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BR-Docs Plug-In for Office is a software solution you can use to dynamically file all of your Microsoft® Office
documents (Word, Excel®, PowerPoint®) and e-mails (Outlook ®), directly from your Microsoft® application
into BR-Docs.

The BR-Docs Plug-In for Office Guide for Windows® contains recommendations, tips and
suggestions to maximize your use of BR-Docs Plug-In for Office. To maximize the full potential
of this guide, please familiarize yourself with the concepts and configuration procedures described
in this guide, and in the documentation related to BR-Docs, the documents management Web
module (DMS).

For more information, or to view documentation about the topics covered in this document, please
refer to Brother's Website, at the following address: http://www.brother.com

This manual has been written and published under Brother’s supervision, and it covers the latest
product description and specifications.

All wordings, product references, recommendations and content are subject to change without
notice.

Brother reserves the right to change, without prior notice, all specifications and information in this
manual and will not be held responsible for any damage (including indirect damage) due to the
information herein, including, but not limited to, typos and other errors related to the manual.



http://www.brother.com/




Installer Guide

BR-Docs Plug-In for Office is a software solution developed for the filing and indexation of

documents in BR-Docs.
The Microsoft® Office documentation that is able to be filed can be in either Microsoft® Word,
Microsoft® Excel®, Microsoft® PowerPoint® or Microsoft® Outlook® formats.

At the start of the application, the Installer automatically detects Microsoft® Office 2003,
Microsoft® Office 2007 or Microsoft® Office 2010.

The three basic functions are:

B Filing and indexation into BR-Docs of Microsoft® Office documents directly from Microsoft® Word,
Microsoft® Excel® and Microsoft® PowerPoint®.

® Filing and indexation into BR-Docs of one or more Microsoft® Office documents at the same
time (multiple selection or selection of a documents folder) directly from Windows® Explorer’s
contextual menu.

B Filing and indexation into BR-Docs from Microsoft® Outlook®:
+ Filing an email in PDF format, with its attachments.
« Filing of one or more attachments only.

IMPORTANT

When you file an email, the original email is not deleted from your mailbox.



Chapter 1

Installing BR-Docs Plug-In for Office

The Installation section of BR-Doc Plug-In for Office will guide you step by step through the software
installation process.

IMPORTANT

Make sure you have closed all Microsoft® Office applications before installing BR-Docs Plug-In
for Office.

Click the link Click here to download additional tools on your BR-Docs dashboard, and follow
the installation steps below:

Description lllustration
Double-click the .EXE file to run the Installer.

¢H

The home page displays. Click Next.

| BR-Docs Plug-in for Office =

Welcome to the BR-Docs Plug-in for Office Setup
Wizard

E"’”E I

The installer will guide pou through the steps required ta install BR-Diocs Plugein for Office on pour
computer.

WARNING: This computer program is protected by copyright law and intemnational treaties.
Unauthorized duplication or distribution of this program. or any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law,

Cancel ¢ Back Mext »




Installer Guide

Description

lllustration

Click Browse... to select where you want to
install the software.

Click Next when you have chosen a location.

# BR-Dacs Plug-in for Office =

Select Installation Folder

:f!ﬁ ! H

The installer wall install ER-Docs Plug-in for Office ta the fallawing folder.

Toinstallin this folder, click "Mest". To install to a different folder, enter it below or click "Browse".

FEolder:
1C:\ngram Files [»86)5BrathersBR-DocshBR-Docs Plug-in for Office’,

Browse:

Disk Cost

Install BR-Docs Plugn for Cffice for yourself, or for anyone whe uses this computer:

() Everyone

(@) Just me

‘ Next »

Cancel < Back

A confirmation page displays. Click Next to
start the installation.

# BR-Docs Plug-in for Office -

Confirm Installation

zfm E H

The installer is ready ta install ER-Docs Plug-in tor Office on your computer.

Click "Next" to start the installation.

Cancel < Back Mext >
Wait until the installation is finished.
# BR-Docs Plug-in for Office - o IEN

Installing BR-Docs Plug-in for Office

i1

BR-Docs Plug-in for Office is being installed

Please wait...

