button will return the colours to the

ones show here.
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Misc Settings:

The system Tray is the area
normally at the bottom right of the
Windows toolbar. MM can be
forced to run from here.

If the ‘Pause Program’ option is not
selected then any errors will only
be show in the Log window & Log
File and the program will keep
running.

For security the Settings and
Change Mode selections can be
removed from the Options Menu.

The password settings if selected
will require the administrator
password to Clear Report data and
save Global settings.

Manifest Manager Settings

General T Frinter Data T Workflow TManiFESIDataT Core Data T ExlemalDataT Report TMisc Settings

Send Program to System Tray
[7] Show Settings in 'Optians’ Menu
| Enable Event Log
"1 Require Passward to Clear Report Data
7] Require Password to Save Global Data
[#1Use Token's

[7] Show Who Has Taken

[¥] Archive Temp Files Remove After [Daps] lIl

/| Pause Program & Show Message on Enor

[¥] Check Setup for Erars

V| Passive FTP

[#] Duick Priner Accaunts Check

[7] Show Change Mods Option

[¥] Check External Token

[7] Show Servics Feedback

Maxirum Files in Reprint List | 3000

!D M|

Cancel |

Save Global

Passive FTP is the default for FTP operations.

The ‘Quick Printer Accounts’ check only needs to be unselected if problems are encountered with

the accounts file. When selected the accounts file check is considerably faster on big files.

With the ‘Check for Tokens’ setting selected, Manifest Manager can be installed on multiple PC’s.
The tokens are issued to each copy of the program when needed so only one copy can carry out a
task at once. When the task has finished the token is returned.
The ‘Show Who Has Token’ setting displays information on the screen and in the Program Log on
who has each token and when it is released.
The ‘Check External Token’ check will force MM to look to see if the ‘External Token’ (Token for
collection of External PDF files) is in use or is redundant. It will release if necessary.

‘Show Service Feedback’ shows more log info when MM is run as a service. Normally unselected.

The ‘Archive Temp file’ option is for diagnostic purposes.

‘Maximum Reprint List Files’ is for memory management. Can be anything from 100 —99999.
The most efficient setting would be just more than your largest file list.
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Reprint Documents:

This screen is displayed when you select the option from the Workflow menu.
The list is blank and there are two option buttons that you can select.

-
Choose Documents to Print - List 1

o) ] o ] ] o]

IManuaI Input Falder

o) 1) o) o

Confirm Action Join Files Fririt & kove

ltems Checked =0

ltems Listed =0

Get Files

Open

Exit

%

The ‘Get Files’ button will let you
select either PDF or print ready
files to print to the selected
workflow. Or if it is a ‘Manual Input
Folder’ CSV files.

The ‘Open’ button will open a CSV
file and display the contents in the
list.

If you have selected to ‘Archive’ the
manifest files then the top archive
folder will be shown. From here you
will have to select the Month folder
the files were processed and then
the MAX folder to see the CSV files.

MM will display the selected manifest file in the list window as shown below. What parts of the
manifest records you see is dependent on the setting in the report tab of the ‘Settings’ screen.
The screen below is showing a second list of data as well as the ‘Document Name’

.
Choose Documents to Print - List 1

Documnent Mame

o] e o) ] o

1 181_R&L 5EA Clinic_Banner. pdf RAL SEA Clinic
[ 181_228716_143000_6. pdf RAL SEA Clinic
[J181_116392016_153000_7.pdf RAL SEA Clinic
[ 181_20532599_160000_8. pdf RAL SEA Clinic
] 181_20551534_150000_9. pdf RAL SEA Clinic
[J181_RaL ANC OPD_Banner. pdf RaL ANC OPD
1 181_20489594_114000_10.pdf RaL ANC OPD
[]181_20127132_142000_11.pck FiAL ANC OFD
1 181_20540061_154000_12. pdf RaL ANC OPD
1 181_20520181_101500_13.pdf RaL ANC OPD
|Send to D1364A -

) ) ) ] -

Confirm Action Join Files Fririt & kove

ltems Checked =0

ltems Listed = 1029

The Grey buttons on the left allow
you to select all or none of the
records. You can also select
individual records or select all
records up or down from the
highlighted record.

You can also select records in the
usual windows way be using the
‘Ctrl’ or ‘Shift’ keys and clicking on
a record with the mouse button.
These records can then be ‘ticked’
by clicking on the ‘Highlighted’
button.

When selecting from ‘Down’, ‘Up’ or ‘Highlighted’ the selections are inverted. This means that if the
document is ticked it will be un-ticked and if it is un-ticked it will be ticked.
Clicking on the ‘Font’ button will change the lists font size.

The ‘Search’ button will open a text input box so you can enter search text. If a document is
highlighted then that is used as the default entry. Depending what mouse button you use changes

the type of search.

Left Mouse Button = Search and highlight
Right Mouse Button = Find next and highlight
Middle Mouse Button = Find next and select
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The ‘Select’ button will search and select all records in the list that match.

If there is a second column of data, like the example below, Highlighling a row and clicking with the
Left Mouse Button will select all rows with that data.

Clicking with the Right Mouse Button will open a selection window with all the data from the
highlighted row, as a default for you to edit.

All searches are not case dependent.

r

h

Choose Documents to Print - List 1

Document Name

o] ] o] ] e o]

[J181_RAL 5EA Clinic_Banner. pdf RaL BEA Clinic
] 181_225716_143000_6.pdf RaL BEA Clinic
[J181_11692016_153000_7. pdf RaL BEA Clinic
] 181_20532599_160000_8. pdf RaL BEA Clinic
(] 181_20661534_150000_3, po RAL 5EA Cliic
181_RaAL ANC OPD_Banner. pdf RAL ANC OPD
181_20423334_114000_10.pdf RAL ANC OPD
T8 _20127132_142000_11 pdf RAL ANC OPD
181 _20640061_154000_12 pdf RAL ANC OPD
181_20620181_101500_13.pdf RAL ANC OPD
|Send to D136A -

) o o e ) -

Confirm Action Juain Files

Frint & Move

ltems Checked = 63

ltems Listed = 1029

Frint

Open

Exit

You can now select the workflow that you want to send the documents to and hit ‘Print’

When you hit the ‘Print’ button, the selected files are checked to see if they exist in the print files

folder. If all files are there the screen will close and the reprint request will be sent.

