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Welcome to Document Exporter for Outlook 2007 and 2010 - A fast, light-weight add-in for
Microsoft® Outlook® 2007 and 2010 that makes it very easy and effortless to generate PDF,
XPS and other document formats right out of your emails, either manually or through

automated process. This is an elaborate help documentation that will guide how to work
with Document Exporter.

This is an elaborate help documentation that will guide how to work with Document
Exporter for Outlook. For a quick overview, refer to our video demonstration available on

the product website.
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+ Introduction
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« Toolbar buttons in Outlook
« Converting an Outlook item to a document format
« Converting and merging multiple Outlook items in batch to a document format
« Appending selected outlook items to an existing PDF
+ Automation —automatically process incoming mails/new items to a document format
« Automation — Maintain a single PDF for all items of a particular Outlook folder
« Settings - Control over the Output
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1. Introduction to Document Exporter
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Document Exporter brings PDF, XPS and other widely used formats to Outlook 2007 and
2010 enabling you to save or simply attach your emails as PDF/XPS. You can batch convert
multiple items to multiple documents in a single-click. Additionally, you can merge and save
multiple related items to a single document. Whatever the technique you use, Document

Exporter preserves all the inline/embedded images, hyperlinks in the generated documents.

Why another add-in?

Microsoft Office 2007 and 2010 applications can now save documents to PDF/XPS by
downloading and installing the FREE '"Microsoft Save as PDF or XPS Add-in for 2007
Microsoft Office programs'. Unfortunately, Microsoft Outlook 2007 and 2010 are not one of
the applications in the Office suite that can leverage this widely used document formats. So,
as usual, most of us have to either rely on Adobe Acrobat plugin for Outlook (which means,
you will have to buy it) or, simply copy-paste the content of the email to Microsoft Word or
convert to PDF/XPS. Document Exporter is designed to bridge this gap by bringing the
PDF/XPS supports in Outlook 2007 and 2010.

How does it work?

Internally, Document Exporter makes use of Microsoft Word 2007 and 2010 to perform all
the processing/export and hence, you are able to save emails to PDF and XPS plus other
popular formats such as DOC, DOCX, MHT, ODT and filtered web friendly HTML. The use of
Microsoft Word is totally transparent to the user and is thread safe i.e., your current opened
documents in Microsoft Word are not affected.

Automatic Export

With version 4, you can now set Document Exporter to monitor any number of Outlook
folders or mailboxes, for real-time document generation from incoming emails or newly
added appointments or tasks automatically. Supports appending the new Outlook items to a
single PDF existing file to generate an e-book.


http://www.microsoft.com/downloads/details.aspx?FamilyID=4d951911-3e7e-4ae6-b059-a2e79ed87041&displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyID=4d951911-3e7e-4ae6-b059-a2e79ed87041&displaylang=en
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2. Features
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100% Microsoft® Office Outlook integration (2007 and 2010).
Supports export to the following document formats:
0 Adobe Portable document (.pdf)
XML Paper Specification document (.xps)
Microsoft® Word document (.doc)
Microsoft® Word 2007 document (.docx)
Rich Text Format (.rtf)
OpenDocument Text (.opdt)
Web-archive single page (.mht)
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Filtered webpage (.htm)

Preserves inline images and hyperlinks in the output.

Images with HTTP URLs are automatically saved locally and the links updated to
make them available in the generated documents.

Process multiple emails, appointments or tasks in batch mode and export to
multiple documents.

Use a generic incremental name or the subject of the email, appointment or task to
name the output files generated in batch mode.

Merge multiple emails, appointments or tasks into a single document.

Convert selected emails, appointments or tasks into a supported document format
and automatically attach them to a new email.

Optionally, save attachments to a subfolder, when exporting the Outlook item to a
document format. You can control if not to save the inline images or hidden
attachments.

Now works with Outlook appointment and task items

Append the selected Outlook items to an existing PDF file

Real-time monitoring of incoming emails/new items of an Outlook folder or mailbox,
to automatically generate documents from the items.

Special MSl installer available for enterprise wide deployment (upon request)
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3. Toolbar buttons in Outlook

Once installed, Document Exporter appears as a toolbar in Outlook. You can easily recognize
it from the title Document Exporter grayed out.

[~ Inbox - Microsoft Outlook
Efile Edit View Go Tools Acions Help SupportCalls

CadNew v 3 23 X | CuReply i Replyto All () Forward  On W it L Send/Receive - [ [Q Searc

Document Exporter | Attach and Forward... = | Export.. ™ | = Add To existing PDF... Automation  Help~ ﬁl

Document Exporter supports the following two mode of operation: single and batch
processing. The output document format available in the 'Attach and Forward' and Export'
menus depend on the number of selected items in the current Outlook folder.

