MS Office Add-in for Zo&V1A Indexing
Releasées

With therelease oZo0é (Zoe), Imagehas prepackagaddexingas a download into MS
Office applications, including Word, Excel, Outlook and PowerPdio# as a download
automatically phces theZzoé Index button on the MS Office tool bahich allows users
of those applications to simply click on the butiloranMS Office applicatiorto index a
file (documentyirectly into the 1IMAGE DMS.The license for Zoelndexownload for
each deskip is affiliated with the IMAGHEIDMS server license.

For MS Office applications other than Outlotike user will be required to index the
documents according to previously defined document types and keys. For Qiléiook
ZoéIndex program will includeertain index fields for auto indexirand for privacy
The user may also add additional keys depending on their individual set up.

At executionZoéwill perform log in and password authenticatioretsure that the
security of thelMAGE DMSis maintained Oncelog in and password authentication is
established the user can save any MS Office originated document directly into the
1MAGE DMS repositoryregardless afhe user8locatiors sinceZoéand V1Aare
managed byveb serviceandarebrowser basedThe auto authentication process
executed by oéIndex uses the login and password that exists on thésuseal PC. If
the log in and password maintained on the IMAGE DMS samneenot the samien the
user will be required to manually logwithin the Zoé providedlog in dialog box

below.

Login Details

UserName [~

Password
Login | Cancel

Once authenticated, V1A is launched and all authorized functionaditsaitable to the
user.The session will stay active until the user logs off of V1A.

Z0oé& support of Outlook allows the user to eitsarvejusta n e ma i(ak .&gor thee x t
message and aktachmentgas .msg)if applicable When selectedhe 1IMAGE DMS

has been mdefined to automate the indexiofgthe Outlook email to save the user time
and to ensure accurate indexargd privay of the email file. If the predefined index

keys are not sufficienan unlimited number of keys maybe created MAGE DMS to
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further define the emailin fact the wholebody of emailcan be cut and pasted into an
index key for future search optiarie addition, an emai attachments can be saved
separately by simply opening them and clicking on the Zoelndex in the Office application
(Word, Excel, Powdtoint). If the attachment is a P2d the user chooses to save it
separately thasermustsaveit and use thé 8ndToo function (right click) included in
Zoelndex. The system provides for both private and pustaringand retrieval of email
document type defined in the 1IMAGE DMS user profile.

When the user retrievelsd archived email throughA, the user can sort and select the

emails according to any of the index keys; i.e. date and subject using the V1A display

list]1 f the email and attachments were saved to
return the emaihs a .msg filento the uses Outlook. If the email was saves.txt, then

the return will be displayed as teatd not returned tQutlook. (Note: All emails and

attachments saved as .msg Wilreturredto MS Outlookapplication when retrieved

from the IMAGE servgr

1. Uploading a single document through 8 6 M-3dd-insd(except Outlook):
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cenarios for MS-Office Agflins.doc [Compatibility Mode] - Micro... — X

Review  View | Add-Ins

Maili
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Various file uploadi ios for Zoe Indexi

L. Uploading single doeument through All ‘MS-Add-ins’ and ‘Right Click-Send to’
(excluding outlaok)

Page: 1 of 3 | Words: 553 | 5

‘s start | ® Inbox - Micro... @ Various indexi... <@ 35PM

When a file is indexed -SehdTom@ExhibitA Yo+ cl i ent
from the exploredesktop or from My DocumentaZoé user will be prompted

by a V1A window(Exhibit B), noting the file nameshowing categorieand

allow the erto navigatethroughdocumentypes ancenter the associatéadex

keys as pictured in following exhibits
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Exhibit A
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Exhibit B

When all required keys lekesd theedodureentdild and
is sent to LIMAGE DMS server. The control is then transferred to the V1A home

page with an indexing status message, just as it is done within the standard V1A
Index selection. If the user has licensed Circulation, then the utbawe the

option to save and circulate the document on the same page.
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2. UploadingaZipfilet hr ough 6 ieqmhdt t ©l6i ¢ k
When the user right clidand senda zipped fileto Zoé Indexer, the user will be
promptedoy V1A after initial login and paswordauthentication. V1A shows all
categoris andfile name ofthe uploaded zip fileJust as in thérst example the
user will navigateltrough types and enter the associated K&yHioveringthe
mouseover the zip filename the associatdites are stown.
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When all required key information is entelmadthe6 s ave dé buttheon i
files inside the pped folderare indexed to 1MGE DMS server one by one.

Eachfile is indexedwith separate images and he keys are populatguer each
emaildetail In additionthe user magditthe keybh e f or e s el.@ncet i ng
completedhe control is transferred to the V1A home page widsavestatus
message.
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3. Uploading an email through MS Outlook Add-in:

1 Indexing a singleemail
When the user irekesa singleemail by clicking the® i ¢ caddén on
the email toolbaZoe will prompt a dialog box asking whether the user
would likethe contentdransferred as a part of singtet file or as amsg
file (with attachments)

Zoéinitiated in Outook will prompt the follow dialog box:

With both options, mai details are passed to V1A and are used to

populatethe index keysCurrently thesendexkeys are Dateof email To,

From, SubjectandFilename. In addition the system will assign a sety

code if applicable so that no other recipient can viewith@ivateemails

from theLMAGE DMS server. If securityprivacyis designateh s finone 0
then any email saved within the system can be reviewed or retbgved

anyone who haslearanceao theemail document type

The file name key contains the name ofdhehived.msg file. The
message and attachments are stored in the .mshpfitx keysshownin
yellow are required, those not highlighted are optional.
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