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Managing MS Office Documents infttRouter

infoRouter \3’%
S

Thiswhitpapesshows how infoRowtecument collaboration softesarée used
to manage MS Office docurasittg the MS Office fhugnd through the
generic interface.
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Managing MSffice Documents with infoRouter

Introduction

infdRouter 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 gair
access to their information, whether they iagefrasmkhome, on the move or office based.

infoRouter can manage any type of electronic document or file in its native format. Whether you work in
words, scanned documents, records, pictures, audio, video, images, forms, en@if&cer Microsoft
documets, infoRouter is an ideal way to manage your information.

InfoRouter software providédeah environmenttdlaborate on, or to shit8Office documents with
your colleagues or business partners.

This document providdsief overview of thevirig facilities:

e Overview of version contndly do we need it?

e Creating a new Word document and puibtisiifigRoutesing the MS Office fitug

¢ Using the infoRouter MS Officéngiidind, check out, and edit an existing document

e Searching fdocuments in infoRouter, then checking out through the generic interface
e Creating shertits to documents

e Creatingavourite documents

Note:

Within this document we wonét be covering every
creatif of MS Wor d dssame theinfoRsuter M&OHigeihasaalreadeena

i nstall ed @eandtheauseuhasepermissiomaaehte and edit documents within infoRouter.
The MS Office piangs only supported on MS Offibea@above.
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Overview of version contédivhy do we need it?

One of the age old problems is overwriting the document you are working on (mistakenly!) with an older
version of the same document. This is even easier to do when you have grougpsrsr teams of
collaborating on a docunk@nmtthis reason, infoRouter supports version control of documents.

infoRouter retains multiple versions of a document. Every time a document is checked out, edited and
checked back in, infoRouter creates a new ppadritént and retains all previous versions. All

versions are retained until the owner of the document or an authorized user decides to clean up previous
versions. When you open a document, infoRouter will always display the latest versidn of that documen
making it virtually impossible to accidentally work with an older copy. This feature allows you to revert back
to older versions in case undesirable changes have been made to your documents.

Creating a new Word document and publishing to infoRouter

Thesimplest way to manage MS Office documents within infoRouter is to use thaérViB/féfice plug
in MS Word, the infoRouter menu can be found on the far right of theclckingrenthe menu
gives three options, which are pretty self explanatory

(Oa) H9 0 )+ FlexiCapture Price list_ DG June09.doc [Compatibility Mode] - Microsoft Word - o X
it

Home  Insert Page Layout  References Mailings Review  View  AddIns | infoRouter | @

0 & |6 |

Sendto Open from | Document
infoRouter infoRouter | properties
infoRouter toolbar

B
o
-
=

D

L5l

DOCUMENTZCreLicS
- Appvy i

=4 FlexiCapture 8.0

June 2009

ABBYY FExiCapture 8.0 Software Licence pricing

1. Full Administrator Licence, Unlimited Volume (single PC/workstation)
2. Full Administrator Licence, 250,000 Volume (single PC/waorkstation)
Operator licence pricing

3. Operator licence, Unlimited Volume (single PC/workstation)

4. Operator licence, 250,000 Volume (single PC/workstation)

1. Full Admini: Licence, Unlimited Volume

Item | Description ‘ Recommended Retail
Puicafnnny

Page:10f3 | Words:731 | ¢ English (UK |

To publish a document, simply click on the fASenc
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Connect to infoRouter

Connect to infoRouter

URL |htt|:u:Il',l'serverl,l'InFDRnuter,l'

infoRauter service url,
Example : http:/fmyserverfinfoRouter

User name : Isysadmin

infoRauker user name,

Password !

infoRtouker user passward.,

“infoRouter

v Remember my password,

oK | | Cancel

The plugn then establishes the connection to the infoRoitext $kiv@oint if you are running
multiple infoRouter servers you have the option to choose tieeosepropriat

Do)\ H 98 )¢ FlexiCapture Price list_ DG June09.doc [Compatibility Mode] - Microsoft Word -
W)