With version 4, Document Exporter also supports adding and appending the selected
Outlook items to an existing PDFfile. (| RR (2 SE A Ahdthkryhedv febt&eC X
available in version 4 is automating the document generation from incoming emails or new

itemsf rom an Outl ook f ol der .Autbnmtion Qaotomatjcally e f er

process incoming mails/new items to a document formatQ

t
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4. Converting a single email to a document format
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Attach and Forward : The first drop down button is called Attach and Forward, and you can
see that you can covert the selected email to Microsoft Word, Web Archive, Adobe PDF or
XPS document an, then attach it to a new email automatically.

Attach and Forward... = i Export... = Help =
@ As Word document (D3]

As web-archive document (MHT]
E—; As Adobe Portable document (PDF)
As Paper Specification document [(XP5)
As Rich Text [RTF)
As Word 2007 Document [DOCK)

As Open Document (ODT)

Export: The second drop down button Export would allow you to save the converted
document to your local folder.

Export.. ™ |53§  Help~ _
@ As Word document [DHOC]
%]  As filtered web-page (HTM]

As web-archive document [MHT])

|:=-3 As Adobe Portable document (PDF)
As Paper Specification document [(XP5)
As Rich Text [RTF)
As Word 2007 Document [DOCK)
As Open Document [ODT)
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5. Converting multiple emails in batch to a document format

Attach and Forward: The output document format available in the 'Attach and Forward' and
‘Export' menus depend on the number of selected items in the current Outlook folder.

If you select multiple emails, and then click the Attach and Forward drop down button, you
will see that you can:

Attach and Forward... = | Export... = EZj  Help~ =]

] ﬁalh item to Word document (DOC) N

Each item to web-archive document [MHT)
|3 Each item to Adobe Portable document (PDF)
Each item to Paper Specification document [(XP5)

Each item to Rich Text [RTF)

Each item to Word 2007 (DOCK)

&ach item to Open Document (ODT) _/

@ﬂﬂ_ﬂge all items to a single Word document [DOC)

Merge all items to a single web-archive document (MHT)

|3 Merge all items to a single Adobe Portable document (FOF)
Merge all items to a single Paper Specification document [XP5)

Merge all items to a Rich Text [RTF)

Merge all items to a Word 2007 Document [DOCK)

Merge all items to an Open Document (ODT)

1. Convert each selected email to a corresponding document format in batch.
2. Merge all selected emails into one, and then convert it to a single document format
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Export: If you select multiple emails, and then click the Export drop down button, you will see
that you can:

Export... = |55 Help~ [

@./ Each item to Word document (DOC) _\

Each item to filtered web-page [HTM]

Each item to web-archive document [MHT)

E—Q Each item to Adobe Portable document (PDF) o
Each item to Paper Specification document [(XP5)

Each item to Rich Text [RTF)

Each item to Word 2007 (DOCK)

kach item to Open Document (ODT) /

i%] “Merge all items to a single Word document (DOC) —\

[ﬂ Merge all items to a single filtered web-page [HTM)

Merge all items to a single web-archive document (MHT)

E—Q Merge all items to a single Adobe Portable document (PDF)
Merge all items to a single Paper Specification document [XP5)

Merge all items to a Rich Text [RTF)

Merge all items to a Word 2007 Document (DO

Merge all items to an Open Document (ODT)

1. Convert each selected email to a corresponding document format in batch.

Merge all selected emails into one, and then convert it to a single document format. With this
Batch Export You also have the option to choose what file title the generated documents
would take - either a defined generic name or use the subject of the Outlook item.

2. When you select Merge all selected emails into one you will get a Prompt Dialog. In the
prompt dialog, you can specify a filename and the folder location to save the single
document.



__ share, print or archive emails xps | PDF | DOC | MHT | HTM

........

uclfmentlfxnurter

6. Appending selected Outlook items to an existing PDF file

[~ Inbox - Microsoft Outlook
Efile Edit View Go Tools Acions Help SupportCalls

CadNew v = 3 X | CuReply @ReplytoAll (g Forward O W Lot i Send/Receive - %5 [Q Searc

Document Exporter | Attach and Forward... = | Export.. ™ | = Add To existing PDF... | Autumatiun | Help = -

With version 4, Document Exporter supports appending any selected Outlook items, single
or multiple, to a specified existing PDF file. The selected items will be converted to PDF
format and would be appended at the end of the specified existing PDF file.
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7. Real-time monitoring of Outlook folders and automatic document

generation

One major feature introduced in version 4 is the real-time monitoring of any number of
Outlook folders or Exchange mailboxes. This will automatically process incoming mails or
newly added appointments and tasks items and generate documents of a predefined
format, without any intervention from the user. This automation would be particular useful,
if you want to maintain a parallel copy or backup of your current Outlook items.