Canecel < Back Mext
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Description

Illustration

The installation is complete. Click Close.

i # BR-Docs Plug-in for Office =

Installation Complete

o
zllﬂf! H

BR-Docs Plugrin for Office has been successfully installed.

Click "Cloze' to exit.

Please uze Windows Lpdate to check far any critical updates ta the MET Framework,

Cloge

Cancel < Back




Installer Guide

Hardware and software requirements

B Computer with an Intel® Pentium® IV 800 MHz processor, or superior

® Windows® XP 32 bit, Windows Vista® 32 bit, Windows® 7 32 bit or 64 bit
B Microsoft® Office 2007 or Microsoft® Office 2010

B Microsoft® Framework .Net 4

H 512 MB flash memory (1 GB or more recommended)

m 200 MB of free disk space

B A minimal resolution of 800 x 600 (1024 x 768 or more recommended)

B TCP/IP network card

BR-Docs Plug-In for Office is designed to work with Microsoft® Office 2007 or 2010 on
Windows® XP, Vista® or 7 32 bit, and with Microsoft® Office 2007 or 2010 on Windows® 7 64 bit.

BR-Docs Plug-In for Office works with BR-Docs digital document management servers,
version 5.2 or later.

The use of BR-Docs Plug-In for Office requires the use of a local administrator account for the
workstation.



Chapter 1

Uninstalling BR-Docs Plug-In for Office

The Uninstallation section of BR-Doc Plug-In for Office will guide you step by step through the

software uninstallation process.

IMPORTANT

Before uninstalling BR-Docs Plug-In for Office

» Close all active applications, especially your anti-virus software.

* Login as an administrator on you workstation

In the Windows® Control Panel, select BR-Docs Plug-In for Office, and then click Uninstall.

Then, follow the uninstallation steps below:

Description

lllustration

Double-click the .EXE file to start the
uninstallation process.

-8

The home page displays. Select Remove
BR-Docs Plug-In for Office and then click
Finish.

! BR-Docs Plug-in for Office =

Welcome to the BR-Docs Plug-in for Office Setup
Wizard

i l

Select whether you want to repair or remove BR-Dacs Plug-in for Office.

() Repair BR-Docs Plugen tar Dffice

(®) Remove BR-Docs Plugdn for Dffice

Cancel < Back I Finish
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Description

lllustration

Wait until the uninstallation is finished.

iz BR-Dacs Plug-in for Office

Removing BR-Docs Plug-in for Office

BR-Docs Plug-in for Office is being removed

a
ztmw H

Please wail...
Canicel | 4 Back fent »
The uninstallation is complete. Click Close.
p “ BR-Docs Plug-in for Office = B
Installation Complete =

BR-Docs Plug-in for Office has been successtully remowed.

Click. "Close' to exit.

Cancel < Back

Close




Administrator’s guide

Configuring BR-Docs Plug-In for Office

Use this step to set the communication parameters with your BR-Docs server.
Start the BR-Docs Plug-In for Office - Configuration module:

B In the Start menu, click BR-Docs Plug-In for Office - Configuration, under All Programs -
Brother - BR-Docs - BR-Docs Plug-In for Office - BR-Docs Plug-In for Office -
Configuration.

OR

B Double-click the BR-Docs Plug-In for Office - Configuration icon that was created on your
Windows® desktop by the Installer.

NOTE

It is possible to connect with BR-Docs in SaaS mode, as well as with HTTPS secured mode
(if the BR-Docs server has been configured in this mode).

Type in the IP address (or URL) for your BR-Docs, as well as the username (by default “admin”)
and the password (by default: “admin”) corresponding to the server.

Type in the default port 8000 for Windows®-based BR-Docs servers, or 80 by default for Linux-
based BR-Docs servers.

2 BR-Docs Plug-in for Office - Configuration & i)

URL or IP Address https:// |12m.n.1 |

3000 551
Email [zdmin@br-docs.cor] |
Password | ........ |
[¥] Configure a proxy server
Confiiiration Automatically detect settings v
URL or IP Address [ |- l:l

Proxy authentification

Login | |

Password | |




Administrator’s guide

If you use a proxy, click Configure a proxy server. Two configuration methods are available:
B Automatic configuration. Click Automatically detect settings and then select Save.

