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Overview of Today’s MMS

o Setup, installation and VLM

o Scanning documents to vMedia
o How to save documents to vMedia
o Modifying unsaved scan sets

o Viewing stored electronic media
o Searching, sorting and viewing
o Printing, editing and exporting

o Send to vMedia
o Print to vMedia

o Spectrum Importer




Installation

* Download
vMedia_Install.exe from
the vPortal

* Login — My Vertican — My
Products — vMedia — View
License Details

* https://vportal.vertican.com

/MyVertican/ProdInfo.aspx?

p=vMedia

N >
’ Go To Corporate Site

S My Vertican

My Incidents

B My Invoices
A=
&= My Services
51 My Agreements
B My wallet

| My SOWs

54483¢

@ Dashboard ™ vStore @ Help 2 MyVertican 2 VT v

© benVmediaDev

o Product Info S My Vertican ~ § My Products ~ @ Product Info

Detailed information for vMedia

Product Start Date Expiration Date Subscription Type
vMedia 7/13/2016 12:00:01 AM 7/31/2199 11:59:59 PM Monthly - Active
Tier Name: Number of Units:
Administrator 20 Add Users
Power User 10
Extend Subscription Length
Scanner 3
Standard 9 Cancel Subscription
Viewer 10
Remote Client 1
Total: 53

Software Download:

Download vMedia
File version: 2.9.1.0 SizeT199 Date created: 10/22/2020

Download Software Installation Instructions

View Change Log

Download Release Notes

Last Version Downloaded: 2.9.1.0



https://vportal.vertican.com/MyVertican/ProdInfo.aspx?p=vMedia

Installation

Run the installer from the downloaded location to install

the Server component of vMedia.

e The main vMedia installation must be installed in a location accessible
to all workstation machines.

Run Workstation_Setup.exe on each workstation machine

e Workstation_Setup.exe is contained in the folder where you installed
the Server component of vMedia.




Vertican License Manager

“. Vertican License Manager = O -

* Run LicenseManager.exe (Vertican @ P ———
License Manager) s ) reas
* LicenseManager.exe is contained in oaspions | 3rd Party Imaging
the folder where you installed the Ty

c Collection-Master

Server component of vMedia AR |




Vertican License Manager

* Assign Tier Levels to users via their
Windows username

* Select the vMedia button in the
Licensing Manager

* Enter your vPortal login information

* Add or Manage users that can access
vMedia and set their tier level

“. Vertican License Manager - O x
File Edit Help

Registration Informatian }

Company Name: x-Image-Master Development
Product Name: vMedia SQL Edition

Licenses Expire: 08/31/2199

Company ID: 5448387488

Last Successful Communication with the License Server
0411212022 02:06:40 PM

Path: WT-Drives01.vertican.com\Drive_FUMASTER

Left-click header to sort column _Help | Right-click header to filter records

Tag| Status User Name Full Mame Current Tier Mew Tier =
;l /REMOTE_CLIENT REMOTE_CLIENT e
] | Active jjon.walker ADMIMISTRATOR w
[ 1 | Active ;lHugo.p‘«Ivarez ADMINISTRATOR ~
] | Active jbcauallaro ADMIMISTRATOR w
[ 1 | Active ;l Susan.greene POWER_USER i
] | Active jlrasely.oquendo ADMIMISTRATOR w
[ | Active  ~][jce POWER_USER v
] | Active j renee waddell ADMIMISTRATOR w Ll
TagAll | UnTagAll | z Add New User | Selected User Options |
L Licenses Z Tagged User Group Control
Tier Total Assigned Available |+
VIEWER 10 1 9 Assignto Tier | Change Status Delete |
STAMDARD g 0 9
SCANMER 3 | 3
POWER_USER 10 3 7|
ADMIMNISTRATOR: 20 g 11
REMOTE_CLIENT 1 1 0




o vMedia comes pre-installed with a Collection-Master Paperless
== database

You can set up any number of databases with full control over the
structure of each database

vMedia supports FoxPro as well as FoxPro .dbf files require no additiona!s:etup
Qi but SQL Server databases enable additional