If any files are missing you will get a message asking if you want to continue with the reprint request.
If you decline then the missing files files are listed as shown below.

-

Missing Decuments

181_204589894_114000_10.pclf
181_20127132_142000_11.pclf
181_20640061_154000_12.pclf
181_20620181_101500_13 peif

Sendto D136A - )
All Mone |5 Down || Up Hi-Lite |1 List 1 Get Files
Font || Rem || Clear || Find | Select| | Move [ | tems Checked = 4 Close List
It Listed =4 .
Confirm Action Juain Files Frint & Move ems Lste Exxit

It is possible to display an alternative list by selecting the ‘List’ button. This enables you list and print
other documents without disturbing your current job list.
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The ‘Open’ button will allow you to choose and open any manifest file from either the normal Core
workflow folders or any Manual Input Folders (Folders that aren’t connected to a Core workflow but
can be used to collect files to move into the Core workflows later.)

It is also possible to ‘Print/Send’ manifest or print ready files to a workflow without opening them.
Use the ‘Clear’ option to clear the list and then click on ‘Get Files’ a browser window will open,
allowing you to browse and select files. From these you can select the ones that you want to print by
using the Shift or Ctrl / Click. Click on ‘Open’ in the browser window and the selected files will be
displayed in the Main List. If the files are manifest files, the number of PDF files listed in each CSV file

is displayed as shown in the screen below.

.
Choose Documents to Print - List 1

I anifest Files | Docs |
[ Big_235841_RaL SEA Clinic.csv 5
[ Big_235841_RaL 12 MORTH CLLcsy 17
[[] Big_235841_RaL ANC OPD.csv 105
[ Big_235841_RAL BA OPD.csv 181
[ Big_235841_RaL ED OPDC.csv 5
[ Big_235841_RaL EDKCC.csv 17
[ Big_235841_RAL GYNAE OPD.csv 8

— - ’Manual Input Falder - .
o] e o e -
o] o) ) e s o

ltems Listed =7

Confirm Action Join Files Prirt & Move [ |

Selecting the ‘Confirm Printing’ option will open a message box
asking you to confirm printing the selected files to the selected
workflow.

‘Move’: This is only shown when a Manual Input folder is
selected. This will move the files in the Manual Input Folder
into a folder called ‘Old Files’ in the same location.

Select the files you want to print
and select the workflow to send
these to, and press Print. When the
file has been sent it will disappear
from the list so you know what is
left to print. Mutiple CSV files can
be joined as one by selecting the
‘Join Files’ option

Double clicking on a file in any of
the screens will display it.

If it is a PDF it will be displayed by
your default PDF viewer. If it is a
CSV file then it is displayed in
‘Notepad’.

Pleaze Confirm l ]

:] Send Selected Files to: Send to D136A

Choose Documents to Print - List 1

M anifest Files | Docs |
Big_235841_RAL SEA Clinic.csv 5
ig_235841_RAL 12 NORTH CLlLcsv 17
Big_235841_RAL ANC OPD.csv 105
Big_235841_RAL BA OPD.csv 181
Big_235841_RAL ED OPDC.csv 35
Big_235841_RAL EDKCC.csv 17
Big_235841_RAL GYNAE OPD.csv 8

|Print Directto D136AHold  ~ _
(oo o
) o) o) ] s o

ltems Listed =7

Confirm Action Jain Files Frirt & Move || Exit

F |

To send manifest files direct to the
Printer Queue. Open a manifest
CSV file and select the files. In the
dropdown menu select the ‘Print
Direct’ option and hit ‘Print’.

A Job Ticket and an index number
will be added to the file so they
listed on the printer in the correct
order. CSV files as shown in the
above screen can also be sent
direct to the Printer queue.

Please Note: The workflow that the files are printed to must be compatible with that type of file otherwise it will fault in Freeflow Core.
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Data Search:

From this screen you can quickly search files in various locations for specific text. For example, you
may want to search to see if a particular document has been printed.

' ~

Manifest Manager Data Search

Search Text
|2|:|Ei?1234 | || Case Dependant
|| Event Logs || Manifest Files [V warkflom Status File
[/] Printer D ata [/] Reports Latest Manths
Searching Event Logz #

Searching Manifest Files

Searching Workflow Statuz File
"Ral by OPD", ™ 3226220671234 0330007 pdf . "4064" *1817/2014 156237

m

Searching Printer D ata

Complete,132262_20671234_083000_7.18/11/14 15:56:09.7.01364

Searching Report Folders
Searching Reportz From - 2014-10 [Oct)

Searching Reports From - 2014-17 [Mav)

132262_20671234_083000_7 pdi RAL MY OPD_18/11/2014 15:52:35 Success, 18/11/2014 15:52:37 18
132577_20671234_083000_1089.pdf RAL MY OPD,19/11/2014 12:45:07 Success Eror in Core Workflo
132262_20671234_083000_7 pdf RAL MY OPD 18/11./2014 155235 Success, 18/11/2014 15:52:37 18
132577 _20671234_083000_1089.pdf RAL MY OPD,19/11/2014 12:45:07 Success Emor in Core ‘Waorkflo
132577_20671234_083000_1089.pdf RAL MY OPD,19/11/2014 12:45:07 Success Enor in Core ‘Waorkflo
132577_20671234_083000_1089.pdf, RAL MY OPD,194117/2014 12:45:07 Success Enor in Core Waorkflo

Srarching Farmarts From - M A1 Maed
4 i F

Firizhed

l Clear Lizt J l Save List ‘l Fant Size: I

Enter the Search text and then select the file locations to search in. Some locations may not exist
depending on the program settings.

All the ‘Event Logs’ are searched. There is an event log created every day and the number of days is
configured in the settings window.

The ‘Log’ will contain information about all the files that have been found and processed by Manifest
Manager.

The ‘Manifest Files’ option will search the main data file which has information regarding success or
failure in the Core workflow and may have information about print completion.

‘Workflow Status’ will contain information about the documents progress in the Core workflow
‘Printer Data’ will display the information from the printers that is configured in settings.
The ‘Report’s created by Manifest Manager are stored in monthly folders. You can configure the

search to look in latest ‘x” monthly folders, where ‘x’ is any number between 1 and 12 or ALL to
search in all folders which will take a lot longer.