B Manual configuration. Click Manually set proxy settings, fill in the fields below, and then
select Save.

Configure a proxy server

‘Configuration

URL or IP Address

[] Proxy authentification

Login

Password ‘ |

Click Save to save the settings of the BR-Docs server.
A communication test is run during the saving process in order to test the parameters.
A tooltip appears in the Windows® notifications bar to inform you of the test results.

@ BR-Docs Plug-in for Office % *

Connection successful

IMPORTANT

BR-Docs Plug-In for Office works with BR-Docs digital documents management servers,
version 5.2 or later.



Chapter 2

Installing add-ins

Start the BR-Docs Plug-In for Office module:

B In the Start menu, click on BR-Docs Plug-In for Office, under All Programs - BR-Docs -
BR-Docs Plug-In for Office

OR

B Double-click the BR-Docs Plug-In for Office icon that was created on your Windows® desktop
by the Installer.

In the Add-in Manager’s Install tab, you can activate or deactivate all of the Office add-ins.

W BR-Docs Plug-in for Office - Add-In Manager - cEN|
Installation
Install all available Add-lns
Tl Document Word [+ instan |
B Document Excel ‘ + Install |
= Document PowerPoint | 4 instan |
5 Document PDF | =+ instan |
7 Windows Folder | 4 nstan |
fZ  WordAddin 2010 | 4+ instan |
X Excel Addin 2010 | 4 nstan |
/T8 PowerPoint Addin 2010 | 4+ instan |
Outlook Addin 2010 | 4+ instan |
@ Version 5.83-5

Click the Install all available Add-Ins to start installing all of the add-ins.
The Microsoft® Office add-ins installation window will open. Select Install to install them.

Install all available Add-Ins

You can also choose to install each add-in individually. To do so, follow the instructions in the
following paragraphs.

10
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Installing Windows® Explorer

Start the BR-Docs Plug-In for Office module:

B |n the Start menu, click BR-Docs Plug-In for Office, under All Programs - Brother -
BR-Docs - BR-Docs Plug-In for Office - Administration - BR-Docs Plug-In for Office

OR

® Double-click the BR-Docs Plug-In for Office icon that was created on your Windows® desktop
by the Installer.

® Click on the Install button to start installing the Windows® Explorer add-ins for each document
type (Microsoft® Word, Microsoft® Excel®, Microsoft® PowerPoint®, PDF, Windows® folders).

T Decument Word | 4+ tnstan |
= Document Excel | =+ instan \

Document PowerPoint \+T‘
i Document PDF \+T\
B Windows Folder [ 4 instan |

B When the add-ins are installed, the interface will be changed as follows:

F  Decument Word |m\
= Document Excel |m\
E  Document PowerPoint |m‘
S Document PDF |m\
B Windows Folder |m\

B A tooltip will appear each time you click on Install in order to confirm that the Plug-In was
successfully installed.

© BR-Docs Plug-in for Office ® *
Addin successfully installed

B Once the add-ins are installed, a new menu will appear when you right-click on a folder or
in a file from Windows ® Explorer Save in Br-Docs.

Open
Edit
New

| SaveinBR-Docs

Print

11



Chapter 2

Installing Microsoft® Word

Start the BR-Docs Plug-In for Office module:

B In the Start menu, click BR-Docs Plug-In for Office, under All Programs - Brother -
BR-Docs - BR-Docs Plug-In for Office - Administration - BR-Docs Plug-In for Office
OR

® Double-click the BR-Docs Plug-In for Office icon that was created on your Windows® desktop
by the Installer.

The following window opens:

R BR-Docs Plug-in for Office - Add-In Manager =
Installation
Install all available Add-Ins
j_ Document Word ‘ + Uninstall |
T Document Excel | 4+ Uninstan |
(& Document PowerPoint ‘ + Uninstall |
HE  Document PDF | 4 uninstar |
7 Windows Folder \ 4 Uninstall |
IZ  WordAddin 2010 | 4 instan |
¥ Excel Addin 2010 | 4 instan |
/=@ PowerPoint Addin 2010 | 4 nstan |
Outlook Addin 2010 |+ ninstan |
@ Version 5.8.3-5

12



Now, follow the installation steps:

Administrator’s guide

Description lllustration

Within the “Microsoft® Office 2010” section,

on the right from “Word Addin 2010”, click the B oo i 5575 (4 ostan
Install button to start the installation process.

