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All data welcome at infoRouter 

 

 

 

This whitepaper considers the many ways of publishing documents into infoRouter 

and looks at some of the more common applications. 
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What is infoRouter? 
 

infoRouter provides a collaborative document portal which connects information to employees, wherever 

their location in the world. As infoRouter is web based, users simply employ a standard web browser to gain 

access to their information, whether they are working from home, on the move or office based. 

infoRouter can manage any type of electronic document or file in its native format. Whether you work with 

words, scanned documents, records, pictures, audio, video, images, forms, emails or Microsoft Office 

documents, infoRouter is an ideal way to manage your information. 

By using infoRouter, an employee can perform the following actions on their documents or data: 

 

 View 

 Publish 

 Apply security 

 Check-in and check-out 

 Apply version control 

 Add custom meta-data 

 Subscribe to  

 Kick off document workflows or tasks 

 Maintain audit trails for compliance 

 Set Document Retention, Archival & Disposition Rules 
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Interacting with infoRouter  
 

When you consider the information and data you interact with every day, there are a myriad of sources 

ranging from post, paper, fax, email, and business system data (e.g. SAP or Sage).  

During this whitepaper, we will look at the common ways to publish data and documents into infoRouter, 

and how we can handle certain document types such as post (mail), faxes and ERP data.  

These will include: 

 Publishing any document type from a web browser 

 Uploading Office documents via the Microsoft Office plug-in 

 Using infoRouter to manage Post 

 Loading faxes into infoRouter libraries 

 Exploring the different scanning solutions available to an infoRouter user 

 Automatically publishing ERP documents and reports into InfoRouter 
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Publishing any document type  from a web browser  
 

The most generic way to interact with infoRouter is via a web browser interface. 

For example, if you have an image that you want to publish to your marketing library, you can simply browse 

to the library and upload the image. See screenshot below. 

 
 

This method of publishing a document can be used for any type of document or indeed any file type (e.g. 

MP3 or WAV files). 

This method doesnôt require any plug-ins or additional resources, the user simply requires a web browser 

and access to the infoRouter server. 

 

Uploading Office documents via the Microsoft Office plug -in  
 

When working with MS Office documents, it makes sense to use the infoRouter MS Office plug-in. This 

allows a user to open, update or publish a document directly from any of the MS Office suite. 

For example, if youôre working on a new customer proposal written in MS Word, you can click on the 

infoRouter tab within MS Word and publish the document directly into infoRouter. 
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First select the infoRouter tab in MS Word. 

 
Then browse to the infoRouter library you want to publish the document to. Fill in the 

description field (if required) and finally hit the submit button to publish. There are other 

ƻǇǘƛƻƴǎ ōǳǘ ǿŜ ǿƻƴΩǘ ŎƻǾŜǊ ǘƘŜƳ ƘŜǊŜΦ 

 

This method can also be used for opening or checking documents out of infoRouter. 
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Post ɀ the digital mailroom  
 

Many larger companies operate a post-room to manage the receipt and distribution of post 

throughout the organisation. In the traditional post-room, post is opened, classified, then filed, 

destroyed or delivered to the appropriate department or user. 

¦ǎƛƴƎ ƛƴŦƻwƻǳǘŜǊΣ ƛǘΩǎ ǎƛƳǇƭŜ ǘƻ ŘƛǎǘǊƛōǳǘŜ Ǉƻǎǘ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǘƻ ǘƘŜ destination user.  

Firstly, post must be scanned and classified using a product such as Abbyy Flexi-Capture or Kofax 

Capture. These document capture products can be configured to recognise certain document 

types, automatically classify them and then extract useful data.  

For example, if a company receives lots of standard order forms, the data can be extracted 

(using powerful OCR/ICR technology) and automatically passed to a back-end system or 

workflow process. The image of the order can then be stored seamlessly into an infoRouter 

library (e.g. New Orders) and the subscribed user(s) to this library will be notified by email that a 

new document has arrived. 

!ǎ ŀ ǎǳōǎŎǊƛōŜŘ ǳǎŜǊ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ŀ ƳŜǎǎŀƎŜ ƭƛƪŜ ǘƘƛǎΣ ǘŜƭƭƛƴƎ ȅƻǳ ƴŜǿ Ǉƻǎǘ Ƙŀǎ ŀǊǊƛǾŜŘΦ 
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For unstructured documents that ŀǊŜƴΩǘ ƻŦ ŀ ǊŜŎognised or fixed format (e.g. Letters) documents 

can be scanned, manually classified and indexed. Again, an image of the document is saved to 

infoRouter and the relevant department or user notified. 

Paper 
 

To manage paper effectively, we need a number of levels of scanning solution. InfoRouter offers 

three levels of scanning solution: 

Desktop or Personal Scanning  

The infoRouter Scan Station program is a no-cost option available to any licensed infoRouter 

user. Using the scan station, users can navigate to images held on their PC, preview them, add 

custom meta-data (extra descriptive information) then publish to a relevant library. This is ideal 

for low volumes and is really only suitable for personal use. 

The screenshot below shows how the Scan Station can be used to view a document then upload 

it to a specific infoRouter library, along with other useful information. Scanned documents can 

also be submitted to workflow processes (e.g. an approval workflow). 

 

 