Document Exporter | Attach and Forward... ~ | Bxport... v | = Add. To existing PDF... Autumatlun Help = E

Automatic Export (Only applicable for Enterprise license)

— Specify a new Mailbox/Folder to monitor for automatic Export

Select an option
L'?': £ Mailbox [ ' Folder = Save Changes
) Select Folder ..
Exit
— Export Settings
Selected folder fmailbox 70PN Nash
Doament format I.ﬁ.dube Portable Document (FDF) ;I
Ferm— I‘l,‘l,ﬁ.l"«'ﬂ'Seruer‘lshared [=s] |
— PDF Options —Maming Scheme for output document

[~ Maintain a single POF file f* Subject +Received Date/Time

Spedfy a name for the single PDF " subject + Sender Name
I {~ Subject + Current Date/Time

{~ Subject + Sender Email Address
[~ Use Falder Mame ¢~ Subject

W Overwrite existing document (if any)

Click 'Update’ to save the settings for this folder fmailbox Update the changes =

— Monitored folders & Mailboxes
Path

Document Type

=

= V\Mailbox - SupportiSent ITtems PDF
L= V\Public Folders\all Public Folders\Projects DOCY




Nt or archive emails xps | PDF | DOC | MHT | HTM

ter

How does it work?

Automatic export works by allowing Document Exporter to monitor user specified Outlook
folders or Exchange mailboxes, such that, when new emails are received or new
appointments or tasks are added, Document Exporter automatically processes those items
in real time and generate document files as per the user pre-settings for that particular
Outlook folder or mailbox.

(Please note, this automatic export feature is available only in Enterprise license. If you are
evaluating (eg. 30 days trial period), this feature is available. But if you have purchased a
single user license, this feature will be disabled and no longer works. It can be unlocked only
with an enterprise license)

To add a new Outlook folder, for automatic export

Automatic Export (Only applicable for Enterprise license)

— Specify a new Mailbox/Folder to monitor for automatic Export

Select an option
. k=
A Maibox [ & Folder =
' Select Folder
— Monitored folders & Mailboo Select leder |1| |E|
i Folders:
EJuhn Mash 25 Maib 1 Nash
[ \\Mailbox - Support\Sent Ite Ma! ox - John Na | L_JDK
I \ipublc Folders\all Pubiic Fol] | = =9 Maibox - Support
' = £ Public Folders
m Favarites
=1 [l Al Public Folders _‘___,____,__@
i“ﬂﬂiﬁ"'&alemed Outlook folder ""‘\‘
5‘:? 1"’{‘ (can be a public folder ar )
Authors a shared folder tool) ¢
Internet NE%"‘} - "
unk E-mail = Projects | iy
dotes = 1 (]
Jutbox & s = Eﬁ Supp':.:rﬂ:alls
155 Feeds - m History 3| T
ient tems e — '
< i | 3| i
sync Issues (17) S gisd = u
Tacke 1o | -

10
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youSvid he @roniptedt@chodse an OutlaoK

folder, which you want to Document Exporter to monitor for automatic export. You can

select a Mail/Post items folder ( 2), or an appointment folder ( ﬁ), or a task folder ( L@).
This folder can be a public folder or a shared mailbox folder also.

To add a new Exchange mailbox, for automatic export

Automatic Export (Only applicable for Enterprise license}

Select an option

|_r% * Mailbox [ " Folder

Select a mailbox

— Specify a new Mailbox/Folder to monitor for automatic Export

E
E Save C
Select Mailbox ..

P
ﬁ search: (*)Nameonly () More columne  Address Book
Lr“ | | Go |Glubal Address List |  Advanced Find
| MName Title Business Phone Loca
& Administrator -~
8 Andy Mi +443234556 il
£, AssistMyTeamSMBSolutions
& Benjamin +4565676767
& Francas Freedi Project Manager +44665434344
unk Eon £l Howard Ben +14467675 7555 =
£l Jacob Martin R +145446656 =
dotes — -
3t £ James Scott -~ S +H6564365
oo b | & John Miler { Selected Exchange %, 44650543434
55 Feeg £ John Mare k rnailbox ¥ 41354558685
entterfl | “® * -
- & IJohn Mash +4456532346
¥
-asks £ig Lisa Maurice +154654355 —
2 Monica Lewis Auditor +445643343434
wearch F a r———
rvicel
box -5 & Sunnack +4457774554 b
lic Fold 3 i | »
zes [ Add -= ] |m |
| ok | [ Cancel ]
E:
g Ij o e ey T T

For adding a new Exchange mailbox for automatic export, you will be prompted to choose a

particular user (or mailbox name) from the global address list. Make sure that you have

access permission

to the chosen mai l

process incoming emails on that mailbox and no document files would be generated.

box,

button

ot
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Choose a document format for the automatic export