SQL Server databases Ceerures i viviedlE




DB Config

* You can create your own database
* Prefix
» Database Description
e SQL Server Info or DBF info

'ﬁ
Create new viMedia Databaze

g !

viMedia Database Prefix (1-6 characters):

Database Description: |
. A

~—1 SOL Server | -,

Server or Instance Mame: |

Database Container Mame: |

. -

<71 Full Pathto: | )

Index DBF: FAMASTER\

Images: |

& | & | £

Permanent Media:

‘. -~




DB Config

E‘-vMEdia Configuration Editor _|EI|5|
rkEeIected Field Settings J' -
Field Narme: FILENO
* You can define the fields in your = oo DefautValue: SPACE®) | @
TARA
DOCKETHO - Fi
d ata ba Se | P Data Entry Prompt. File Mumber |
" |oEBTOR _ .
° Field N a me : CREDITOR Elu:lture Clause Expression -
|| LmpaTEC @ | ﬁ
FiWWREF RO
* Default Value | COFILEND validation / Figld Level Evert Exprassion
| |D1_85N | ik
* Data Entry Prompt | TRAKFNO —
= MOTNEWF] Display Field on Data Entry Screen Tab# 1 E
[ |FoRwiND
|| TESTFLD
Selected Field Options
il RN A
Default Sort Order Add Mew Field Delete Selected Field Field Wizard

Ok Cancel




Scanning To vMedia

* Login to vMedia. Select the Scan icon.




Scanning To vMedia

Select vMedia Database

* Select the desired vMedia database.
Current Directory Path

FAMASTER! |

CLS 8.4 Paperless Live - Change Drive/Dir
CLS 8.5 Paperless Live

CL3 8.6 Paperless Live (SCIL)

CLS 8.7 Paperless Live

CLS Customer Records (30L)
CLS DEV Paperless Live (SCL)
CL3 Support Database (30L)
CLS TEST Paperless LIVE (S0L)
Commercial Legal Software (SCL)

DATABASE CF INCIDEMT 225383 Select
DATABASE CF INCIDEMT 233775 -
Crocument Splitter for Support DB (SCIL)

IMI42EMC MmOc ;I DHHCE|




Scanning To vMedia

* The vMedia Scanning
Module main window
opens.

M Dats Entry

File #

Document Date

Document Description
Document Code

Forwarder File Number
Docket Number

Forwarder (provided by CM)
Debtor (prov. by CM)
Creditor (prov. by CM)

* Index fields can be entered _, ceoeeeen

pre or post scanning.

e Scan sets can be modified

prior to filing.

Forwarder Reference Number
Co-Counsel File Number
Debtor SSN

Trak File #

Client #

CM EDI Type

Barcode String

barcode test data

Free Form

05/21/2015

List item 1

201505

o‘

=10l




Scanning To vMedia

* The Start Scanning dialog box opens.

* Select one or all options:

e Automatic Document Feeder (ADF)
e Multi-Page Scanning Mode

* Fully Automated Scanning

Reference your scanner
manufacturer manual
for recommended page
amount per scan set

Erl Scanning

Insert Pages to be Scanned
Into the Document Feeder

Cancel |

v Use Automatic Document Feeder

v Multi-Page Scanning Mode
[ Fully Automated Scanning

[ Secan in Full Color




Multi/Single Page Scanning Mode

Multi-page Scanning Mode: Single-page Scanning Mode:

Scan Set Status Scan Set Status
Lead File: | FAMASTERUMAGES\CMIDAAGMNO00.TIF Lead File: IF:llllrﬂ""'.STERl'lh1.":"|GES'|.Cr'l‘hD.":".'!'I.GN'DUD.T”:
Number of Pages in Scan Set: |—2 Page Number: l_}.‘
"Save Scan 8ot | Discard Scan Set [ Sawerae Rescan Page Discarapage

Scan Set Stats include
the batch number.



