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1.0 How to install Instant Intelligence Archiving Outlook Integration

Click on the link provided. The Install window as shown below will open up. At this stage before clicking on
Install you need to close down Microsoft Outlook.

Application Install - Security Warnning

Publisher cannot be verified. ‘%
Are you sure you want to install this application? \:i
Mame: Instant Intelligence Archiving
From: www.instantintelligence.com

Publisher:  Unknown Publisher

Install ] [ Don't Install

while applications from the Internet can be useful, they can potentially harm your
computer. If wou do nok trust the source, do not install this software. More Information. ..

When Outlook is closed down you can click on Install.

After a few seconds a new window will confirm successful registration.

Instant Intelligence Archiving

i ) The 'Instart Intelligence Archiving' registration succeeded.

Open Outlook and you will see the I1Archiving folder.

Inbox - Microsoft Outlook [';]|E]|5_(|
: Fle Edit Wiew Go Tools  Actions R0 Help Type & guestion for help =

LR _:_‘:" x| 4 Reply QReply ko Al ;;-;}Furﬂard | -j Send|Recsive - | %}Fi_nd 13; | G} Typescontactto find = | i@ J_I_ﬁ' L4 !

0One-click Meeting | ESchedule Meeting | webEx !

EE.njuaiI To Dowrload Prink L_ogout!

Outlook addin is ready

Favarite Folders Arranged By: Date | Mewest an top
B3 Inbox Daniel Bailey
(3 Urread Mai =) Today To: Oliver Lach —
L For Follow Up =4 Daniel Baley 1429
L= 3ent Ikems PDF that is nat rendering correckly ]
All Mal Folders http:{www instantintelligence com/foutlook/livefiiarcoutlook a|

= 6t Mailbze - Cliver Lach
# (3] Deleted Items (3116)

* vesterday

L7 Drafts

[ Iarchiving <00 : Kindest Regards
@3 Inbix |  Tuesily Daniel Bailey

L@ Junk E-mai _ ( ) Head of Development

+

L@ Gehos B Last Wech Data Liberation Ltd

L= Serk Ttems ] (020) 8971 6300 Main Line
[ S +| Tuwin Waalkec finn

I1Archiving has been installed successfully.
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2.0 Logging in to 11Archiving

Click on the Il1Archiving folder and you will be prompted to put in your website address and email details. Then
click on validate.

fiArc 1.5.0.30099

IIRL |https: A liarc. net

Ernail |suppl:urt@instantintelligence.l:l:um " alidate

You will then be asked to input your password and 2 digits of your security code which are the same ones that
you use to log into the website. Then click on Login.

jiArc 1.5.0.30099 X

URL |https: v liarc. net

Ernail |suppl:urt@instantintelligence.l:l:um W alidate

HEHRXXRRHRHRRK

Char3 |5 «| Chaf |3 ||

Paszwiord

&l Mail Folders

= @ Mailbio - Cliver Lach .
# () Deleted Items (3116)
[ Drafts

H [ a3 test <

|1 Accounks

[ Archive

[ Client Services

[ DL Inkernal Documents

Cd HR

1 Insurance

[ Marketing

|1 Post

[ Suppliers

[ test b

-~ Mail

You are now logged in. You can now expand the IlArchiving folder and the subfolders. To do this you need to
click on a folder and the expand node ‘+” will appear. Then expand the tree as required.

Note: The l1Archiving Outlook Integration displays your cabinets as folders. As on the website, you are unable
to drag and drop your emails into the cabinets and a warning message will appear if you try to do so. In the
picture above all of the folders immediately below I1Archiving are cabinets. The level below the cabinets
contains the proper folders in the same structure as on the website.
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3.0 Using I1Archiving

From your inbox you are able to drag and drop emails, including emails with attachments, in to a folder within
the tree. You can also add new cabinets and folders to the tree in the same way as you would add a new mail
folder as shown below.

Instant Intellipence Archiving - Microsoft Outlook

! File  Edit  jew

Go  Tools

Ackions

CRM Help

P (@Back o0 | M A | ) & | outlooklArchiving'ad testiad

& Mail Message

Chrl4-M

| imew - S sendfReceive ~ | ZoFin e A
3 send) 2oFind | G4 T

Ll Meeting | WehEx - ! Em

||_-_1 Folder... Crrl+Shift+E |

¥

‘ [ Inbox
3 Unread Mail

Folders placed in the tree directly beneath the Il Archiving folder will become cabinets, while those added a
level below that will remain as folders.

Instant Intelligence Archiving - Microsoft Outlook

X

i Fle Edt Miew Go Tools

Ackions

R Help

P @Back 20 | A 9 | G & | outlooklArchivingiad testa test

Padnew - | 4 :j sendiReceive - | C_')J_)Fi_nd | G Type acontactto find  + | (@) Jﬁ [T !

“One—click Meeting | ESchedule Meeting | webEx ~ ! } Email To Download Print Logout !