Expnrter

— Export Settings
Selected folder /maibox | John Nash

Doament format IAdubE Portable Document (FOF) ;I
B ~dobe Portable Document (POF)
S8Ve N |paper Spedfication Document (XPS)
) Microsoft Ward 97 Document (DOC)
PLF Options Microsoft Word 2007 Document (DOCX)
[~ Maintain a single POF [Microsoft Rich Text (RTF)
Spedify a name for th{Microsoft Web Archive (MHT)
Filtered Web page (HTM)
I Open Document (Q0T)

[T Use Folder Mame | | " Subject

After you had selected a new Outlook folder or a mailbox, you will be presented with the
Export settings, where you can specify which document format to use for the automatic
export. Supported formats are PDF, XPS, DOC, DOCX, RTF, MHT, HTM and ODT. By default,
PDF is selected.

How to maintain a single PDF filéor the automatic export for a folder/mailbox?

With the PDF option, you can opt to output a separate PDF file for each Outlook item
received or added (just like for other format such as DOC, XPS), or you can opt to maintain a
single PDF file, on which, every new Outlook item received or added will be appending over
this single PDF file, just like an e-book.

—PDF Options
[ Maintain @ single POF file
Spedfy a name for the single POF

ISaIesF‘.eporﬁ]umments.de
[T Use Folder Name

The entire appending of new Outlook items to this particular PDF file is seamless to the user,
and if you have checked the option for saving attachments to subfolder in Setttings, all the
attachment files from the appended items will be outputted to the PDF_Attachments
subfolder. (Eg. SalesReportDocuments_Attachments

12
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8. Settings - Control over the Output

Document Exporter | Attach and Forward... = | Export. ™ — Add To existing PDF... 4 Automation @ Help -

Settings (x|
— Page Setup
Paper Size Save
ILetter ;I ﬂ
Orientation —
{* Portrait {~ Landscape
— Attachments Qutput

v Output attachments to a subfolder

[~ Exdude inline images
[~ Exdude hidden attachments
v Overwrite existing attachment files {if any)

[~ Exdude attachments output on automation

— Append PDF
When appending to existing POF
{* Output to the existing POF

" Output a new file

Control over the generated documents
With version 3, you can now define the orientation - landscapeor portrait, as well as choose
between the following paper sizes for the generated documents:

Letter, Tabloid LedgerLegal ExecutiveA3, A4,11 x 1710 x 14

Export Attachments to a subfolder when saving a mail, appointment or task item to a
document format. You can optionally exclude inline image and hidden attachments from
exporting.

Append PDF options

With version 4, you can now append selected Outlook items to an existing PDF file. You can choose if
to output the final document file (containing the appended pages) as a new PDF file, or to overwrite
the existing (original) PDF file.

13
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9. Licensing Options

This product is available for a free 30 days trial, with no limitation in the functionality.
During the trial period it is important that you evaluate all the features so that at end of the
trial, you can make a decision of whether the product meet your requirements.

If you decide to purchase a license, it is important that you understand the licensing options
available, because based on the type of Outlook folder the functionality of this product is
available or limited.

For Single User license

« Intended for personal usenly

« Allows use of the product in one primary systemand additionally, on a secondary
system such as personal laptop

« Full functionality available for use in your primary Exchange mailboand other
POP/IMARINd local PSTsnly. When you try to use this product on public folders or
shared mailboxes, the functionality is limited, and you might be prompted with a
warning message on the need for an Enterprise license.
Note: On 30 days trial, this limitation is not applicable.

« Freeupgrade for a year.

For Enterprise license

« Avail certain features locked in the single user license

+ No limitation to the usage scenario - use the product on any number of shared
mailboxesor public foldergapart from the primary mailbox, IMAP/POP or local PST
folderg

3 licensing slabs available —for 50 users, for 500 users and unlimited uséhg price
varies for each slab. Refer to the purchase page of this product to know more.

Priority support and bug fixeSupport queries are answered within 24 hours

Included is a year of AssistMyTeam Support and Maintenance Contract

MSI insallerfor enterprise wide deployment available upon request

Caes <
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10. Important Links

9 Document Exporter - Home page

Go to the website of Document Exporter.

9 Video Tutorials
Quickly learn how to use Document Exporter addin in Outlook and generate
PDF/XPS/DOC/MHT documents from your emails!

Y Whatis Adobe Portable Document Format (PDF)?
Know more about Adobe and PDF.

9 XML Paper Specification: Overview.

Explore the features and functionality that the XML Paper Specification makes
possible.

9 Save a Word Document as a PDF Effortlessly.
With Microsoft Office Word 2007, documents can be easily saved as a Portable
Document Format or PDF document without the need for third-party software.

9 2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS
Download 2007 Microsoft Office Add-in to save document as PDF or XPS

9 About single file Web pages (MHTML)
Know more about single file Web pages (MHTML)

9 Contact us
Ask us any question

15
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