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Site Survey / Planning – Symphony OCR for Worldox
	Upfront Decision Making

	Symphony OCR utilizes the Worldox API to access documents in your repository.  You will assign a Worldox user to Symphony OCR to provide this access.  By default, Symphony OCR will use the 000000 user, but this is configurable.  You will want to ensure that whatever user you assign to Symphony OCR has full access to ethical walls in which the firm would like to have documents processed.
	Determine the appropriate Worldox user to assign to  Symphony OCR:

	
	[bookmark: _GoBack]

	Symphony OCR can process documents in all or some Worldox profile groups.  You may opt to process some profile groups at a lower priority than others.  For more information see:  Processing Priorities

If you do not care to set a processing priority, Symphony OCR will still process all eligible documents, starting with the most recently created/modified.
	Determine the profile groups that Symphony OCR should process and the priority level in which they should be processed:

	
	Profile Group
	Priority Level

	
	
	Choose an item.
	
	
	Choose an item.
	
	
	Choose an item.
	
	
	Choose an item.
	Symphony OCR has the ability to OCR TIFF files.  If the firm opts to process .tif documents, this will change the file extension from .tif to .pdf.  This will break any relationships of projects that include these files.
	Determine if the firm wishes to process .tif files:

	
	☐	Yes, the firm will process .tif files

	
	☐	No, the firm will not process .tif files

	Symphony OCR has the ability to OCR email (.msg) attachments that have been saved to Worldox.
	Determine if the firm wishes to process attachments:

	
	☐	Yes, the firm will process email attachments 

	
	☐	No, the firm will not process  email attachments

	Symphony OCR can email status notifications to the Symphony Administrator for the firm.  These can be configured to send daily, only when there are warnings, or only when there are errors.  See Notifications for more information.
	Determine the users who should receive notifications and the frequency:

	
	Email Address
	When

	
	
	Choose an item.
	
	
	Choose an item.
	
	
	Choose an item.



	Prepare the Workstation for Installation

	
	Ensure the workstation to which you are installing Symphony OCR (typically the Indexer workstation for the firm) meets the Minimum System Requirements.

	
	On the workstation to which you are installing Symphony OCR, launch ensure you launch Worldox as the user you intend to have Symphony OCR run as (e.g. 000000) to ensure that Worldox has fully initialized that user code on the workstation.  Once you’ve launched Worldox, feel free to close it again. 

	
	Ensure that the workstation is running a modern web browser.

	
	If the firm has opted to process .msg (email) attachments, see Indexing Email Attachments to enable the Worldox Indexer to process the text.

	
	If the firm uses Adobe for scanning, be sure to disable the OCR option.  Performing OCR while scanning drastically slows down the scanning speed and will be unnecessary once Symphony OCR is installed.  See How to Disable OCR in Adobe for further instructions.
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