BRORMS

Enabling Content Manager Add-in in
Outlook & Creating Linked Folders

Note: Only follow these instructions if you plan to do the Outlook and Content Manager direct integration.
Enabling the Content Manager Add-in will slightly increase the time that Outlook takes to load.

7 Content Manager
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Turning on the Integration Setting in Content Manager
SEARCH
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Step 1. Ensure Outlook is not currently open on your device. Open Dataset

Step 2. Click on the blue FILE button in the top left corner of Work Offline

Content Manager, then click on DESKTOP ADD-INS.
I
& Cptions r

Get Global Options

a5y

Desktop Add-Ins

4

Step 3. In the pop-up window, select the ot e ey B A o X
MICROSOFT OUTLOOK option, then click
Integrate Content Manager with the following Microsoft Office applications:
on the TEST button.
] Microsoft Word
[:I Microsoft Excel
[ Microsoft PowerPaoint
Microsoft Project
B Microsoft Outlook "—'_-
‘ Use Windows Presentation Foundation (WPF) Dialogs e
_-_—'-" Test
Cancel Help
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Step 4. The test results should say
“No errors were detected.:

If any errors were detected, contact
ORMS Support.

Click the CLOSE button.

Step 5. Click the OK button.
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Contact ORMS Support:
1-888-354-2006
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Completed

o Testing integration component: Microsoft Ward ...

o Testing integration component: Microsoft Excel ...

o Testing integration component: Microsoft PowerPoint ...
o Testing integration component: Microsoft Cutlook ..

o Testing of integration components complete. Mo errors were detected.
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Close

Content Manager Desktop Add-Ins

[ Microsoft Word

DMicrnsnft Excel

[] Microsoft PowerPoint
Microsoft Project

HMicrnsnft Cutlook

O

Integrate Content Manager with the following Microsoft Office applications:

| Use Windows Presentation Foundation [WPF) Dialogs
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Turning on the Content Manager Add-In on Outlook

Step 1. Within Outlook, click on the FILE tab.

FiIEI Home  Send / Receive View Help

7 New Email-~ ]ﬂ[ Delete ~ [=] Archive

Step 2. Click on the OPTIONS selection.

Step 3. Click on the ADD-INS option
then click on the GO... button.
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Office
Account

AN

General

Mail

Calendar

People

Tasks

Search

Language
Accessibility
Advanced
Customize Ribban

Quick Access Toolbar

Add-ins |

Trust ter

@ View and manage Microsoft Cffice Add-ins.
Add-in Options

Launch Add-in options dialog: | Add-in Options...

Add-ins
Name ~ |Location Type | o
Active Application Add-ins
Adobe Document Cloud for Microsoft C\Program Files\Adobe\Acrobat DC\PDFMaker,  COM Add-in
Outlook - Acrobat
Microsoft Exchange Add-in C\Program Files\Microsoft Office\root\Officel6  COM Add-in
Micrasoft Teams Meeting Add-in for Ch\Users\dlinscott\AppData\Local\Microsoft\Tea  COM Add-in
Microsoft Office
Micrasoft VBA for Outlook Addin Ch\Program Files\Microsoft Office\root\Officels  COM Add-in
OneMote Motes about Outlook ltems ChProgram Files\Micrasoft Office\root\Officels  COM Add-in
Outlook Social Connector 2016 C\Program Files\Microsoft Office\root\Officels  COM Add-in
Skype Meeting Add-in for Microsoft Office C\Program Files\Microsoft Office\root\Officel6  COM Add-in
v
Add-in: Adobe Document Cloud for Microsoft Outlook - Acrobat
Publisher: Adobe Inc,
Compatibility:  No compatibility information available
Location: C\Program Files\Adobe\Acrobat DC\PDFMaker\Mail\Qutlooki\x84\Send AsLinkdddin.dll
Description:  Adobe Document Cloud for Microsoft Outlook - Acrobat
Manage: \_COMAdd—ms v_| | Go.. | /
oK | | Cancel
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Step 4. Check the box next to
CONTENT MANAGER INTEGRATION
FOR MICOSOFT OUTLOOK then
click on the OK button.

Step 5. Close Outlook, then re-openit.
the top of the screen in Outlook.

File

COM Add-ins ? *
Add-ins available:
dobhe [10 men aud for kA o oft oo Arro
+ | Content Manager Integration for Microsoft Outlook Cancel
it Access Uutlook Add-intar Data Collection and Publishing
Add..,
Remove

ﬂ Skype Meeting%dd-in for Microsoft Office

Location: C\Program Files\Micro Focus\Content Manager 24.4.0. 1000 TRIM OfficelntegrationOutlook.vsta|vsto

Load Behavior: Load at Startup

The Content Manager button should now appear on the ribbon on
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Additional questions?

