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Workbench Issue to PDF Utility Guide

How to convert issued documents to PDF

Overview

This guide details how to use the Workbench document to PDF conversion utility, ConvertDocumentsToPDF.exe, to convert existing issued documents within a Workbench database to PDF format. This may be done for either all documents within a database or only for those documents that have certain extensions. It will also mark matching documents that have yet to be issued so that they are converted to PDF the next time they are issued.
Please note that once the selected documents have been converted to PDF the process cannot be undone. If you then decide that certain documents should not be in PDF format you will have to deselect the workflow setting, put the document through another edit cycle by raising and approving a content change request, then re-approving and issuing the document. For this reason, this utility should only be used with caution and after due consideration about which document extensions should be converted. It is also strongly recommended that you take a backup of any databases you will be modifying immediately before running the program.
Please also note that the conversion process involves opening each document that needs converting using its normal editor and then converting it. As part of this process any macros that are associated with the document will need to run. If you have your security settings configured so that you are asked whether you want to run macros or not, you will be asked this question once for every document that is converted. It is therefore recommended that you set the security settings low enough so that you are not asked any questions before running this utility. It can then be reset to its normal level once all the conversions are complete. 

Directions

Converting issued documents to PDF must be done on a machine that has a Workbench client and the PDF-XChange printer drivers installed. It also requires that the Workbench service is running on your server. To convert all or some issued documents in your database to PDF, please follow these steps:
1. Copy the program ConvertDocumentsToPDF.exe to your Workbench client folder. This is the folder that contains the file AtlasClient.exe.

2. Run ConvertDocumentsToPDF.exe from the Workbench client folder. If it has not yet been licensed then it will appear as follows:
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If the licence check is successful then the program will go on to step 3. 

3. The program will then try to connect to the Workbench server to get a list of databases. If it is unable to do so for any reason, then a message will appear telling you that it has been unable to connect to the server and the dialog will change to the following:
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If this happens then close the program down, check that the Workbench service is running on the server, that the server is at the correct version and that a normal Workbench client can connect to it, and take any necessary remedial action. Once you have done this you should try running the program again.

4. Once the program has connected to the Workbench server the following warning dialog will appear:
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This program needs solo access to the databases against which it will be run, so you should now ensure that there are no Workbench clients connected to any of the databases you will be using. You should also ensure that you have taken a backup of all relevant databases. Once you have done this check both the checkboxes on the dialog and the Proceed button will become enabled. Click on the button to bring up the main program dialog.
5. The program’s main screen will now appear as follows:
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Select the database that contains the documents you want to convert to PDF from the Database drop-down list. You should also type the Workbench administrator’s password for that database into the admin password edit control. Once you have done this the Connect button will become enabled and you should click on it to connect to the database.
6. The program will then try to connect to the selected database. If it is unable to for any reason then you will be told what the reason is and should take appropriate measures to correct the problem, and then try again. 

If the connection is successful then the program will check that the administrator password you provided is valid. If it is not, then you will be informed and you should retype the password and try the Connect button again.

Once the program has successfully connected to the database and validated your password it fetches a list of all the different document extensions from the database that belong to at least one document, be it issued or draft, that does not currently have an issued version in PDF format. These are then presented in a check list box so that you can select which ones need to be converted to PDF:
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7. You should now determine which extensions you want to convert to PDF by checking them within the list box. Note that all documents with an extension matching a checked one will have one or both of the following done to them:
· The document’s “Issue document to PDF” workflow setting will be set to checked so that all future issues of the document will be converted to PDF

· If the document has already been issued then its issued version will be converted to PDF

8. Once you have checked all the extensions that you want converting you should click the Convert button to start the conversion process. Please note that at least one extension needs to be checked for the button to become enabled.

When you click the Convert button the utility will disable all the controls so that nothing can be inadvertently changed. It will then go through each of the extensions you have checked one at a time and do the following for all documents that have that extension:

· Set the “Issue document to PDF” workflow setting to checked.

· If the document has been issued then it will populate the QWCS.INI file with the correct information about the issued version. It will then invoke the document’s editor to convert the document to PDF and save the PDF version back into the database.

If there is a problem with the conversion process for any of the documents then you will be presented with a dialog that allows you to keep waiting or cancel the conversion process for either the one document or for all remaining documents with that extension. It is recommended that you initially cancel for the one document, and then for all documents with that extension if it keeps recurring. This is because if the document’s associations in Windows are not set up correctly then they may not convert correctly. This will allow you to modify the associations then re-run the utility at a later date.

The utility will keep you informed via a status label as it converts each document, and will present you with the following dialog once all conversions have been done:
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9. Once you have clicked on the OK button of this dialog the utility will refresh the extension list so that all the documents that have had their issued versions converted to PDF are no longer shown. Note that if there are documents with an extension that only exist in draft form then the extension will still be shown because they do not have an issued version in PDF format.
You may now do any of the following:

· check one or more of the extensions and click Convert to convert them. To do this follow steps 7 and 8.
· select a new database for conversion. If you do this then the utility will revert to its appearance in step 5 and you will have to follow those steps.
· close the utility using either Close button or the cross in the top right-hand corner.

