Email Archiving in Info-Organiser Version 11
[bookmark: _GoBack]Filing Emails
1. [bookmark: _Toc274224900]Ensure the Info-Organiser plug-in is installed in the Outlook toolbar (refer diagram below). 
If not installed, then consult your IT provider or install using the following link:
a. Microsoft Office Addins (Office: Word, Excel, Outlook 2010-2016)
2. Select the email(s). Multiple emails can be selected by holding the [SHIFT] key or [CTRL] key.[image: ]
Note: the above picture is in Outlook.
3. Choose Copy or Move 
a. Copy takes a copy of the email and the original remains within your Outlook folders
b. Move moves the email from Outlook to Info-Organiser, deleting it from Outlook
4. [image: ]Located on the left-hand side of Info-Organiser, there will be a smart folder section. Select Folder Structure. Then choose the folder to file the email. See picture below.
5. Afterwards on the bottom right hand corner you can index the email.
[image: ]
6. Once completed click the SAVE icon. All metadata is now captured and searchable.




Searching for Emails
All email metadata is captured by Info-Organiser. This metadata is then available for searching. 
[image: ]
Refer Search Screen Example below:
 (
Step 3
) (
Step 2
) (
Step 1
)[image: ]
1. Choose Email Metadata
2. Choose a Field
3. Choose a constraint from the drop-down list
Note: The Info-Organiser search engine supports your filtering search queries by options such as adding fields and using the AND, OR or NOT feature:
[image: ]
Previewing Emails
[image: ]Email’s can be previewed straight from the search screen for fast selection.









image6.png
Property Settings ) Search | "Add Docs | “Smart view v x
Pl 7
[ search Advanced ~ | 4 ~ | > | % |[Q~ TopVersion -

B EmailMetadats - Attachment No - CONTNS - [Defined] fe)
anp.
B EmailMetadats - AttachedTo Original D~ EXACT - Je)





image7.png
mmkmmfm}m - x Document Properties v ax
O searen (‘ V‘ Duu::::l\rml mﬁs|s¢mﬁ;=|mmm n
[ searcn adanced b - |5 | | Topverson - Date A onoaots
Document o s
> b T - L o Ormener S INFCORGANISER | INFC JRGANISER  [INF( RGANISER Document Sze Stes 2368671
Desktop = Cloud Integrated || oeamene
S Document ersion ;
e Deseption
e Baenson it
Indeses ModiedbyUser ofce
| - - - - — Inderes Mdied Date oopots "
[Documentio | suppter [imorce tumoer | motcevate | ocoment e 4 - ax
7 s126 Info-Organiser Brochure
“ax

p—

Smartnvoices ot

INFC JRGANISER
Forms

Eform desgn-

Ogonseanoninedemoandseeoryousell  Contact 1300651016

It organiercom. s

Total docs: 1 Selected docs: 1

Info-Organiser

Brochure

‘oo 0

L B B B O
1

ReRe)

ey





image1.png
File  Home  Send/Receive  Folder View  Adddns  Help  INFO-ORG  NuancePDF  Q Tell me what you wantto do

Oes|k& 325 0@ D=L M, 2 &

] Connecton Startup. Log Path
Fie | copy Move | Copy Move | Layout Layout Mui Document Preview Properties Foldes Search Run O Email

1 2 Window 1 42 Automation Recieved

info-Org | Fileto1oAdd || File to TakeUp Integration Settings Workilow




image2.png
Smart Folders 2 x
=

@ Folder Structure.

O smart Folders

{2 Public Documents
-1 User Documents.





image3.png
UserDefined Properties
- 8=

Name

Loaation

Tax Year

Document Type

Reference

Number

Date

Toolbar

HeaokfdbwmeoDk 19

VooV OLOO




image4.png
‘Document Properties v & x
Document nfo | Notes | Sub-Fropertis | File Metadata

Adie Tue B

Date Archived ov042019

Document D 5126

Document Sze ytes 2386671

Document Summary

Document Title

Document Version 1

FileDescrption

File Extension pat

Inderes Modified by User  offce

Indexes Moditied Date 104019 v





image5.png
Property Settings ) Search |“Add Docs |/“Smart View

D sesen st |

[ search Advanced ~ | 4 ~ | > | % |[Q~ TopVersion -

D EmailMetadata  + Attachment No - CoNTAINS






Em


ail 


Archiving in Info


-


Organiser Version 


11


 


Filing Emails


 


1.


 


Ensure the Info


-


Organiser plug


-


in


 


is


 


installed


 


in the Outlook toolbar (refer diagram below)


. 


 


If not 


installed,


 


then 


consult your IT provider or install 


using the


 


following link:


 


a.


 


Microsoft 


Office


 


Addins


 


(Office: Word, Excel, Outlook 


20


1


0


-


201


6


)


 


2.


 


Select the e


mail(s)


. Multiple emails can be selected by holding the [SHIFT] key or [CTRL] key.


 


Note


:


 


the above picture is 


in 


Outlook


.


 


3.


 


C


hoose 


Copy 


or 


Move 


 


a.


 


Copy 


takes a copy of the email and the 


original


 


remains within your O


utlook fo


lders


 


b.


 


Move 


moves


 


the email from Outlook to Info


-


Organiser, deleting it


 


from


 


Outlook


 


4.


 


Locat


e


d on the left


-


hand 


side of


 


Info


-


Organiser, there will be a smart folder section. Select 


Folder Structure. Then c


hoose the folder


 


to file the emai


l


. See p


icture


 


below


.


 


5.


 


Afterwards


 


on the 


bottom


 


right 


hand


 


corner


 


you can


 


index the email


.


 


 


6.


 


Once completed c


lick 


the 


SAVE 


icon.


 


All metadata is now captured and searchable.


 


 


 


 


 




Em ail  Archiving in Info - Organiser Version  11   Filing Emails   1.   Ensure the Info - Organiser plug - in   is   installed   in the Outlook toolbar (refer diagram below) .    If not  installed,   then  consult your IT provider or install  using the   following link:   a.   Microsoft  Office   Addins   (Office: Word, Excel, Outlook  20 1 0 - 201 6 )   2.   Select the e mail(s) . Multiple emails can be selected by holding the [SHIFT] key or [CTRL] key.   Note :   the above picture is  in  Outlook .   3.   C hoose  Copy  or  Move    a.   Copy  takes a copy of the email and the  original   remains within your O utlook fo lders   b.   Move  moves   the email from Outlook to Info - Organiser, deleting it   from   Outlook   4.   Locat e d on the left - hand  side of   Info - Organiser, there will be a smart folder section. Select  Folder Structure. Then c hoose the folder   to file the emai l . See p icture   below .   5.   Afterwards   on the  bottom   right  hand   corner   you can   index the email .     6.   Once completed c lick  the  SAVE  icon.   All metadata is now captured and searchable.          