Moditying
Scan Sets

There are three distinct procedures
for modifying a scan set:

e Modification of an Unsaved Scan Set
e Modification of a Saved Scan Set

e Modification of a Saved Scan Set when an
Unsaved Set exists




B viedia

B EEﬂ!

Page Control  Add Reference Scan Locate Yigw Docurnant Settings

Moditying
Unsaved Scan
Sets

File Number |TEST
Document Date [04/10/1988
~—ument Description

raplacse Pages

E Document Code
Bl 21 e File Number * The following buttons are
- . Docket Number enabled when an unfiled
» Forwarder (provided by CM) scan set exist:
) Debtor (prov. by CM) Scan

Creditor (prov. by CM)

— _ — * Erase Page
scanning/Filing Date (internal) | 201704

Forwarder Reference Number * View Document
Co-Counsel File Number
Debtor SSN | _ _
& Trak File #
U




B viedia

B EEﬂ!

Page Control  Add Reference Scan Locate Yigw Docurnant Settings

Modifying a
Saved Scan Set

File Number |TEST
Document Date [04/10/1988
~—ument Description
Document Code
arder File Number * Icons enabled when

replace Pages

Erase Fages

Docket Number modifying a Saved Scan Set
» Forwarder (provided by CM) * Erase Page
» Debtor (prov. by CM
_ (prov. by CM)  Add a Reference
Creditor (prov. by CM)
p— : —— * Scan
scanning/Filing Date (internal) | 201704
Forwarder Reference Number * View Document
Co-Counsel File Number
Debtor SSN | _ _
g Trak File #
U




Moditying
An Existing
Scan Set

Three options for modifying
an Existing Scan Set:

® I[nserting pages to an Existing Scan
Set

e Replacing pages in an Existing
Scan Set

e Erasing pages from an Existing
Scan Set




Viewing Stored Electronic Media

vMedia

Open the Viewing Module to
search for and view Media

View

DB Config

Select vMedia Database

Current Directory Path

FAIMASTER\

[TESTIR] ~
[TEST_IRASELY]

[TEST_JON]

[TEST_REMEE]

*Confidential® Human Resources Data *Con (3CL)

000000CF.DBF

ARenee's QLawBeta Test Database (SCQL)
ARenee’s QLawE Test Database (SCQL)
AABBCCCF.DBF (SQL)

Agreements (SCQL)

CLS 8.2 Paperless LIVE (SCQL)

CLS 8.3 Paperless LIVE (SQL)
™20 Danarlac e Wit

[J=how Internal Table Name After Description

Change Drive/Dir

Setas Default

Select

Cancel




Viewing Stored Electronic Media

Open the Viewing Module to Search for s
and View Media VMW

Select vMledia Database

Current Directory Path
FAIMASTERL

[TESTIR] "~ Change Drive/Dir
[TEST_IRASELY]
[TEST_JON] Set as Default

View [TEST_RENEE]
*Confidential®* Human Resources Data *Con (SC0L)

000000CF.DBF
ARenee’s QLawBeta Test Database (S0L)
ARenee’s QLawk Test Database (SQL)

AABBCCCF DBF (S0L)
Agreements (SCQL) Select
CLS 8.2 Paperless LIVE (30IL) —
CLS 8.3 Paperless LIVE (SQL)

Cancel

i

“ﬁg [ ]5how Internal Table Mame After Description

DB Co




Searching Stored Electronic Media

B vMedia =101 =l
o o 5} 14
. Data Ent
* The data entry screen will open up. — Eile Number

Document Date

* Youcan searc.h for media I?aseo_l on any Document Description 3
of the index fields you defined in your Documert Code [
d ata ba se Forwarder File Number