The buttons at the bottom allow you to ‘Clear’ the list, ‘Save’ the list and Select a different font size.
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Click on the ‘Save List’ button and then select the ‘Save as type’ option to save as a different file
type. Options are Excel, CSV or a TXT file

File name: stearn.lsx

Save as type: ‘Euceh File (*.xdsx) v'

CSV File (*.csv)
Hide Folders Text File (*.bd)

If saved as an Excel file the file will open and display based on the setting in the ‘Reports’ settings

tab.

Saving as an Excel or CSV file will insert the correct header data for the ‘Workflow Status, Printer

Data and Report’ search items.

A 8 G D 3 F G 1 -
1 |Workflow Status File
2 >Clinic Document Name (L] Date
3 |"RALMV OPD" "132262 20671234 083000_7.pdf" "4064" "18/11/2014 15:52:37"
4 =)
5 |Printer Data
6 >Record status Document Name Completion Date  Total Impressions Printed Print Server Name
7 |Complete 132262_20671234_083000_7 18/11/14 15:56:09 7 D136A
e —
9 |Reports From - 2014-12 (Dec)
10 |>Document Name: Clinic ion Date ission Status by Core. Print Date Print Status Total Impressions Printed Print Server Name
11 132262_20671224_083000_7.pdf  RALMV OPD 18/11/201415:52:35 Success 18/11/2014 15:52:37 18/11/14 15:56:09 Complete 7 D136A
12 132577 20671234 083000_1089.pdf RALMV OPD 19/11/201412:45:07 Success Error in Core Workflow
13 132577_20671234_083000_1089.pdf RALMV OPD 19/11/2014 12:45:07 Success Error in Core Workflow
14
15 |Reports From - 2015-02 (Feb)
16 »Document Name Clinic ion Date ission Status by Core Print Date Print Status Total Impressions Printed Print Server Name
17 |132262_20671234_083000_7.pdf RAL MV OPD 18/11/2014 15:52:35 Success 18/11/2014 15:52:37 18/11/14 15:56:09 Complete 7 D136A
18 |132577_20671234_083000_1089.pdf RALMV OPD 19/11/2014 12:45:07 Success Error in Core Workflow
19 132577_20671234_083000_1089.pdf RALMV OPD 19/11/201412:45:07 Success Error in Core Workflow
20
21|
22 -
< 20671234 | sheett | @ . v
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Job Tickets:

When Manifest Manager prints direct to the printer or when it is exporting files a Job Ticket is
attached to the PDF file. (Optional with ‘Export’)

This tells the printer what stock to print each page on and finishing options etc.

Xerox type job tickets are included in the install, but any type of job ticket can be used as long as the
following naming convention is used.

The type of job ticket used for each file should be contained in a field in the manifest file. An entry of
‘2" would append a job ticket called ‘2.jt’.

These job tickets are stored in a folder which is normally:

In Local Mode ‘C:\ProgramData\PAM Workflow/Job Tickets’

In Global Mode the “Job Tickets’ folder is in the same location as the Global.INI file

If a job ticket file is not found with the required name then ‘Default.jt’ is used.

New Xerox style job tickets can be produced by using a Xerox print driver. Print a document to file
with the required attributes. Edit the print file, deleting everything after: </xpif>

At the bottom of the job Ticket you should see the following lines. Change the text in Bold or just
replace the lines with these.

<document-format syntax="mimeMediaType">application/pdf</document-format>
<job-name syntax="name" xml:space="preserve">XXXJOB</job-name>
<requesting-user-name syntax="name" xml:space="preserve">Manifest Manager</requesting-user-name>

If you are appending a different type of job ticket and want the document name to change, insert ‘XXXJOB’
in the name field of the saved job ticket.

About Screen:

f Abcut Manifest Manager

Manifest Manager Here you can read the operating licence
vid CER S T information and open this ‘User Guide’

Manifest Manager, Compares print request data, with fles
processed by Xerox Freeflow Core, and prinked output from >erox

Frinters. & report is compiled that shows success or Failure of all |f you have tu I’ned ’ShOW Settil’]gs in main menu’
print requests. Wworkflow Choice and Reprints are alzo possible. . i X
off then it is possible to open the settings screen

The software and documentation are provided "az is" without - .

warranty of any kind, Xerox does not warrant that the software from here- You W|” need to enter the
will et your requirnents or that ik operation will be unintemupted | = ..

or error-free. To the extent pemitted by law, xerox expressly administrator pPasswo rd to get access.

dizclaims all express warranties not stated herein and all implied
waranties, including, but nat limited ta, the implied waranties of
merchantability and fitness for a particular purpose. Mo distributor
or employee of xerox iz authorized to make any modifications,
extengions, or additions to thiz warranty. All rizk azzociated with the
uze or performance of the software and documentation remaing with | -

B M|

Settings ‘ Uszer Guide

& clive edmonds. januany 2015
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Filters:

The accounts data from the printers contain many fields and a lot of information. By choosing the
‘Printer Accounts Fields’ the data can be trimmed down so only the information that you want to see
is displayed.

Filters are a way of looking through the ‘Collected’ data and only selecting the records that match
the filter expression.

Filter Expression syntax:
[Account Field Number], [Text or Numerical Field], [Stringl or Operand], [String2], [S3] etc.

Examples:

2, T, Complete shows all ‘Complete’ records

8,N,>5 shows all records with impressions greater than 5
6, T, Print, Save shows all ‘print’ or ‘save’ records

All filter info must be met for the record to save
The 'Number! filters should only have one operand (< > =)

Global Settings:

Using a global settings file makes it easier to license and change settings on all the copies of MM.

N.B. Changes to any settings made after the extra installs will, only take effect when the programs
are re-started.

When MM is installed there is a file created in the main folder called ‘Global.dat’. This file can edited
to give the program access to a ‘global ini’ file normally on a server. This file can be pre-edited and
included in the install package.

The contents of the file are shown below:

[Global Settings]
Use Global INI File = True

Global INI File Location =\\151.211.0.9\Data\PAMWFAGIobal.ini

The Use Global setting tells the program to use the Global.ini file. This setting can be altered by the
program if needed locally. If settings is hidden in the menu then administrator password is needed to
alter.

