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J Export emails and attachments
as PDFs on the fly

N =Docll mentExporter

for Outlook

Save emails as PDF or XPS

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



http://www.assistmyteam.net/DocumentExporter/videos/

CONTENTS

O O N U R Wb PE

N
> W N P O

Introduction

Features

Ribbons/Toolbar in Outlook

Converting an email/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
Converting attachments to PDF

Embed PDF version of the attachments back to the Outlook item

Automatic embedding of PDF attachments back to the Outlook items

. 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 Qutput

. Licensing Options
. Links




1. Introduction to Document Exporter

Document Exporter brings support to export Microsoft Outlook items like emails, tasks,
appointments and their attachments among others to PDF, XPS and other widely used
formats. It can batch convert multiple items to multiple PDF documents in just a single click.
Also, it allows merging of the items into a single PDF document. Regardless of the method
you use, Document Exporter preserves all the inline or embedded images, hyperlinks and
even attachments in the generated PDF documents. Adding to the productivity, you can
even automate Document Exporter to generate the PDF files from incoming emails without
your actual intervention.

Qutlook 2007 or 2010
I‘."-\-,
o
= ﬁ“ <
Convertto PDF
-
OR
5 Supports Supporfs
Export To Append to Embed to Forward as
File existing POF Original Email attachment

Why another add-in?

Microsoft Office 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'. However, unlike other applications in the Office suite, the world most popular
email client Microsoft Outlook unfortunately cannot leverage these widely used document
formats. As a result, most of us have to either rely on Adobe Acrobat plug-in for Outlook
(yes, it costs a lot!) or, have to copy-paste the content of the email to Microsoft Word or
convert to PDF/XPS which will eat your precious time.

Document Exporter is designed to bridge this gap by bringing the PDF/XPS support in
Microsoft Outlook thereby leveraging your existing investment in Microsoft Office suite.

How does it work?

Internally, Document Exporter makes use of Microsoft Office applications namely Word,
Excel, PowerPoint and the likes of to perform the processing/export thereby enabling you to
save emails to PDF, XPS and other popular formats such as DOC, DOCX, MHT, ODT and
filtered web friendly HTML as well. Using Microsoft Word is totally transparent to the user


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

and is thread safe-which means your current opened documents in Microsoft Word are not
affected.

Automatic Export

With version 4, you can now automatically 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. It also supports appending the new Outlook items to a
single PDF existing file to generate an e-book.

Attachments to PDF

With version 5, Document Exporter can now output attachment files to PDF files. It can
generate each attachment to individual PDF, merge all attachments to a single PDF and can
also append all the attachments to the PDF file of the email.



2. Features
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Seamless integration with Microsoft® Office Outlook
Supports export to the following document formats:
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)

o O O O O O O

Filtered webpage (.htm)

Works with mail, appointment and task items

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, allow to export attachments to a subfolder. You can control if not to
save the inline images and hidden attachments.

Append the selected Outlook items to an existing PDF file

Real-time monitoring and automatic export of incoming emails/new items of an
Outlook folder or mailbox to a user specified document format such as PDF/XPS/DOC
and other formats

Optionally, maintain a single PDF file on automatic export, on which, every new
Outlook item received or added (in the Outlook folder or mailbox) will be appended
over this single PDF file

Special MSl installer available for enterprise wide deployment (upon request)
Supports and optimized for the new Microsoft Office 2010

Dynamic naming scheme for generated documents, by using metadata information
from the Outlook item (e.g. Subject, Received Time, Sender....)

