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infoRouter Add-in for MS Outlook

Simply select one or more emails 
from Outlook and click on the 
“Send emails to infoRouter” 

button.

Note that you can also choose to 
send  only the attachments to 

infoRouter. The attachments then 
become ordinary documents in 

infoRouter.



Enter your infoRouter credentials 
and click “ok” to login to 

infoRouter



Select an infoRouter folder to 
upload your email

The subject of the e-mail will be 
used as the document name

The subject of the e-mail will be 
used as the document  description

Select a workflow

Set retention here

Select document type

The e-mail attachments can be 
controlled here.





A system custom property (META) called 
“Email” is automatically filled in and stored. 

You may also wish to assign additional 
Custom Properties to emails. 



The e-mail is now stored in infoRouter.





This is how the e-mail will look like when 
clicked form within infoRouter.

You may click on attachments and view them



When an e-mail is stored in infoRouter, it becomes a permanent record that 
cannot be checked out or edited.

The default settings of infoRouter allow the uploads of emails into infoRouter in 
a form that is “as received”. You cannot selectively change the body text or 
upload selected attachments. This is to ensure that the infoRouter copy is 
identical to the one received. However, there is a system setting that will allow 
“partial uploads”.

The body of the e-mail, the subject and the attachments are fully indexed so it is 
very easy to search for and find e-mails in infoRouter.



infoRouter Add-in for MS Outlook

Did you know about the infoRouter Forum site?
24/7 Access to information about infoRouter

http://forum.inforouter.com

Active Innovations, Inc. A Document Management Company
Copyright 1998-2011

http://www.inforouter.com

http://forum.inforouter.com/
http://forum.inforouter.com/
http://www.inforouter.com/