-

Docket Number

» Forwarder (provided by CM)
y Debtor (prov. by CM)
Creditor (prov. by CM)
Scanning/Filing Date (internal)

Forwarder Reference Number

Co-Counsel File Number
Debtor SSN
» Trak File #

\y EDI Type




Working with Stored Electronic Media

e Search Results will appear

B vMedia Viewing Module I [=]

o Jli=ilaRSIESIRSESENRGR SIS

Search Results - 219 documents retrieved in 0.037 seconds.

e Results can be sorted or filtered

T
- ‘

* What you can do:

Document Date [Document Description File Number [Document Code |Forwarder File humber Docket Number
. 06/07/2016 Al-acknowledgment of claim K125256 K125256K125256K12525 35123513451 354J
L4 V| ew 06/08/2016 Al-acknowledgment of claim YGC2625 120041507898785656125568788889
06/08/2016 B4X Form Letter Costs YGC2625
° Pr|nt 06/08/2016 Media Imported on: 06/08/2016 01:11:37 PM FINANCIAL_TRAINING.PDF
06/08/2016 Al-acknowledgment of claim YGC2625 120041507898785656125568788880 |abc12345def780¢
° Ed |t 06/08/2016 Al-acknowledgment of claim TKA1 012345678901234567890123444445|56247654713455
06/08/2016 Al-acknowledgment of claim TKA1 012345675901234567890123444445|56247654713455
06/22/2016 Al-acknowledgment of claim LT7777 ABC
° De | ete 06/22/2016 B2I-Prior Experience wiDebtor - Insurance Claim|LT7777 ABC
06/22/2016 B-65 LEGAL ASSESSMENT FORM LT7777 ABC
) Export 0712812016 Al-acknowledgment of claim TEST1 DEMAND TEST1_FORW_FILENO
09/16/2016 Al-acknowledgment of claim YGC478 351654654654 B0768965746563
09/16/2016 C1-Postal Return, Address not good YGC478 xC20 351654654654 B07EB965T46563 &




| Spectrum Media Exporter

Export Media Objects and Documents in a wide variety of formats.

SpeCtrum EXpOrter ;Selectpruﬂe: DEFAULT -

e Tl =1

1 ® Export to Path, Starting at Location:
o Define path to export to | | Slimesterexporispecrum RO
. . . 2 Exportto Compressed (ZIP) File: =
o Choose whether to create zip file ] E~
O Create your own eXpreSSion USing Password for Compressed File (optional): | :
E L > |
metadata ) I

Exported Media File Mame Expression B
TRIMFILENO}+_“+TRIM(CMT)+"_“+DTOS(DDATE) | u}l

Create or Append to Processing Log File:

EXPORT_Spectrum_Log Txt | gl I

Processing Object: | -

Save Profile | Export Media Cancel | -




Spectrum Exporter

o Combine, export individually, or
convert

o Filter which documents to export

Spectrurn Media Exporter

Export Media Objects and Documents in a wide variety of formats.

Select Profile: DEFAULT

/—CFnrmat Conversion :}

Serialized Documents

® Combine Pages, Retain Original Format

r Export Each Page Individually, Retain Original Format
O Combine Pages, Convert to: =

Non-Serialized TIF.PDF.DOC Documents

® Retain Original Format
O Convert to: [+ ]

.

~—1 Filter }

® Export all Tagged Media Objects
2 Exclude all Mon-Document Media Objects
2 Only Export Media Objects with the Following Comma Delimited Extensions:

Processing Object:

Save Profile | Export Media

Cancel |




Send to vMedia

o Store any type of media supported by Windows.
o Send to vMedia icon.

o File will open in the default program. l\‘
I,"]& <

SendTo_v...