The home page will display. Click Next. o prm— —

Welcome to the DOM_Word Setup Wizard I

The installer will guide you thiough the steps required to install DOM_Word on your computer.

WARNIMG: This computer program is protected by copyright law and intermnational treaties.
Unauthorized duplication ar distibution of this program, or any portion of it, may result in severs civil
or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

Cancel < Back |

The access path for the installation of the
add-in displays. Click Next.

# DOM_Word -

Select Installation Folder |

The installer will install D OM_\word to the following folder.

Toinstallin this folder, click “"Next”. Toinstall to a different folder, enter it below or click "Browse"

Eolder
C:\Program Files [x86]\Brother'BR-Docs'BR-Docs Plug-n for Dfficedl Browse..
Disk Cost...
Cancel < Back Next >

13




Chapter 2

Description Illustration
A confirmation page displays. Click Next to i i o e
start the installation.

DOM_Word

Confirm Installation

The installer is ready to install DOM_Mward on your computer,

Click "Mext" to start the installation,

DOM_ward has been successtully installed,

Click "Close to exit

Please use Windows Update to check for any citical updates to the MET Framewark,

Cancel

Caneel < Back | Newt > |
Wait until the installation is finished. =
b DOM_Word - RS
Installing DOM_Word = !
DOM_*word is being installed.
Please wait
Caneel Back Mest
The installation is complete. Click Close. " SO _ =
Installation Complete

Home  Insert  Pagelayout  References  Mailings  Review  View | BR-Docs

14

When the installation is complete, a new BR-Docs tab will be added to Microsoft® Word.
It contains a File option used to file a document in BR-Docs.
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Installing Microsoft® Excel®

Refer to the installation process for Microsoft® Word (section Installing Microsoft® Word), but use
the process for the Microsoft® Excel® plugin.

Installing Microsoft® PowerPoint®

Refer to the installation process for Microsoft® Word (section Installing Microsoft® Word), but use
the process for the Microsoft® PowerPoint® plugin.

Installing Microsoft® Outlook®

Refer to the installation process for Microsoft® Word (section Installing Microsoft® Word), but use
the process for the Microsoft® Outlook® plugin.

When the installation is finished, a new menu will be added to Microsoft® Outlook®.

Actions  Help | BR-Docs |

Go Toals
SiNew - | E B3 X CiBeply (@iReplytoAll  Refresh BR-Docs Fand/Ra;awa - [ | (@ Search address book 2@

i File in BR-Docs
| mm_z s = el

A new “BR-Docs” folder will be added to the mailbox.

|1 O Email Archive
& [ BR-Docs
E? Deleted Items
|Z¥ Drafts
&l o] Inbox
L gl Junk E-Mail
L Cutbox
LD RSS Feeds
=7 5ent tems
+ L& Search Faolders
H =y Archive Folders

15
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Using the “Filing in to BR-Docs” window

When filing documents, BR-Docs Plug-In for Office displays a Filing in to BR-Docs window.

¥ BR-Docs Plug-in for Office Manager: Filing into BR-Docs =
=) Document title
Invoices.docx
Advanced indexing ) Yes @) No
_—

In this window, you need to:

B Check the documents you want to file in the documents list. If the documents list contains only
one document, it will be selected by default.

B Choose the BR-Docs directory in which you want to file the selected documents.

B Choose the indexation type (advanced or not). If you select Yes, a form appears in which you
can select the indexation rule you want to apply to the documents.

Advanced indexing @ Yes () No

Workflow | v

iConstruction
| Education

|Finance

| Government
|Healthcare

|Home office

|Insurance

|Legal

| Logistic

|Non profit organization
|Real estate

|Retail

Click Save to start processing the document filing in BR-Docs.
Click Cancel to cancel the filing and close the window.

IMPORTANT

The processing operation can take a few seconds.