The second line is the location and name of the settings file.

If you are using Global Settings then ALL folder locations should be on a server that is accessible from
all PC’s and the users must have rights to read and write to those locations.
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Example Excel Report:

A B c D

1 nt Name -1 ion Date | ~ ionStatus - by Core |~
2 |156921 Tabs and Information.rdo  26/06/2014 12:51:44 Success 13/06/2014 15:43:07
3 |156921 Tabs and Information.rdo  26/06/2014 12:51:44 Success 13/06/2014 15:43:07
4 |Part 1V - Pig Extension_v001.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
5 |A36P_QualityTraining.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
6 |A36P_QualityTraining.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
7 |A36P_QualityTraining.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
8 |A36P_QualityTraining.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
9 |156921 Tabs and Information.rdo  26/06/2014 12:51:44 Success 13/06/2014 15:43:07
10 156921 Tabs and Information.rdo ~ 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
11 |Part IV - Pig Extension_v00l.pdf  26/06/2014 12:51:44 Success 13/06/2014 15:43:07
12 |P1L.pdf 26/06/2014 12:51:44 Success Not Processed By Core
13 |Part X - Pig Extension_v001.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
14 |P3.pdf 26/06/2014 12:51:44 Success Not Processed By Core
15 |P4.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
16 |P5.pdf 26/06/2014 12:51:44 Success Not Processed By Core
17 |P7.pdf 26/06/2014 12:51:44 Success Not Processed By Core
18 |P8.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
19 |P9.pdf 26/06/2014 12:51:44 Success Not Processed By Core
20 |P10.pdf 26/06/2014 12:51:44 Failed - File Not Found

21 |P1l.pdf 26/06/2014 12:51:44 Success Not Processed By Core
22 P12.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
23 P13.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
24 p14.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
25 P16.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
26 P17.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07
27 p1g.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
28 P19.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
29 P20.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
30 P21.pdf 26/06/2014 12:51:44 Success Not Pracessed By Core
31 p22.pdf 26/06/2014 12:51:44 Failed - File Not Found

32 p23.pdf 26/06/2014 12:51:44 Success 13/06/2014 15:43:07

E
Clinic ~

Clinic2
Clinic2
Clinicl

clinic2

clinic2

clinic2

Clinic2

Clinic2

13

Print Date | -
12/19/06 12.09.55
12/19/06 11.50.55
12/18/06 16.48.10
05/11/2008 09:59
05/11/2008 09:57
05/11/2008 09:59
05/11/2008 09:57
12/19/06 12.09.55
12/19/06 11.50.55
12/18/06 16.48.10

Not Printed Yet

Not Printed Yet

Not Printed Yet

Not Printed Yet

Not Printed Yet

The picture above shows the compiled report in Excel.

The Green records show all of the successfully printed documents.

G
Print Status|
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete
Complete

H
Job Status -
completed

Proofed
completed
<invalid data>
<invalid data>
<invalid data>
<invalid data>
completed
Proofed
completed

1

Report C ~|  Total ions Printed
No Error 945
No Error 9
No Error 944
No Error 6
No Error 6
No Error 6
No Error 6
No Error 945
No Error 9
No Error 944

The Blue records have gone through the process and have not been printed yet.
The Red records have failed at some stage of the workflow. These failed records are duplicated in
another report called Errors. The reports are saved in the reports folder, in a sub folder that is the
month they were produced.

To compile the above data MM gets feedback from three points in the workflow.
® File Submission to Freeflow Core

®  Processed successfully by Core
® Printed by the Printer

The first three columns show the Document name, the submission to Freeflow Core date and if it
was fully accepted.

If column three shows anything other than ‘Success’ then the reason why is displayed.

The document is then processed by the Core software and at the end of the workflow the result is
feedback to Manifest Manager.

Column four above will show the date that Core finished processing, or an error message.

The document is now sent to the printer for printing. If it prints successfully then the record will
show as Green.
All records that are not printed are retained for inclusion in the next report.

The extra fields at the end of the report can be user configured from the printer accounts data.
There is a lot of extra information about the printed document, such as Impressions/Sheets printed,
Finishing used etc.
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When you print manifest files direct to the printer the report will show ‘Direct Print’ because they
have not been processed by Freeflow Core.

Exported Files will show as complete as they will be printed offsite.

H - s 2015-02-13 1242-50 Report.xsx - Excel N e =]
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Clive Edmonds = %
1e—1 5
“D T;' Calibri A A (== % | SeWepTe General - ’;4 D Eﬂj EX @ ::tfs‘"” - %Y o
Paste o B T U- E|D-A-|===|E=5 EMegetcoter - |E- % 3 |4 g | Conditional Formatas Cel | Insert Delste Format Clear- Sort & Find &
- Formatting = Tablew Stylesw | ~ - - 4 Filter = Select =

Clipboard 1 Font E] Alignment £} Number E] Styles Cells Editing ~

vo - I v
A B C D E F G -

1 Document Name - Clinic ission Date ~ ission Status ~ d by Core Workflow ~ PrintDate ~  Print Status ~

2 |Core.pdf RALATC  13/02/201511:54:51 Success 13/06/2014 15:43:07 23/08/15 09:06:34 Complete

3 |006503-hsbc isa.pdf RALATC 13/02/2015 11:30:38 Direct Print Direct Print 23/08/02 09:09:03 Complete

4 |006506-Smart.pdf RALBA OPD  13/02/2015 11:30:38 Direct Print Direct Print 23/08/02 08:40:35 Complete

5 006502-FreeFlow Core Help.pdf RALATC 13/02/2015 11:30:38 Direct Print Direct Print Awaiting Printing

6 006504-PS Implemention Locations.pdf RALBAOPD 13/02/2015 11:30:38 Direct Print Direct Print Awaiting Printing

7 |006505-Royal Free Hospital FF Core - Operations Guide.pdf RALBA OPD  13/02/2015 11:30:38 Direct Print Direct Print Awaiting Printing

8 006507-Storeflow config.pdf RALBA OPD  13/02/2015 11:30:38 Direct Print Direct Print Awaiting Printing

