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[bookmark: _GoBack]Site Survey / Planning – Symphony Profiler for Worldox
	Upfront Decision Making

	Symphony Profiler utilizes the Worldox API to access Symphony reservations.  You will assign a Worldox user to Symphony Profiler to provide this access.  By default, Symphony Profiler will use the 000000 user, but this is configurable.  You will want to ensure that whatever user you assign to Symphony Profiler 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 Profiler:

	
	

	Symphony Profiler sends daily email status notifications to the Symphony Administrator(s) for the firm.
	Determine the user(s) who should receive notifications:

	
	Name
	Email Address

	
	
	

	
	
	

	Because Symphony Profiler users will be scanning in batch, they may have documents in each batch that are single-sided and some that are double-sided. You can configure Symphony Profiler to ensure that blank pages are handled according to the firm’s preference.
	Determine the preferred method for blank page handling:

	
	Choose an item.

Scanner Settings:
Trumpet recommends that scanners have the following settings:
· 300 DPI
· Black and White (if you choose to use auto-color detection, be sure the users understand that color scans (even if it’s just a small amount of color on an otherwise B&W sheet) will consume far more disk space than B&W.
· If you are also implementing Symphony OCR for this firm, turn OCR *off* (performing OCR during scanning drastically reduces throughput.  OCR is best performed as a back-end process)
The following features are okay to enable (but are not mandatory):
· Deskew
· Blank page dropout
· Auto-orient


	Desktop Scanners (if applicable)

	
	Ensure that the scanner settings have been adjusted according to the instructions listed above.

	
	If your firm uses Fujitsu ScanSnap scanners, use the procedure described in the following article to configure a dedicated Scan Profile for Symphony Profiler.  This will allow users to scan directly to Symphony Profiler using the “push” button on the scanner:
http://support.trumpetinc.com/index.php?pg=kb.page&id=389



	Network Scanners (if applicable)

	
	Configure all network scanners so users scan Worldox-related documents to a scan folder dedicated to Symphony Profiler.

Tip: All users can scan to the same scan target folder.

	
	Provide the name of the Scan Profile as the users will see it on the scanner:
	

	
	Provide the network path for Symphony related scans:
	

	
	Configure all network scanners so users scan non-Worldox-related documents to another target folder.

Note:  Please do not ignore this step!  It is critical that users only place Worldox-related scans in the Symphony scan folder(s).  If generic scans or other documents are placed in the Symphony scan folder, the user will receive error messages.  Symphony considers an unprocessed input file as an error, and will send alert emails to the firm’s Symphony administrator.  If the firm saves non-Worldox documents to the folders that Symphony monitors, it becomes very difficult for the user to determine when there actually is an error condition.

	
	Ensure that the above network path(s) are available with Full Permissions from the Indexer workstation.

	
	Ensure that the scanner settings have been adjusted according to the instructions listed above.

	
	Using the network scanner, scan a test document to the network.

	
	List the steps you took to scan the document to the network (with sufficient detail that a standard user could replicate):
	

	
	List the full path of the resulting file here:
	




	Prepare the Profiler Processor Workstation for Installation (typically the Worldox Indexer)

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

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

	
	Ensure that the workstation is running a modern web browser.

	
	Ensure that Adobe Reader is available for troubleshooting purposes.
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