Home Insert Page Layout References Mailings Review View Add-Ins infoRouter

D @ E infoRouter Document Upload Tool
Sendto Openfrom | Document Document properties i | Custom properties
infoRauter infoRouter | properties

Custom properties:
[Docment Genetics ol ad

infoRouter toalbar infaRauter Folder:

[Imarketinafauotes/inbels

Hame:
[FlexiCapture Price list_ DG June0d.doc

Description:

infoRouter, Folders

Lookin :

| Folder Browser | Folder Search |

IfMarkat\ng/Ahhynynte List/DG Price List source
Yersion comment:

| Name [

&
WVersion number;

T = il =] o =]
Subrmit b workflow:

[hone -

Document completion status

T Completed document

Completion date Thu, 10 September 2009 -
Retention o retention -

"Chetkln Options

& Kesp Checiadout € ko

Document Type

Thers are no Folders in this folder. o

Recommended Retail ‘
Nuica fonny

We then can choose where we want the document published within infoRouter. In our experience most
users stildl retain some | evel of folder structur
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The default name of the document is taken frokVtind 8ument itself. If the document has just

been created and not been saved |l ocally, then tfF
then edited to whatever is appropriate.

Note:The infoRouter MS Officeiplogly allows youtosaved oc 06 or fA. docx 0 documet
Wedbre not going t o meauhdwhverotheg bre afeweworth eXdplairdang fwrther o n  t

Version numbeifThis is used to force a version number if you have a specific version numbering system
you want to @sNormally you leave it alone and infoRouter takes care of things.

Document Completion Stat&stter a "Completion Date" if you have completed this document. Note:
Marking a document as complete will disallow further edits to this documeretiortildidte compl
reset.

Retention DateThe date until which the document needs to be retained. If this attribute is set, it will
prevent users from deleting this document until this date or until this date is altered.

CheckinOption§ hi s de fpaudhtesc kteod fikuetedo, whi ch means ot her
while you are making changesrs will know the document has been checkednauasvilsturn

red (seescreerh ot bel ow). Once you chooseeckedimandCheck I n
the Word session closed.

(2 Document Genetics - Windows Internet Explorer

G- [e et 9% x| [ e
Ele Edt View Favorites Took Help

x Google (Gl v G o M- @D B~ ¥F Bookmarksw Pusfek . @ oo bincked | P Check w9 Autolink ~ [ Send to~ () Settings~
i Favorites | 55 @& - [DDell ~ [Dilinks ~ [ Media ~ () Microsoft Websites ~ @& 184 Internet Ltd. £ | 200 watt wind turbine & | about.com http-—www.moko... @ | Adaptec - Technical Suppart

| & bocument Genstics b- 8 Y g - Page~ Sefety - Took- @@

. Document Genetics

Search: 3
><_| Document Genetics company information portal [ &)

Home | Documentlbrary | Categories  Search  System Administrator  MyTasks  ConbrolPanel  Help Logout My Profile

Al A New Edit Tools View  Show Filters
ccounts DG Price List source
= Company Repart O Name Action Size Format Modified Owner

=/ Document Libraries

Company Secetary O] ) Fexicapture Price ist_DG June0S.doc = = 76K8 Office Document 10 September 2009 10:15:18  System Administrator
L @ Company Software Resources

# [ credt contral
# (J Formate versions
HR
# J inforeuter
=%y Merketing
= Abbyy
Y costs
= @ FineReader Corparate
=13 price Lst
L2 Abby Reseller Costs
") abbyy Source
= "3 0G Price List source
Recognition Server
1) Spec Sheets
Training
# (3 advertising
Alchemy
AN Captaris Warkflow
Castelle Fax Press
Competitive info < 5

Dac O Manager
< 3 1to 1of1 Folder Count :0 Document Count : 1

Done % Localintranet Sa v Hi00% v
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Once the submit button is selected, the document is published into infoRouter and the status given. See
screenshot below:

Status

The Following document was successfully uploaded.
26923 FlexiCaphure Price list DG June0d.doc

| Copyto Clipboard | | oK
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Usingthe infoRouter MS Office plug -in to find, check out, and edit an
existing docume nt

To open and an existing Word document wusing the
browse to the relevant document.