9 |006508-StoreFlow_training Guide_Student v.8.0_r.1.3.pdf RALBAOPD 13/02/201511:30:38 Direct Print Direct Print Awaiting Printing

10 006509-FreeFlow Core Help.pdf RALATC 13/02/2015 11:30:38 Exported File

11 |006510-hsbc isa.pdf RALATC 13/02/2015 11:30:38 Exported File

12 006511-PS Implemention Locations.pdf RALBAOPD 13/02/2015 11:30:38 Exported File

13 006512-Royal Free Hospital FF Core - Operations Guide.pdf RALBA OPD  13/02/2015 11:30:38 Exported File

14 |006513-Smart.pdf RALBA OPD  13/02/2015 11:30:38 Exported File

15 006514-Storeflow config.pdf RALBA OPD 13/02/2015 11:30:38 Exported File

16 006515-StoreFlow_training Guide_Student v.8.0_r.1.3.pdf RALBAOPD 13/02/201511:30:38 Exported File

17 Core123.pdf RALATC 13/02/2015 11:54:51 Success Error in Core Waorkflow

18 Corel23456.pdf RALATC 13/02/2015 11:54:51 Error File not Found

19

20 -

2015-02-13 1242-50 Report @ HE] »

i M -——F——+ 100%

The example above shows the different stages each file goes through in the workflow.

‘Direct Print’ files although bypassing Core still need confirmation from the printer that they have
been printed.

The colours of the text and the background for the three states can be configured in the ‘Report’

section of the settings screen.

The text messages shown above: ‘Error in Core Workflow’ and ‘Awaiting Printing’ can also be
changed in the same section.
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Exporting Freeflow Print Server Accounting Data:

Automatic Export and Purge

Setup Freeflow accounting to automatically export and purge account information.

. Open the Accounting screen and select the ‘Options’ button.
Accounting (NUVERA1 20DPS) @
LOG: Joh ID Joh Information iew Options
B @Lng Entries
Accounting Log: Entire Log MA”
158:3 Container ID = 3 I:l l:l
i3k Record status = Complete
158:3 Document MName = DE0OSS-01.pd O.JobID
158:3 Sender Name = Hot Folder
W5 a5l Disposition = Frint
158:3 Job Status = Deleted
158:3 Interrupt Status = o Interrup | IR l
58k Frint Server Name = WUWVERA1ZODF
5 e Wirtual Printer = NUVERALZODP
158:3 Machine Type = Herox Huwver
158:3 Job Source = None
158:2 Job Submission Date = October 16,
158:3 Tnput File Size Chytes) = 3179325
503 Job Format = PDF
s aE Start RIP Time = octoher 16,
55183 Stop RIF Time = oOctoher 16,
158:3 Elapsed RIF Time (seconds) = 12
157z 23] Number Fages RIFped = 2
158:3 Account ID = Mone specif
158:3 User ID = None specif
158:3 Additional Job Data = None specif
5k Start Date = Octoher 16,
N5 AE) Completion Date = October 16,
158:3 Pages To Print = 1 - End of
158:3 Collate Mode = Yes
15 52 Copies Reguested = 1
158:3 Copies Printed = 1
1553 Total Sheets Printed = O
158:3 Total Impressions Printed = O | Redispl |
158:3 Medium 1) Name: Unspecified!2 , Number Printed = O Plain 1=
N5 A2 2.3 x 11.7 in., White, Weight: 75.0 g/mz | Options |
157 :2 Container I0 = 2 | Ut |
57, Record status = Comp]etemlz | Purge... |
1ez2. vGmts e s . AL eire
- L . | Export. |
Accounting Log: Enabled - 158 of 158 Accounting Log Entries Displayed
. On the ‘Options’ screen Select ‘Enable’ in the ‘Automatic Export/Purge’ section, and click on

the ‘Settings’ button.

Accounting Options (MUYERA120DPS)

Logaging Remote Purge
Dizahle Dizahle
O ®
(®) Enahle (0) Enahle Without Password

Maximum Log Size () Enahle ‘with Passward

Set to 400 —— | |
162 - 1000

Automatic Export/Purge | |

() Disable
—»| (®Enahle

T [ I [
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Configure the data export settings

. Choose the highest version of accounts file E.G. 11.0 or 11.1

. Select the File Format to ‘Record Layout Definition’

The directory entry should default to the shown folder

— @ fexparthomefrusriaccountingexportfiles!

i musHaccountingexportiles

(1 |~

]
| o 1 _eom [ comew J[_ow ] |

° Click on ‘OK’ button to return to the ‘Options’ screen
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° Set the Maximum Log Size

On the ‘Options’ screen set the maximum log size to 400** records. This will dump files every 320
print records so the latest exported record is up to date. (Setting this number higher will produce
less accounting files but they won’t be as current as a lower number)

If you cannot set the log size to 400 then you will have to manually export and purge the current
accounting file (see last page), this is because the minimum log size is always the amount of records

in the file plus 10.

Alter the attributes of the accounting folder.

Chmod 777 /export/home/xrxusr/accountingexportfiles

Manually export and purge accounts data

Accounting (NUVERA120DPS) @

LOG: Job ID

-Job Information

158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158
158

158
158
158

Lo L0 L0 Lo Lo L0 Lo Lo L Lo Lo G0 L0 L Lo L0 L0 L Lo Lo Lo Lo L Lo L L0 L0 L Lo Lo Lo

5

57
llizgs

1c7.

[

Medium

Accounting Log: Entire Log

1

-

Container ID = 3

Record status = Complete
Document Name = DADSS-01.pd
Sender Name = Hot Folder
Disposition = Print
Joh Status = Deleted
Interrupt Status = No Interrup
Frint Server Wame = NUWVERALZODF
Wirtual Printer = NUWERALZODP
Machine Type = Zerox Nuver
Job Source = None
Job Submission Date = october 16,

Input File Size (hytes) = 3179325
Joh Format = FDF
Start RIP Time = octoher 16,
Stop RIF Time = october 1A,
Elapsed RIP Time (seconds) = 12
Mumber Fages RIFped = 2
Account ID = None specif
User ID = None specif
Additional Job Data = None specif
Start Date = october 16,
Completion Date = octoher 16,
Fages To Print = 1 - End of
Collate Mode = Yes
Copies Reguested =
Copies Frinted =
Total Sheets Printed =
Total Impressions Frinted =
Mame: Unspecified!2 , Number Frinted = O Plain
.3 x 11.7 in., White, Weight: 75.0 g/m=?

