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Managing MS Office Documents with infoRouter 

 

 

 

 

 

This whitepaper shows how infoRouter document collaboration software can be used 

to manage MS Office documents using the MS Office plug-in, and through the 

generic interface. 
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Introduction  
 

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 in 

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

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

InfoRouter software provides an ideal environment to collaborate on, or to share, MS Office documents with 

your colleagues or business partners. 

This document provides a brief overview of the following facilities: 

 Overview of version control ï why do we need it? 

 Creating a new Word document and publishing into infoRouter using the MS Office plug-in 

 Using the infoRouter MS Office plug-in to find, check out, and edit an existing document 

 Searching for documents in infoRouter, then checking out through the generic interface 

 Creating short-cuts to documents 

 Creating favourite documents 

Note: 

Within this document we wonôt be covering every feature and for simplicity we will be concentrating on the 

creation of MS Word documents. Weôll also assume the infoRouter MS Office plug-in has already been 

installed on the userôs machine and the user has permission to create and edit documents within infoRouter. 

The MS Office plug-in is only supported on MS Office 2000 and above. 
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Overview of version control ð why 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 groups or teams of users 

collaborating on a document. For this 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 copy of this document 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 version of that document 

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 

 

The simplest way to manage MS Office documents within infoRouter is to use the MS Office plug-in. When 

in MS Word, the infoRouter menu can be found on the far right of the main menu ï clicking on the menu 

gives three options, which are pretty self explanatory.  

 

To publish a document, simply click on the ñSend to infoRouterò button.  
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The plug-in then establishes the connection to the infoRouter server ï at this point if you are running 

multiple infoRouter servers you have the option to choose the appropriate one. 

 

We then can choose where we want the document published within infoRouter. In our experience most 

users still retain some level of folder structures for ease of use, although you donôt have to. 
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The default name of the document is taken from the MS Word document itself.  If the document has just 

been created and not been saved locally, then the default name will be ñuntitled.docò. This name can be 

then edited to whatever is appropriate.  

Note: The infoRouter MS Office plug-in only allows you to save ñ.docò or ñ.docxò documents. 

Weôre not going to go through every feature on this menu; however, there are a few worth explaining further: 

Version number: This is used to force a version number if you have a specific version numbering system 

you want to use. Normally you leave it alone and infoRouter takes care of things. 

Document Completion Status: Enter a "Completion Date" if you have completed this document. Note: 

Marking a document as complete will disallow further edits to this document until the completion date is 

reset. 

Retention Date:  The 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. 

Check in Options: This defaults to ñKeep Checked Outò, which means other users canôt edit the document 

while you are making changes ï users will know the document has been checked out as its name will turn 

red (see screenshot below). Once you choose the ñCheck Inò option, the document will be checked in and 

the Word session closed. 
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Once the submit button is selected, the document is published into infoRouter and the status given. See 

screenshot  below: 
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Using the infoRouter MS Office plug -in to find, check out, and edit an 

existing docume nt  
 

To open and an existing Word document using the plug in, select the ñopen from infoRouterò button and 

browse to the relevant document.  

 

As the name you suggest, if you want to edit the document you need to select the ñCheck outò button, 

selecting the ñReadò button wonôt allow you to edit the document and save back into infoRouter.  

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 the document when you need to work on it and hit the 

standard Word save key when you are done. 

Note: If you donôt have a logical folder structure (i.e. you put all your documents in one area) then it can be 

pretty difficult to find a specific document, so youôll need to use the generic infoRouter interface ï see next 

section for this. 
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Searching for documents in infoRouter, then checking out through the generic 

interface 

 

Sometimes we donôt know where a document has been saved within infoRouter or perhaps we havenôt 

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. 

In the example below, weôll perform a full text search, using search words òabbyy flexicapture priceó to 

find the price list weôve been working on. This has brought back a couple of results but in this case itôs pretty 

obvious which one we need.  

Note: as we have the ñversion viewò selected, we can see all of the previous versions of the document. This 

can be accessed by selecting View>Versions. 

 

Next we select the ñCheck Outò button; this 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 recommendation is to use the second option, ñcheck 

out and downloadò.  

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: 