Type & gquestion for help -

_ a3 test - Instant Intelligence Archiving |

Favotite Folders Mame Date Pages Size
[ Inbo - Type:
L Unread Mail a3 test Aug 12 2008 2:17PM 8/12/2008 2:17:00 PM s 213 kb
31 Far Follow Up i -
L;-] Sant Ttems a3d test Aug 12 2009 2:23PM SM242008 2:23:00 FM 1 30 kb
3 test Aug 12 2009 2:27PM SM242008 2:27:00 PM 1 2 kb
&l Mail Falders a2 lestAug
. v a3 test Aug 12 2009 2:28PM SM242009 2:25:00 PM 1 89 kb
= @ Mailbx - Cliver Lach =
= @ Deleted Items (3502) ad test Aug 12 2009 2:30PM SM242008 2:30:00 PM 1 53 kb
L7 Drafts — a3 test Aug 12 2009 2:40PM SM2/2009 2:40:00 PM 1 51 kb
= [3 marchiving a3 test Aug 12 2009 Z:40PM 8/12/2008 2:40:00 PM 3 154 kb
=l [ a3 kest . L -
[ a3 best - a3d test Aug 12 2009 2:41PM SM2/2008 2:41:00 PM 1 51 kb
3 rotated = Type: MSG (Outlook Message)
H [ Accourts test from hotmail to scanning at datalib.msg | 8/21/2009 10:29:00 AM 1 20 kb
H [ Archive : - - -
@ @ Client Services test from hotmail to =canning at datalib. m=zg 82142009 10:34:00 AM 1 20 kb
# 3 DL Internal Documents RE Brazil Survey.msg S/21/2008 12:10:00 PM 1 42 kb
& [ HR Document Attached.m=g 2/21/2008 12:12:00 PM 2 409 kb
H F3 Trarance b
-~ Mail
,:1:13 Calendar
8 A |3 [7] 2
Done @ Cnline

If you click on a folder you can see the documents inside it in the Outlook viewing pane. Here | have selected
the folder called a3 test. All of the documents within that folder are displayed.
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To view the contents of a document, simply click on the document name in the right hand viewing pane.

. Fnstand Intelligence Archiving - Bic rosaft Outleok
PEe Bl Yow @0 Ik Bcom 0 Heb -
D @Eack 2 | A [ £} K | ook Lachvingied bestiad st -l
it - | o | Y serdReceive = | 20Fnd | L3 Tove s corintinira = | g 34 ng
| i One-Che| - W T et
i mﬂmymi_mam ugu'
[Farvorite Folders Pages Sy
_II i T el L e = d W Ly -
L4 Unread Mail (25) & ke
= For Follss Lin =
L= Tk eeres 51 iy
Al Mal Folders 09 a0 00 P 1 144 kb
3 20 Madeor « Cobenr Lach i A b BAZD000 34100 PU : 5 s
B imﬁnm D 4 Tiype: MEG [Dutlook Metsage)
= [ Mnchivng eat From hotmal i scancing o delald mag 24 i
a (3 sdtest Esarge ambl miy 2 B iy
— ::: L_I::I? teat from hotmad to scansng et mag 20
(= | i:m . el Froem RO 00 SESAARG B ONESD ] 0% 103400 AW 1 o
i fuchien Exangis smal g BRI2000 11000 AN 2 4 i
50 Chent Services  Exnrrgie srmadmag RSO0 11400 AN (2 5 i
) O Irbermal Diocumsents: T S— : . ’ .
=T 8F Brazh Servey =ug BT1200% 121000 Ml 1 &7 -
L insurance A F
L Marbaeting R
. FORS ] 100% - |
3 Sophes 4.0 “F N+ o
L3 kst
2 ot cabirt
2 B .;J,.J i From: Oliver Lach
_'_.;B'-udu)s&'-mﬂw:s Semt:  Tuesday, August 25, 2009 11:37.07 AM
= [ Beyord Guestion Subvect: Example email
Thes 1r an example email that [ have dragged and dropped mto & felder
-
The actual email remains i 183 place i Outlook
i -4} Calendar
kg For Wetg: e, birc rst DocUmentManaps Ve age i M= FTRIGE DOT2741 . P age= | Boodms | 0SSondme=Br ol=0. . || orine

The document is displayed in the same way as in iiArc and you can use the toolbar to select the next / previous
pages, adjust the zoom, rotate the image and pan around the image.

4.0 The 11Archiving Toolbar

8 Instant Intelligence Archiving - Microsoft Outlook

! Fle Edit Wew Go Tools Ackions  CRM Help
P @ Back o0 | A | G} &) | outlooklArchivingbrchiveiShows\ 2007 IMS - !
P ydNew - | = | Y sendiReceive - | PoFind | Gl Type scontacttofind - | @) )4 % !

EOOHE-C"EK Meeting | ﬁﬁchedule Meeking | WebEx * ! Email To Download Prink Logouk ! -

The llArchiving Toolbar will be added to your other toolbars. This enables you to email the document,
download and print it, and logout.
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