Contact ORMS Support:
1-888-354-2006
ormshelp@chavessupport.com
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Creating Linked Folders in Outlook, Connecting to Content Manager

Step 1. In Outlook, click on the CONTENT MANAGER tab in the top menu.

=] File  Home Send/ Receive_ml Content Manager

Step 2. You will receive a pop-up window prompting L_E Content Manager Windows Authentication

you to log into Content Manager, proceed to login.
Please enter Explicit Windows Authentication credentials for this

connection.
User Mame
SDCH
Password
Step 3. Under the CONTENT MANAGER tab, click on E— —
the CHECK IN STYLES button.

File Home  Send /Receive View Help Content Manager

E Check In As E Check In with Style ~ |i Open Record E Open Container ~ EH] Check in attachments 6 Progress 5‘! Check In Styles

% Open Log 0 Help D

Step 4. The CHECK IN STYLE window will appear on the right side = iant Manager v X
of your Outlook. To create a new check in style, click onthe BLUE = checkin Style

PLUS BUTTON. + .f X O

Name Record Type Contz

E! DWLTe eck In Style 5-Templat.. DWL

CHAVES
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Additional questions? Clear Backlog
Contact ORMS Support:
Clear All Backlogs
1-888-354-2006

ormshelp@chavessupport.com
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E Check In Style N T x
Step 5. Fill out the CHECK IN STYLE FORM. ~— Name
ffest2_7_31
. H e Record Type
Name: Enter the desired name of your new Check In Style.
. ARCHIVES IRMU DOCUMENT vQ
Remember, check in styles are templates of how CM ~L i
should process your emails, NOT the folders themselves. AISF/13/20 *|
Alternate Container
[
Record Type: Select the record type. ——
-[Q
Container: Select the container (search for container or A S
type the container number). —
Gogia, Amandeep “|Q
Optional: Show Check in Dialog and Delete after check in. e z@:"‘”'“‘”‘“"’ Dption
Mo Default -
Specific Author
Q

] Show check in dialog
] Delete after check in

[] Only catalog the attachments of email messages

mhiilaiutlaalals |derls) to Check In Style
Step 6. Click on the ADD button to link Outlook folders. e

test2_7_31:0utlook

Step 7. Select an Outlook folder from your folders list, Select Folder ®

then click the OK button. Alternatively, you can click the Fikders

NEW... button to create a new folder. v [ Inbex (2)

Clitestz7.31]

D test_check_in ’ Cancel
Click the OK button to save the changes to the Check In [ s ke i

] upgrade 24.4 Mew...
Style. ] upgrade email check duplicat

] 10.1 test

] orms down

Ceige

[ ore

[ macara

[ prepare eman

D uptime

] orsosps
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Step 8. Once you have created a Check
In Style, you will see a list of them.

You can manage the Check in Styles with
the following options:

~ ADD NEW CHECK IN STYLE
£ EDIT SETTINGS

X DELETE CHECK IN STYLE
(") RELOAD CHECK IN STYLE

When you open the Check in Style dialog,

you will see the available functions:
Clear Backlog

Clear All Backlogs

Content Manager
Check In Style

T+ & X O

Mame

r._."":. system Configuration Docs
BB Test_10_17_2024

=0 Tear 73

E testi

i test11

BB test11.25

Bl test12_1

il Testz_7 31

! west linn

Racord Type Container OQuiiook Foldars

ARCHIVES I...
ARCHIVES l...
ARCHIVES I...
ARCHIVES I...
ARCHIVES ...
ARCHIVES I..,
ARCHIVES ..
ARCHIVES ..
ARCHIVES ...

System ...
System ...
System ..
System ...
System
Systern .-
System ...
System ..

Centenn...

505 Upgrade :Outlook, Syster
test T:Outlook

testi:Outlook

we testdiOutiook

tests:Outlook
24.4 integration testing:Outloo
test2_7_31:0utlook

Centennial-=Outlook

Clear Backlog: Will process the unprocessed items from a single/selected Outlook folder linked with the

Check in Style.

Clear All Backlogs: Will process all the unprocessed items from all the Outlook folders linked with the

Check in Style
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Additional questions?

Contact ORMS Support:
1-888-354-2006
ormshelp@chavessupport.com
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