Convert attachments to PDF, either to their respective individual file or merged to a
single file

Automatically embed PDF version of the attachment files back to the original
Outlook item for easy viewing on iPad, iPhone and other tablet devices



3. Ribbons/Toolbars in Outlook
Once installed, Document Exporter appears as a ribbon in Outlook 2010. However, in

Outlook 2007 and 2003, it exists as toolbars.
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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 PDF file. (Add to existing PDF...). In addition, it also supports
automating the document generation from incoming emails or new items from an Outlook
folder. For more, refer to the section ‘Automation — automatically process incoming
mails/new items to a document format’



4. Converting a single email (or any Outlook items) to PDF or other

document formats

Attach and Forward: The first drop down button on the toolbar is called Attach and

Forward, and you can see that you can convert the selected email to Microsoft Word, Web

Archive, Adobe PDF or XPS document and, then attach it to a new email automatically.
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Export: The second drop down button Export would allow you to save the converted

document to your local folder.
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In Outlook 2010, these menu items are available under the context menu (i.e., pop-up menu you get

when you right-click the selected items).

Context menu when a single item is selected:
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After that, you can export the selected email or any Outlook items to a PDF or other support

document formats. In the 'Save As' dialog, the file name of the document to be generated is pre-

filled with metadata information of the selected email or any other selected Outlook item. For

example, in the given below screenshot, the file name is in the format Subject + Underscore (_) +

Received Time. In this way, you don't even need to input and key in the name of the document.
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Of course, you can customize what metadata information is used from the email or the Outlook item
to name the generated document from Outlook > Document Exporter toolbar/ribbon > Settings. You
can customize the default naming scheme for different type of Outlook items such as mails,
appointments or tasks separately.

File Default Naming
For Outlook Mail Ttem
Ist part of the name Saparator 2nd part of the name
Subject T] [Under Score () -« ] [F‘.E::eiued'l'lme -
For Outlook Appaintment Ttem
it part of the name Saparator 2nd part of the name
Subject v] [L.Inder Score () - ] [Creaﬁorﬂ'lme -
For Outlook Task ITtem
it part of the name Saparator 2nd part of the name
DelegationState v] [L.Inder Score () - ] [TeamTask -
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5. Converting multiple emails in batch to a PDF or other document formats

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

folder.

When you select multiple emails or any Outlook items, the drop down options under the
‘Attach and Forward’ will change reflecting the several ways of batch processing the emails

or the other items.
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To File = | Forward =
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POF ~ = Settings
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F Each item to Adobe Portable document [*.pdf)

a5 Each item to Word 2007 (*.docd
& Each item to Word document (*.dod)

Each item to Web Archive document [*.mht}
Each item to Rich Text [*.rif]
\ Each item to Open Document (*. odt)

Each item to Paper Specification document [*.xps)

N

J/

Merge selected items to a single Rich Text [*.rtf)

Merge selected items to a single Adobe Portable document [* pdf)
Merge selected items to a Word 2007 Document (*. doc)
Merge selected items to a single Word document (*.doc)

Merge selected items to a single web-archive document [*.mht)

Merge selected items to a single Open Document [*.odt)

Merge selected items to a single Paper Specification document [*.xps)

Generating individual PDF or document format from each of the selected email or

Outlook item in batch is one of the striking options.
Merging all selected emails into one, and then converting it to a single PDF or

document format is another option.
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Export: Similarly, when you select multiple emails, the ‘Export’ drop down button will

appear like given below screenshot:
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Merge selected items to a single Rich Text (*.rif]

Merge selected items to a single Paper Specification document [*.xps)
Merge selected items to a Word 2007 Document (*.doc)
Merge selected items to a single Word document [*.doc)

Merge selected items to a single web-archive document [*.mht}

Merge selected items to a single Open Document (*.odt)

Merge selected items to a single Adobe Portable document [*.pdﬂ“\‘

/

1. Converting each selected email to a corresponding document format in batch.
Merging all selected emails into one, and then converting those to a single PDF or document

format is another option. 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

12



document. Please have a look into the below screenshot:
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6. Appending selected Outlook items to an existing PDF file