Enable “Send To™ option

o Open send to vMedia, click on gear: o Select “Enable vMedia in the Send To Context
Menu”

Send To vMedia Settings

/—(User Specific Dptinns:} -,

e iy

Cancel




Using Send to vMedia

o Two methods to save files to vMedia
* Drag-and-drop

[ | P
Fie D Ves  Teils Rl
ogene v lose v o Basl e e = ] @
Hame - Jout rnbes Tree e (| a ¥ ¢ o o
B Sewdecs BT LN Peossft Veord D W | lovier _Corvent _Dlilevence vl
z Balwnce Acconding o Leager | a00]  15871.580] A w]
€ Eamings ve Dty Colexions Samort 136 T8 HRMET RN e ot B! Wi UL - 1
¥ Pl Sewearsea B8 LET Mot gt Pt . 648 |
] TN G e k Tatad Bosts A Filss B0 08 ao
; i .
— Recond. ke HOVE M I Rab e iteE & Toasd In Calieel and Held: .00 000 o0
7 Wrie=ied Retal Colechons: 300 LB LS
E Urremiied Commencial Colecbzns. 3800 0% 9.08
] Wemas In ErdelCay 200 L 0.0
0 Tetal In Tnust | 2u008] 0.2 9.0¢]
1
12 mmoummr[iﬂ |§8i"|q 1iall9€|
k] =
Resensll | 1 (3

o Via the right-click context menu

Open

MNew

Print

Save As...

7-Zip

Edit with Notepad++

Scan with Windows Defender...

Open with
PilotEdit

Share with

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

Compressed (zipped) folder
Desktop (create shortcut)
Documents

Fax recipient

‘| Mail recipient

vMedia
Drive_F (F:)
Drive_J ()]
Drive N (M:)
DRIVE_P (P:)
Drive_5 (5
Drive_T (T:)
Drive_U (L)
Drive_V (V)
Drive_X (X:)

27



Send to vMedia

* The filing window will appear:

a1

- = X
CETE——

FilaMomber |

1 Dzt Duabe II}ELHQ'IN?

Diocurnet Descrglion
[Crocumant Code

' Formarde File Rumber
Dkl Rumbei

Forwasnied {prowiciad by CM)
[mabece {peoe By CM)
Creditod |pooe By CM)
ScanmitgFang Dato {ifkernal)
Forwatder Ralerencs Hambar

N
:

e Conflict Resolution:

Hedia Reference Already Exists

Re-Enter Filing Information Save Duplicate Separately

Append to Existing Document | Replace Existing Media

Discard and Cancel

28



Print to vMedia

o Appears as a virtual printer in Microsoft Windows.
o Any application that can print to a Windows printer can utilize Print to vMedia.

o Converts the paper document into an electronic file.

“ Printers and Faxes {11) ;l

Adnbe PDF HPLJI4300PCLS on ImageMaster Kyocera TASKalfa }fym:era TasKalfa
HQ-DCO1 32520 KX on 32520 KX on
HQ-DCO1 HQ-DCO1#:7

Mlaasuﬂ: KPS PrimoPDF Send Tr.:n DneNnte viMedia-BW vMedia-Color
Document Writer ;I




How To Use Print To vMedia

& vMedia PTV Module Version 2.4.0 10| x|
o Ability to choose vMedia printer @ Q m
from most Windows-based Data Entry
applications. » Document Type
o Choose the desired database. :) Cus:::sel\:l:zt:;
o Windows will keep printer in f Document Date |09/18/2017
memory. » Document Description
Document Code
o Automatically select user’s default » Incident #
database. ) Effective Year (contracts)
Price $0.00
User Name | PATRICIA REYNA
Scanning/Filing Date (internal) (201709
vNumber |




Spectrum Importer

o vMedia SQL is required

o Files must be in at least one subfolder
of the base import path

Spectrum Media Importer

This importer scans a folder structure for documents and imports them using index information
from the file name and folder structure.

Select Profie:

et s Location of Files to Impnrtjl
Eulk Docament Import NAUSERSIBCAVALLAROWMEDIAL | E’Ql ]
Note: Bulk document import
fypes 1-3 have been deprecated.

