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MS Office Add-in for Zoë/V1A Indexing 

Release 5 

 

With the release of Zoë (Zoe), 1mage has prepackaged indexing as a download into MS 

Office applications, including Word, Excel, Outlook and PowerPoint.  Zoë as a download 

automatically places the Zoë Index button on the MS Office tool bar which allows users 

of those applications to simply click on the button in an MS Office application to index a 

file (document) directly into the 1MAGE DMS.  The license for ZoeIndex download for 

each desktop is affiliated with the 1MAGE DMS server license. 

 

For MS Office applications other than Outlook, the user will be required to index the 

documents according to previously defined document types and keys.  For Outlook, the 

Zoë Index program will include certain index fields for auto indexing and for privacy.  

The user may also add additional keys depending on their individual set up. 

 

At execution Zoë will perform log in and password authentication to ensure that the 

security of the 1MAGE DMS is maintained.  Once log in and password authentication is 

established the user can save any MS Office originated document directly into the 

1MAGE DMS repository, regardless of the usersô locations since Zoë and V1A are 

managed by web services and are browser based.  The auto authentication process 

executed by Zoë Index uses the login and password that exists on the userôs local PC.  If 

the log in and password maintained on the 1MAGE DMS server are not the same then the 

user will be required to manually log in within the Zoë  provided log in dialog box, 

below.   

 

 
 

Once authenticated, V1A is launched and all authorized functionality is available to the 

user. The session will stay active until the user logs off of V1A. 

 

Zoëôs support of Outlook allows the user to either save just an emailôs text (as .txt) or the 

message and all attachments (as .msg), if applicable.  When selected, the 1MAGE DMS 

has been predefined to automate the indexing of the Outlook email to save the user time 

and to ensure accurate indexing and privacy of the email file.  If the predefined index 

keys are not sufficient, an unlimited number of keys maybe created in 1MAGE DMS to 
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further define the email.  In fact, the whole body of email can be cut and pasted into an 

index key for future search options. In addition, an emailôs attachments can be saved 

separately by simply opening them and clicking on the ZoeIndex in the Office application 

(Word, Excel, PowerPoint).  If the attachment is a PDF and the user chooses to save it 

separately the user must save it and use the ñSend Toò function (right click) included in 

ZoeIndex.  The system provides for both private and public storing and retrieval of email 

document type defined in the 1MAGE DMS user profile. 

 

When the user retrieves the archived email through V1A, 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. If the email and attachments were saved together the ñview as originalò selection will 

return the email as a .msg file into the userôs Outlook.  If the email was saved as .txt, then 

the return will be displayed as text, and not returned to Outlook.  (Note: All emails and 

attachments saved as .msg will be returned to MS Outlook application when retrieved 

from the 1MAGE server) 

 

1. Uploading a single document through all óMS-Add-insô (except Outlook): 
 

 
 

 

When a file is indexed through Zo± client by óright click-Send Toô (Exhibit A) 

from the explorer desktop or from My Documents, a Zoë user will be prompted 

by a V1A window (Exhibit B), noting the file name, showing categories and 

allow the user to navigate through document types and enter the associated index 

keys, as pictured in following exhibits.   



 

Zoë and V1A are Copyrights of 1mage Software Inc 2009 Page 3 

 

 
Exhibit A  

 

 
Exhibit B  

 

When all required keys are entered and ósaveô button is clicked, the document/file 

is sent to 1MAGE 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 user will have the 

option to save and circulate the document on the same page. 
 

 

 

 

 



 

Zoë and V1A are Copyrights of 1mage Software Inc 2009 Page 4 

 

2. Uploading a Zip file through óRight Click-Send toô: 

When the user right clicks and sends a zipped file to Zoë Indexer, the user will be 

prompted by V1A after initial login and password authentication.. V1A shows all 

categories and file name of the uploaded zip file. Just as in the first example the 

user will navigate through types and enter the associated keys. By hovering the 

mouse over the zip filename the associated files are shown. 

 

 
 

 

When all required key information is entered and the ósaveô button is clicked, the 

files inside the zipped folder are indexed to 1MAGE DMS server one by one. 

Each file is indexed with separate image ids and the keys are populated per each 

email detail. In addition, the user may edit the keys before selecting óSaveô. Once 

completed the control is transferred to the V1A home page with the save status 

message. 



 

Zoë and V1A are Copyrights of 1mage Software Inc 2009 Page 5 

 

3.  Uploading an email through MS Outlook Add-in: 
 

¶ Indexing a single email 

When the user indexes a single email by clicking the óZ iconô add-in on 

the email toolbar Zoe will prompt a dialog box asking whether the user 

would like the contents transferred as a part of single .txt file or as a .msg 

file (with attachments).  

 

 
 

Zoë initiated in Outlook will prompt the follow dialog box: 
 

 
 

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

populate the index keys. Currently these index keys are; Date of email, To, 

From, Subject and Filename.  In addition the system will assign a security 

code, if applicable, so that no other recipient can view their private emails 

from the 1MAGE DMS server.  If security/privacy is designated as ñnoneò 

then any email saved within the system can be reviewed or retrieved by 

anyone who has clearance to the email document type. 

 

The file name key contains the name of the archived .msg file.  The 

message and attachments are stored in the .msg file. Index keys shown in 

yellow are required, those not highlighted are optional. 

 