16
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If the documents list contains several documents, you can then select the ones you want to file:

¥

|| BR-Docs

IMPORTANT

BR-Dacs Plug-in for Office Manager: Filing into BR-Docs - &

[ Setectall

Dacument(s)
BC100.dook
[ BC101.docx
BC102.doox
BC200.dock

BC300.dock
1 Brann dnre

Advanced indexing (®) Yes ) No

Workflow |
Construction
|Education
|Employment
‘Fmance
| Government
Healthcare
Home office
| Insurance
ILegal
‘Log\st\c
Non profit organization
|Real estate
| Retail

You cannot create a BR-Docs directory from this window.
If you need to create a new directory, connect to your BR-Docs using your browser.

17



Chapter 3

Using advanced indexation

With BR-Docs Plug-In for Office, you can choose advanced indexation options when filing
documents.

[ BR-Docs Plug-in for Office Manager: Filing into BR-Docs =
%] BR-Docs Document title
Invaice 2.doox
Advanced indexing @ Ves ) No
Workfiow Logistic v
Indexes
Document type Invoice v
Document date [ -
Document issuer
Comment
—

IMPORTANT

This function allows you to incorporate indexes to the documentation being filed into BR-Docs.
In order for the advanced indexation to work, you must use BR-Docs 5.2 or later.

When filing a document, BR-Docs Plug-In for Office communicates with BR-Docs in order to
retrieve the list of document types it can process and the related indexes.

If you want a rule to appear in BR-Docs Plug-In for Office, said rule must therefore have been used
at least once by BR-Docs and it must be set so in order to use BR-Docs Plug-In for Office.

If you select Yes for advanced indexation, BR-Docs Plug-In for Office will display the list of rules.
When you select the rule of your choice, a form appears with the list of indexes related to this rule.

These indexes will be associated with the document and will be used for document searches in
BR-Docs.

Advanced indexing ®) Yes O No

Workflow | v
| Construction
Education
Employment

inar
| Government
|Healthcare

|Home office

|Insurance

|Legal

| Logistic

| Non profit organization
|Real estate

|Retail

NOTE

These indexes are found under the document’s properties within your BR-Docs interface.

If you do not want to use advanced indexation, your document will be saved under the Default type.

18
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Filing documents with Windows® Explorer

Filing a folder

With this add-in, you can file all of the documents that exist in a Windows® folder.
Open the directory’s contextual menu by right-clicking on it, and then click Save in BR-Docs.

The Filing into BR-Docs window appears.

Open
Edit

Mew

¥ Savein BR-Docs

Print

Open with

Refer to Using the “Filing in to BR-Docs” window for more information on how the filing is

processed.

] BR-Docs Plug-in for Office Manager: Filing into BR-Docs -

=

| Workspaces

[C] select all

Document(s)

[l BC100.doex
BC101.docx
[[] BC102.doex
BC200.docx
BC300.docx

[ mrann dnene

Advanced indexing -'_:_\ Yes "_-Q‘ Mo

.

19



Chapter 3

Filing a document

To file a PDF document, Microsoft® Word document, a Microsoft® Excel® spreadsheet or a
Microsoft® PowerPoint® slideshow directly from Windows® Explorer into BR-Docs, just right-click
on the document, and then click on Save in BR-Docs.

Open
Edit
New

7l Savein BR-Docs
Print

Open with

The Filing into BR-Docs window appears.
Refer to Using the “Filing in to BR-Docs” window for more information on how the filing is
processed.

¥d BR-Docs Plug-in for Office Manager: Filing into BR-Docs - ~
1-_] BR-Dacs
E3) Lagistic
Orders Document(s)
i Test Invaice 23243432,pdf
| Workspaces
Advanced indexing () Yes ® No

.

Once you have chosen a destination directory for the document, click Save to start processing the
document filing in BR-Docs.

20
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Filing Microsoft® Word documents

To file a Microsoft® Word document in BR-Docs, open the BR-Docs tab, and then click the File
button.

i} = Doc2 docx - Microsoft Word -8
@

The Filing into BR-Docs window appears.
Refer to Using the “Filing in to BR-Docs” window for more information on how the filing is
processed.

Filing Microsoft® Excel® documents

To file a Microsoft® Excel® document in BR-Docs, open the BR-Docs tab, and then click the File
button.