Destination Path:

2 Bl FAMASTERIMAGES\CLS086\20220412\BCavallaro\ 17y |

5. Spectrum

&. Frederick Hanna Source File Index Control |

Bifutureuse Qutput Contraol |
LR

|
|
|
¥. Streaming Pages I
I
9 Media Importer |

Processing File: |

Save Profile | Import Documents I Close |




Spectrum Document Importer - Index Contral

/—Clndexing Cantrol Expressions :}.

Spectrum Importer |

fileno WITH pRelPath | sl
~ Primary Index Key

S fileno=pRelPath |

-

T cmt=pFileMame |

K
o Subfolder name may be used for indexing | _ Secondan indexkey &
?-i"_

o Filename may be used for indexing |

Processing Variables Quick Reference:

pFileMame=File Mame (Including Extension) of file being impored.

O Create yOUF own CUStom expreSSionS pPath=Complete path to the file being imported.

pRelPath=The relative path to the file being imported excluding the starting path.
pFileDate=Last Modified Date of file being imported.
L

/—CSnurce File Concatenation :}. -

kS

[ Enable Source File Concatenation

Source File Concatenation Template Expression

§ /" \ J
AFHE Mame Processing Order

® Matural / Windows Explorer Order
2 ASCII Left to Right Order

.




Spectrum Importer

o Copy, move or transform files

o Decide what to do with files that don’t
match your validation criteria

o Define the destination file location and
name

Spectrum Media Importer - Output Control

~{ Recognized Image and PDF Format Files

O Copy Source File
© Linkto Source File
@ Transform to Senalized TIF - Qutput image Control

[ Treat M3 Word 2007+ ( DOCX) Format Files as Recognized
[ Erase These Source Files Once Imporied or Skippad

.
,-{Unr&mgnir_ﬂd Files } -,
@ Skip
O Copy Source Fila
© Link o Source File
[CJErase These Source Files Once Impored or Skipped )
e,
~—{ Destination Path } -

Destination Path Expression
mdscanpath+DTOSDATE) -V +g_wsids+LEFT(TIME[), )+

| o

Show Evaluated Path |

Besetto Default Expression




Spectrum Importer - Example

o | Create a folder C:\vmedia

o There is one folder inside that folder,
vmtest

Frocessing File: |

o There is one file inside that folder,
TESTBENPDF Save Profile Import Documents Close |

o | click Import Documents on the
Spectrum Importer Screen

o My document has been added to the

LGSO

Tag File Mumber Test Document Date Document Description Document Code Forwarder File Mumber Docket Mumber For #
[ |vmTeEST [2019-02-04  |[TESTBEM.PDF | | | |
— 1. P, . I I I I




Resources

O VMedia Help Manual %

A I bl th Port | Self-Help Resources Help from Vertican
o Available on the vPortal: 7 _
. T Local Heln Manaal /—(ChentSemcesSuppnank)ﬁ
https://vportal.vertican.com ]
/HEIp/VME Vertican vPartal | Connectiliise

o Comes with vMedia (see Zoom

image to the right)

DB Config Security Help



https://vportal.vertican.com/Help/VME

vMedia 3.0

O Integration with Q-LawE documents section & Print to vMedia supported for Q-Law/Q-
LawkE

o Full support for SQL Server databases

o SQL User Access: Allows your firm to connect to SQL Server using one or more SQL Server
user accounts instead of using the user’s Windows Account providing much better access

security
o Better user access logs and ability to lock users out of vMedia to perform upgrades
o vDiagnostics program to help Vertican support find issues quicker
o Expanded lapsed license window to 28 days, after which you have 1 admin user forever

o Vertican In-App Marketing Messaging Service




Questions?

e Ask Now!
 E-Mail me at Ben.Cavallaro@vertican.com

"
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