=

Container ID = 2

l

Record status = Complete
‘ Nome o + k= D Vnwnvﬂm

Accounting Log: Enabled -

158 of 158 Accounting Log Entries Displayed

iew Options

@ Log Entries

B A
IE ..

(O Joh D

View ]

Redisplay

Options...

Print...

Purge...

Export...

. Select ‘Export’ and manually export the accounts data to the

‘/export/home/xrxusr/accountingexportfiles’ folder.
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lexporthomefrusr/accountingexportfiles!

— @ lexporthomeinusrfaccountingexportiiles/

ortfiles/AccExport_dp123_07222014_12.36.11.95481

Select Export

Accounting (NUVERA1 20DPS)

Accounting Log: Entire Log

Container ID = 3
Record status = Complete
Document Name = DE0SS-OL.pd

Sender Name = Hot Folder
Dispesition = Print
Job Status = Deleced
Interrupt Sratus - No Interrug
Print Server fame = NUVERALZODP
wirtual Printer = NUVERALZ0DP
Machine Type = derox Nuver
Job Source = None
Job Submission Dare = october 16,
Input File Size (bytes) = 3179325
Joh Format = PDF
Start RIF Time = October 16,
Stop RIF Time = october 16,
Elapsed RIP Time (seconds) = 12
Humber Pages RIPped = 2
Account 1D = None specif
User ID = None speci
Additional Job Data = None speci
Start Dare = October 16,
Completion Date = october 16,
Pages To Print = 1 - End of
Collate Mode =
Copies Requested =
Copies Frinted =
Total Sheets Printed =
Total Impressions Printed =
Medium 1) Name: Unspecified!2 , Wumber Princed
8.3 x 11.7 in., White, Weight: 75.0 g/m2

1
1
o
o
i

Container 10 = 2
Record status = Complete

Select ‘Purge’ and remove all accounting records.
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Sharing Folders Using Samba: (Advanced User only)

The accounts data can be collected using FTP from Manifest Manager. This requires a login and
password to be set up when the Printer is created. An alternative is to use the file sharing software
in unix called ‘Samba’

Setting up Samba to share the ‘/export/home/xrxusr/accountingexportfiles’ folder, but don’t require
a login.

If samba is already running open samba config file and add the following entry to the end of the file.
Use ‘dtpad’ to edit the file or VI if you are feeling confident:

Jusr/dt/bin/dtpad /etc/sfw/smb.conf

[Accounts]

comment = DocuSP Account Records

path =/ export/home/xrxusr/accountingexportfiles
only guest = yes

public = yes

writable = yes

printable = no

If samba is not running then enable, but be careful as this procedure re-writes the config file so back
up first.

To enable logon as root
cd /opt/XRXnps/bin

./setEnableSambaShare on

To enable the accounts files to be moved from their folder by PAM the folder properties need to be
changed

Chmod 777 /export/home/xrxusr/accountingexportfiles

PAM can now access the shared folder by using the following in the ‘Data Source Folder’ box in the
Printer Setup section.

\\Printer_IP_Address\Accounts
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Running Manifest Manager as a Service
These instructions assume that MM is installed in the default folder on a 64 bit PC

MM can be installed to run as a service, which means that you don’t have to logon to the PC to start
it. The Service uses a local system account to log on.

Check and Edit if needed the following files in the install folder
PWAS.ini CommandLine = ‘Install Folder\PWA Service

default = (CommandLine = C:\Program Files (x86)\ PAM Workflow\PWA Service.exe)

WorkingDir = ‘Install Folder’

default = (WorkingDir= C:\Program Files (x86)\ PAM Workflow)
Serviceload.bat ‘Install Folder’\PWS.exe -i
default = ("C:\Program Files (x86)\ PAM Workflow \PWAS.exe" -i)

ServiceUnlLoad.bat ‘Install Folder’ \PWS.exe -u

default = ("C:\Program Files (x86)\ PAM Workflow \PWAS.exe" -u)
® Run ‘ServiceLoad.bat’ by double clicking on it

The batch file below may have to be run with ‘Administrator’ rights

e Right click on Toolbar and select 'Start Task Manager'
® On Services tab find 'PAM WFA' service right click and Start Service

The ‘PAM WFA’ service should now run automatically every time the Server/PC is restarted. The
settings for the service can be changed in the Windows/Services screen.

Goto Start/Run and type ‘Services.msc’, right click on the ‘PAM WFA’ service and choose properties.
Please Note:

You will have to have another instance of MM running normally, to be able to carry out all the other
tasks, such as collecting data from printers and Freeflow Core and for producing reports.

You will have to now restart the service for the changes to take effect.

To test if the service is running correctly. Open the data folder normally ‘c:\programdata\Pam

Wokflow’ and make a file called ‘Service.test’. When the service runs it will look for this file and
produce a file called ‘Service.passed’. This information will be fed back to the program log.
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Program Info/Notes:

Manifest Manager can be configured to run in the ‘system tray‘, normally bottom of the @
screen, right side of the toolbar. Right Clicking on the icon will open a menu.

The Report menu has options to Create or display an existing report, Display the accounts data
collected from each configured printer and Display the latest Log file.

The Options menu has options to manually collect data and to Reset FTP printers. If the data is
collected from a printer by the FTP protocol and the printer is offline then you may temporary disable
checking to that printer. This resets this option

The Xerox printers need to be configured to automatically export their accounts data. This is
explained in detail later in this document. This will need to be set up by a Xerox analyst because
there are a number of security changes that have to be made to the Freeflow print server.

The data from the printer needs to set up to export as an RLD file preferably in the latest version. At
the present time this is version 11. It doesn’t matter if version 11.0 or 11.1 is used.

Different program operations features can be turned on or off by editing the Settings.

For example by just turning on the accounting file collection and the date split options will make
‘Manifest Manager’ behave like the full ‘Printer Accounts Manager’ program but without all the
advanced features like costing etc.