) -
—/  Home  inset  Pagelayout  Formulas  Data  Review  View | BR-Docs @ - o x

The Filing into BR-Docs window appears.
Refer to Using the “Filing in to BR-Docs” window for more information on how the filing is
processed.

Filing Microsoft® PowerPoint® documents

To file a Microsoft® PowerPoint® document in BR-Docs, open the BR-Docs tab, and then click
the File button.

The Filing into BR-Docs window appears.
Refer to Using the “Filing in to BR-Docs” window for more information on how the filing is
processed.

21



Chapter 3

- . ® ®
Filing Microsoft™ Outlook™ documents
This add-in lets you file and index e-mails and attachments in BR-Docs, directly from
Microsoft® Outlook®.
There are two choices to file one or more emails:

B Select the email(s) you want to file and drag and drop them into the corresponding BR-Docs

52 0 Emsil Archive £ SFFi15/11/201311:01 37KE
S [ BR-Docs 3 AF Fil5/11/20131043 83 KB
|1 Finance .~ AF Fri15/11/2013 09:59 39 KB
A Eovermment C3 VF Fri15/11/2013 0937 11KB
i Howe oifice 3 bLFi1511/201309:19 35 KB =
[ Insurance ;
B Legal S TFFi15/11/2013 0915 95 KB
[ Retail S TFFri15/1/2013 0913 36 KB
[ Workspaces (4 B £ F Fri15/11/2013 08:55 544 KE
{9/ Deleted tems (3 CF Fri15/11/2013 08:44 TTKB
2 Drafts S [F Fri15/11/2013 08143 27 KB
@ ) Inbox :
(g Junk E-Mil £ SRFILS11/20130812 25 kB
13 outbax S PR Thul411/20131735 157 KE
(5] RSS Feeds S LL Thu14/11/2013 16:42 5 KB
L] Sent tems & 2V Thu14/11/2013 16:39 TKB
& W Search Toldery T3 01 b Thu 14/11/2013 14:17 50 kB
3 £5 Archive Falders
S ) F Thu14/11/2013 14116 156 KB
21 0 CF Thu 14/11/2013 14:06 452K8
3 AF Thu 14/11/2013 14:01 24 kB
1 hTThuld/11/201313:56 16 kB

B Select the email(s) you want to file, and then click File in BR-Docs, under the Complements
tab, at the top of the Outlook® bar.

@ Enbax— i Qutlool

: File Edit View Go Tools Actions Help } BR-Docs i

PadNew - |51 3 X | CaReply @Replyto All Refresh BR-Docs %End!RagewE - [ @ Sea
— — | File in BR-Docs I =

| nmaz o v

22
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The Filing into BR-Docs window appears.
It contains certain Microsoft® Outlook® settings:

¥d  BR-Docs Plug-in for Office Manager: Filing into BR-Docs ~ H
=~ BR-Docs Email heading
- o I

¥l Invoice 23243432
: Invoice 23243432.doex
L[] imaged0l.jpg

-] Orders
F- Test
L] Workspaces

Invoice 23243432

Advanced indexing () Yes (® Auto ()Mo

o

In this window, you can select the emails and attachments to be filed using the checkboxes.
The email are filed in text PDF format and the attachments in their original format.

You can change the title of the email should you wish to do so.

During the filing process, BR-Docs Plug-In for Office creates a directory with this title in BR-Docs
and uses it to file the PDF email and the attachments.

If you select only one attachment, BR-Docs Plug-In for Office will not create a directory and will
file the document in the BR-Docs selected in the Microsoft® Outlook® list of folders.

BR-Docs Plug-In for Office offers automatic email advanced indexation with Microsoft® Outlook ®.
BR-Docs Plug-In for Office will index the sender, the recipient and the subject line for each email
you file. The email will be filed in BR-Docs under the “Microsoft® Outlook®” document type. Refer
to Using advanced indexation for more information on advanced indexation.

IMPORTANT
» BR-Docs Plug-In for Office files only emails. You cannot file other Microsoft® Outlook®
objects, such as Meeting Requests, Events or Tasks.

* When you file an email, the original email is not deleted from you mailbox.
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