- Open from infoRouter fg|
Look in :
|,|'Marketing,l'.¢\bbw,l’Price Lisk/Dn3 Price List source
Tdarme: | Size | Type | Maodified | Checked out by |
(3} FlexiCapture Price lis... 76 KB Office Document 10/09/2009 10:38,..
File: name |
Files of type : |Word files j
| check out | | Read | | Cancel
1to1af1

As the name you suggest, if you want to edit the documentselaateédéo i Check out 0 but
selectingtfteR®@a dwohdnh all ow you to edit the document ¢

TIP:If you have a logical folder structure and can easily find the document you need, this is the best way to
check out a document and work on it. Simply open thenth@cuymenbeed to work on it and hit the
standard Word save key when you are done.

Notel f you dondt have a | ogdoauraehtsifi ané atea)rthersittcanbbe t ur e
pretty difficult t o ftousedheagenaipisfaRouter imtedabamextu ment , S ¢
section for this.
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Searching for documents in infoRouter, then checking out through the generic
interface

Someti mes we donot know where a document has bee

saved documents to a logical folder structure.

If this is the case we need to search for the document first, using the generic infoRouter interface, rather
than the plug in.

I n the example bel ow,
find the price |ist
obvious which one we need.

weobdl | o pebewrfmaptobhokl pt &g e (
webve been working on. This

Note:as we have tlfieersion vieselected, we can see all of the previous versiatecofrteeThis
can baccessed by selecting View>Versions.

(= Document Genetics - Windows Internat Explorer

@‘\:/‘v |(eL serverl "l +5[% ﬁ | -
File Edi View Favortes Tooks Help

x Google |G+ v e My @D v ¥ Bookmarksy PRk o Gho6 bocked | 3 check vy Autolink [ Send tov () Settings
L Favorites | 5 @& + D0el ~ S links + ) Media ~ Microsoft Websites ~ & 181 Internet Ltd. £ | 200 watt wind turbine £ | sbout.com http--www.moto... & | Adaptec - Technical Support 3
.@DocumentGenetlcs G- 8 | dmn v Page - Sefety - Tools - (@~ =

“| Document Genetics ) Search: [abbyy flexicapture pricel =N
Document Genetics company information portal
Home | Documentlibrary | Categories — Search  System Administator  MyTasks  ConbrolPanel  Help Logout My Profile
¥ Edit Tools View
Search Results Documents Containing Text: "abbyy" and "flexicaj pture” and "price
0 MName Action DOC_MNO ACCOUN
[] ] FlexiCapture Price list_DG June03.doc VESF b
Ranking : 100%  Search returned Version 1,0.0 as the highest ranked version
Abstract : Show
Version Published by Publish Date Sze | Delete
1.0.3 System Administrator 10 September 2009 10:3%:43 76KB| [ 5
102 System Administrator 10 September 2003 10:38:44 76kB [
L0.1 System Administrator 10 September 2009 10:30:07 | 76kB| ()
1.0.0 System Administrator 10 September 2009 10:25:07 76kB [
[ T FlexiCapture Price list_DG June0s.pdf HE SF
Ranking : 32%
Abstract : Show
Version Published by Publish Date Size Delete
100 System Administrator 17 June 2009 15:46:41 156 KB
0 B4 Abbyy Demo.email =R
Ranking: 32%  Search criteria found in email attachment
Abstract : Show @
< ] 3
1to 14
Done % Local intranet: h v Hioowm <

Next we select tiizheck Oabuttonthis is the one below the Action label with a blue arrow pointing

upwards.
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When we select this we see the following screen.

We then get two choices. To keep things simple, our recomsmemndationi s e t he second op
out and downl oado.

This allows you to check the document out and save locally to your desktop.

Next choose the Save option (see screenshot above) and save to a local folder:
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