If the ‘Date Split’ feature is enabled then the collected accounts data is processed and stored in date
related files. These files can be in Daily, Weekly, Monthly, Quarterly or Yearly intervals.

All files are stored in the individual Printer ‘Output Folder’. If you have more than one printer then
there is no reason why this folder cannot be the same for each printer. Depending on which type of
file you have chosen they are stored in a slightly different way.

Yearly files are stored straight in the output folder. Weekly, Monthly and Quarterly files are saved in
their own Year folder. Daily files are saved in a monthly folder.

To set ‘Manifest Manager’ to manually poll the selected folders, set the polling interval to 0.
You can now use the menu option on the main screen to collect the data.

Excel is the default application used to produce the reports. This has to be loaded on the PC where
‘Manifest Manager’ is installed. The Excel reports can create multiple reports and show each one as
a separate sheet. The reports will show lines of records in different colours depending on the status
of the print job. There is an example of a spreadsheet later in this document.

To use another application the full path name for the app must be entered in the reports section of
the settings screen.

There are a number of compulsory fields that must be included in the required fields section of the
PWAss.ini file. These are the Record Status, Document Name and Date Printed fields.

The workflow menu (which can be hidden) gives access to ‘Change Workflow’ and ‘Reprint’ Options.

Tokens can be enabled in the settings file to enable more than one PC to run the program at the
same time.

A Global settings file can be set on a server up so all copies can be licensed and setup from one file
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Potential Issues:

Manifest Manager can be installed on any PC with administrator rights that has access to the Core
Server, and when it is run in ‘Global Mode’ it will automatically register and configure. If for some
reason the software can’t find the server the program will ask for the location (as shown in the
Install section).

If the ‘Core Server’ is not available then Manifest Manager can be changed to run in ‘Local Mode’.
This will use a predefined and installed configuration file that will change the settings automatically.

The new setup will use the EDRM Server where the PDF’s are produced to store and run the Printing
operations. This will ensure that the days printing is completed on time if the server has to be
reloaded/restored.

If the EDRM Server is not working then Manifest Manager can be re-configured to collect files from
an alternative source.

Problems with the ‘Core’ Server or software can be fixed by restoring the ‘Server Image’
Restoring the Server will restore the configuration file and all the folders Manifest Manager needs to
operate. Manifest Manager can then be returned to ‘Global’ mode.

ﬁ Manifest Manager I. = _i_:hl

Reports

Options | Workflow

Manually Collect »
Expand Main Screen F4
Display Global Activity Log F5
Open Latest Event Log File Fé

Open Event Log Folder...
Open Archive Folder..,

Reset FTP Printers
Reset Tokens
Reset 'Direct Print' Job Mumbers

Reset Global File Location
To change to ‘Local Mode’ select ‘Local

Mode’ from the ‘Options’ menu. Local Mode
Settings...

About...

If both the Xerox Printers are unable to print, then Manifest Manager can export the pdfs to a
desired location with the correct Xerox Job Ticket attached. They can then be collected and sent to
be printed offsite on a printer with a Freeflow RIP.
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Licence Agreement:

Xerox

Manifest Manager
Software License Agreement (“Agreement”)

This is a contract between you and Xerox Limited (“we” or “us”), whose registered office is Bridge
House Oxford Road, Uxbridge, UB8 1HS, Company Registration Number 575914

WHEREAS

The parties wish to conclude an agreement for the licence of Xerox's and Xerox licensor's software
Manifest Manager (“the Software”).

THEREFORE, THE FOLLOWING HAS BEEN AGREED:

WHEN USED IN THIS AGREEMENT, THE WORD “XEROX” SHALL MEAN XEROX LIMITED IT’'S
OPERATING COMPANY, SUBSIDIARY OR AFFILIATE FROM WHICH YOU, OR THE AUTHORIZED DEALER,
AGENT, CONCESSIONAIRE OR DISTRIBUTOR WHO SUPPLIED YOU, OBTAINED THE SOFTWARE.

1 LICENSE.

1.1 Subject to the terms of this Agreement and in recognition of receipt by Xerox from the

Customer of the agreed consideration, for a limited term of three (3) years from the date
of this Agreement, Xerox hereby grants to you and you accept, a temporary, personal,
non-exclusive, non-transferable limited license (“License”) to install, execute and use
(without the right to sub-license) the Software in executable form on one device only
(“Licensed Device”) at your premises for your internal use, and to make one (1) copy of
the Software solely for backup purposes as further detailed herein, all upon the terms set
forth herein. For the avoidance of doubt, once installed on a Licensed Device the Software
may not be transferred to another device, and this Agreement shall expire after a period
of three (3) years.

2 Title & Ownership

2.1

The Software, including any revisions, corrections, modifications, derivative works thereof,
enhancements, updates and/or upgrades thereto about to be installed by you and/or which
shall be provided to you pursuant to this Agreement and related documentation
(“Documentation”), are licensed to you, and shall always remain in the sole ownership of
Xerox and/or its third-party suppliers. This Agreement does not grant you any interest in or
rights to the Software and Documentation except as explicitly provided hereunder, but
grants only a limited right of use, revocable in accordance with the terms of this Agreement.
Xerox reserves all rights not expressly granted herein.

2.2 All intellectual property rights (including, without limitation, copyrights, trade secrets,

trademarks, patents etc.) evidenced by or embodied in and/or attached, connected or
related to the Software and Documentation, are and shall always be owned solely by Xerox
or its third-party suppliers, as the case may be. Nothing in this Agreement constitutes a
waiver of Xerox’s or its third-party suppliers’ intellectual property rights under any law.
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3 Permitted Uses
3.1 Aslicensee of the Software, you may:

3.1.1Load the Software into and use it on the Licensed Device only; and Copy the Software for
backup and archival purposes and print no more than two (2) copies of the Documentation,
provided that the original Software and Documentation and copies thereof are kept in your
possession, that the original and all such copies contain all of the original proprietary notices
of Xerox and of its third-party suppliers.

