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infoRouter Add-in for MS Word

The infoRouter MS Add-in for Word is a fantastic tool that allows you to interact with
infoRouter directly from within MS Word.

The add-in is compatible with all MS Word versions 2000 through 2010.

You can create content from within MS Word and upload it into infoRouter without

leaving MS Word. You can also open existing infoRouter documents directly from within
MS Word.

Documents can be checked out, checked in and even be submitted to workflows from
within the easy to use interface.



Launch MS Word and click on the infoRouter tab
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In order to access infoRouter directly from within
MS Word, you must first Log into infoRouter.

Connect to infoRouter - Office Add-in

infoRouter

Ask your system administrator
for your specific Web Service
URL

Connect to infoRouter URL : |http:/fmyinfoRouterserver|

infoRouter service url,
Example : http:ffmyserverfinfaRouter

Username: sysadmin

infoRouter user name.

Fassword: sess
infoRouter userpassword.

Remember my passward.

Enter your infoRouter user id
and password to log into
infoRouter.

Ok l ’ Cancel




[ Select infoRouter Library ]
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Opening a document from infoRouter
from within MS Word.

Open from infoRouter /!
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Look in :

/¥BR 500 Project 2
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[Cd Engineering

[ Scanned Documents

1 ¥XBR Wamrarty Specffications
) XER 900.docx

B XBR-Line of Products docx

Size

[ Select a document ]

10 KB
10 KB
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Folder
Folder
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Modified

141472011 5:40:34..
141472011 5:40:25...
1/14/2011 5:40:33...
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File name : |

Files of type : [Wnrd Files

Check out ]

[ Read

A

Click Check out if you wish to edit the
document. Click “read” if you simply
wish to read the document.




You can now make changes to the
document. It is checked out to you.
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Once you make your changes, click on
“Send to infoRouter” to create a new
version of your document.
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ullamcorper ut, interdum at arcu. Praesent lacus quam, dignissim id lobortis nec, fermentum id justo.
Nulla facilisi. Fusce quis sem nisl, quis placerat nisl. Vestibulum non justo dolor. Nam accumsan, magna
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Document Properties

Custom Properties

infoRouter folder:
/XBR 900 Project 2

Name:
XBRS00-Spedfications.dacx

Description:

Version comment:

Version number:

1 B b B [ B

[ v) [[asd ]

p
You may edit the general description of the
document

- - J

( N\
= Enter comments specific to this version of the

_ | document )

|

[ The version is incremented by one revision but you may set the J

version number higher

[ Do not publish this version
@ Keep Checked Out 1 Check In
Completion
p
(] Mark document a3 completed Set the document status to complete. You may also set
CompletionDate |Mon, 07 February 2011 L the retention date
Submit to workflow:
o
[ v} Specify a workflow name if you wish to send this
document to a workflow
Retention \
:} |Thu, 07 February 2013
Document type :
[Generic v]

o] o=
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infoRouter Document Upload Teool - (sysadmin - 8.0.152.0) .
You have now created a new version of

Document Properties

infoRouter folder:
JXBR. 900 Project 2
MName:

¥BRA00-Specifications. docx

Description:

Version comment:

Custom Properties

Version number: Information

1 - 0

[J Do not publish

@ Keep Checkd

Completion

=)

I Mew versicn has been created and published.

|:| Mark documentas TompTerea

Completion Date  |Mon, 07 February 2011

Submit to workflow:

[

Retentian

[ v hu, 07 February 2013

this document.

Because you took the default option to
keep the document checked out, the
document is still available for you to
edit and save newer versions.

Note that the document was also

published so users who click on this
document from the infoRouter web
interface will get this latest version.

If you choose the “Do not publish this
version” option, users will continue to
see the latest “published” version
instead of the latest version.
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infoRouter Add-in for MS Word

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/