4 Prohibited Uses

4.1 Except as specifically permitted in this Agreement, you hereby agree not to:

4.1.1 Use or attempt to use, or permit other individuals to use or attempt to use, the
Software for purposes other than authorized, legitimate, consumer and/or
commercial purposes;

4.1.2 Modify, disassemble, decompile, reverse engineer, revise or enhance the Software
or attempt to discover the Software’s source code, provided, however, that to the
extent local law grants you the right to decompile the Software or any portion
thereof in order to obtain information necessary to render the Software
interoperable with other software, you will first request prior written approval from
Xerox who, with the agreement of its third-party suppliers, may impose such
reasonable conditions, including but not limited to a reasonable fee, on such use to
ensure that Xerox's, and its third-party suppliers’ proprietary rights in the Software,
are protected;

4.1.3 Copy the Software or Documentation except as allowed by section 3.1.2 above;

4.1.4 Rent, lease, sell, offer to sell, convey, transfer, distribute, modify, or translate the
Software or Documentation, or any portion thereof, or otherwise make the Software
or Documentation, or any portion thereof, available to any third-party on a
timesharing, application service provider (ASP), rental bureau, service bureau, or
similar basis;

4.1.5 Remove any proprietary and setting notices or labels on the Software or
Documentation.

4.2  If you are the resident of a European Union member country, this Agreement does not affect
your rights under any legislation implementing the EU Council Directive on the Legal
Protection of Computer Programs.

5 UPDATES

5.1 Xerox may, from time to time, provide free Software updates, which shall be limited to the
last two major version releases; such major version releases may include a consolidation of
minor bug fixes. In addition, Xerox agrees to use reasonable endeavours to perform major
bug fixes to the Software free of charge. For the avoidance of doubt, a major bug fix means
correcting a problem that causes inoperability in one or more pivotal functions of the
Software to the extent that use of the Software is materially impaired. No other updates
shall be provided.
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6 Limited Disclaimer

THE SOFTWARE AND DOCUMENTATION ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY
KIND. XEROX DOES NOT WARRANT THAT THE SOFTWARE WILL MEET YOUR REQUIRMENTS OR
THAT IT’S OPERATION WILL BE UNINTERRUPTED OR ERROR-FREE. TO THE EXTENT PERMITTED BY
LAW, XEROX EXPRESSLY DISCLAIMS ALL EXPRESS WARRANTIES NOT STATED HEREIN AND ALL
IMPLIED WARRANTIES, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. NO DISTRIBUTOR OR EMPLOYEE
OF XEROX IS AUTHORIZED TO MAKE ANY MODIFICATIONS, EXTENSIONS, OR ADDITIONS TO THIS
WARRANTY.

ALL RISK ASSOCIATED WITH THE USE OR PERFORMANCE OF THE SOFTWARE AND
DOCUMENTATION REMAINS WITH LICENSEE TO THE MAXIMUM EXTENT PERMITTED BY
APPLICABLE LAW. IN NO EVENT SHALL XEROX OR ITS PRINT PROVIDERS, SUPPLIERS OR THIRD-
PARTY SUPPLIERS BE LIABLE FOR, WITHOUT LIMITATION, ANY CONSEQUENTIAL, INCIDENTAL,
INDIRECT, SPECIAL, PUNITIVE, OR OTHER DAMAGES WHATSOEVER (INCLUDING, WITHOUT
LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF
BUSINESS INFORMATION, LOSS OF PROFIT, LOSS OF ANTICIPATED SAVINGS, LOSS OF DATA OR
OTHER PECUNIARY LOSS), WHETHER FORESEEABLE OR NOT, ARISING OUT OF THIS AGREEMENT
OR THE USE OF OR INABILITY TO USE THE SOFTWARE, EVEN IF XEROX OR THIRD-PARTY
SUPPLIERS HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. XEROX DISCLAIMS
AND/OR LIMITS LIABILITY TO THE FULLEST EXTENT ALLOWED UNDER APPLICABLE LAW.

7 Term & Termination

Your failure to comply with any term(s) of this Agreement shall terminate your License and this
Agreement. Upon termination of this Agreement: (i) the License shall expire and you shall
discontinue all further use of the Software immediately upon termination; and (ii) you shall
promptly destroy the Software, Documentation and all other tangible property representing
Xerox’s intellectual property rights and all copies thereof and/or you shall erase/delete any such
information held in electronic form. Sections 2, 3, 4, 5, 6, 7, 8, 9.3 and 10 shall survive the
termination of this Agreement. No notice shall be required from Xerox to effectuate such
termination.

8 Governing Law & Jurisdiction

This Agreement shall be construed and governed in accordance with the laws of England and
Wales (except for conflict of law provisions) and the courts in England and Wales shall have
exclusive jurisdiction in any conflict or dispute arising out of this Agreement.

9 Miscellaneous

9.1 This Agreement represents the complete agreement concerning the License and may be
amended only by a written instrument executed by all the parties hereto.

9.2 If any provision of this Agreement is held to be unenforceable, such provision shall be
reformed only to the extent necessary to make it enforceable.

9.3 The failure of either party to enforce any rights granted hereunder or to take action against
the other party in the event of any breach hereunder shall not be deemed a waiver by that
party as to subsequent enforcement of rights or subsequent actions in the event of future
breaches.
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9.4 Software may contain, or be modified to contain, computer code capable of automatically
disabling proper operation or functioning of the Software. Such disabling code may be
activated if: (a) Xerox is denied reasonable access to the Software to periodically reset such
code; (b) you are notified of a default under any term of this Agreement; or, (c) your license is
terminated or expires.

9.5 The Software is protected by copyright and other proprietary rights of Xerox and/or a third
party. You may be held directly responsible by such third party for an infringement of such
rights by you.

9.6 The use of this Software must be in accordance with the applicable Export Control
provisions of the jurisdiction in which you are located.

10 Third Party Software

10.1 Xerox warrants and represents to you that it has the right to license the Software to you
pursuant to the terms of this Agreement without obtaining the prior consent of any other
person.

10.2 Xerox makes no representation with respect to the possibility of infringement by
Combination Use of the Software, and the parties agree that Xerox has no duty to
investigate nor to warn you of any such possibility. “Combination Use” means use of the
Software in conjunction with any of the following, unless such use is prescribed in the
Software: (i) any software other than the Software; (ii) any of your, and/or your customers
activities not licensed under this Agreement.

’

10.3 The provisions of this Section 10 shall constitute the sole, exclusive and entire remedy of
Xerox to you with respect to the infringement of third-party intellectual property rights.
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