With version 4, Document Exporter now 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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% EaR
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Export Attach and |Append/Embed| Automations Cutput Help Mew Mew Delete
To File = Forward ~ PDF = - Settings - E-mail Ttems~ | do~ i P
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& Append the selected item(s) to an existing PDF file...
¥ lﬁﬂ Embed PDF version of the attachments to selected item(s)
I
1 0w Frcunf subject Received ™
4 Date: L ek
u Jann Mash RE: How do I configure access permission to my DVD ... Sat 10/15/2011 &:.
a il Jphn Mash How do I configure access permission to my DVD driv... Fri 10/14,/2011 9:1
4 Date: @lder
Q Bob Clift RE: Requesting change to the SharePoint List Mapping Wed 7/25/2010 &:
a Sharon Elmes Invoice Details Required [3C0-29] Tue 7/27,/2010 2:0
a Ben Mel How do I configure access permission to my DVD driv... Mon 7/26/2010 4:
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7. Converting attachments to PDF
No matter what form of attachments is in your email or any other Outlook items, now
through Document Exporter you can simply convert any kind of attachments to PDF.

Iy

42 Appointment ltem

Ml ltemn with {} i /) s 5/}

lExpurt to File

o

Single PDF
Outlook ltem PDF Outlook lterm POF containing both the
(For B or B Por B For =3 Outlock ltem and
attachments
Indwldu'E:l'IE]&.::chment Merged Attachments
Single PDF

Now, you can set Document Exporter add-in to include attachments when generated PDF
document from OQutlook items. There are three ways to output attachments into PDF - as
separate PDF file for each attachment, or, merge all attachments to a single PDF file, or
merge all the attachments along with the email content to one single PDF file. Whether the
attachments are Word, Excel, PowerPoint, Web, images or simply plain text documents,
Document Exporter would automatically convert to PDF.
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Qutput Settings
Attachments to PDF

| Export attachments as PDF *
Qutput to a subfolder

Qutput to individual POF
Merge all attachments to a single PDF
@ Append all attachments to the email PDF

Exdude attachment PDFs when forwarding
| Ignare Styles in HTML attachments

Attachment formats that are supported for conversion to PDF files:

e Word Files (*.docx, *.docm, *.doc, *.dot, *.dotx, *.dot, *.dotm)

o Excel files (*.xI, *.xlsx, * .xIsm, *.xIsb, *.xlam, *.xltx, *.xltm, *.xls, *.xIt, * xla, *.xIm,
* xlw

¢ PowerPoint Presentation files (*.pptx, *.ppt, *.pptm, *.ppsx, *.pps, *.ppsm, *.potx,
* pot, *.potm, *.odp)

e Images (*.bmp, *.gif, *.png, *.jpg, *.jpeg, *.tif, *.tiff, *.pcx, *.psd)

¢ Single File Web Page (*.mht; *.mhtml)

e Web Page (*.htm; *.html)

e Rich Text Format (*.rtf)

e Plain Text (*.txtl *.prn; *.csv)

¢ XML Document (*.xml)

e OpenDocument Text (*.odt)

e Works 6.0 -9.0 (*.wps)

16



8. Embed PDF version of the attachments back to the Outlook item

Inability to view various attachment file formats within an email is a common problem for
those who own aniPad, iPhone or other tablet devices. PDF format support is, however,
built-in natively in most of these devices and you can easily preview the PDF attachment
within the email. Keeping this limitation in mind, Document Exporter now supports
embedding the PDF version of the attachments back to the email item, so that you can
easily preview all the non-PDF attachments in your hand-held device. You can choose to
merge all attachments to a single PDF, or to separate PDF files, and embed to the original
email.

PDF embedding options under Output Settings:

Re-attaching PDF back to Original Email *

How do pou ke the FOF versions of the aftachments to be
re-aftach fo the oniginagl emai?

() Convert each attachment to separate PDF and re-attach
@ Merge all attachments to a single PDF and re-attach
(71 Merge all attachments and email to & single PDF and re-attach

Flag the email item a5 ") Mone  (7) Completed (@ Marked

Email before embedding the PDF version of the attachments:

File Home Send / Receive Folder View
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= 15 ] b
LT RS m 5 - .
Export Attach and [Append/Embed| Automations Output | Help MNew Delete |Respond Quick
To File =~ Forward = PDF = = Settings = - %’ - Steps -
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-L,Q. robert.barsan@orange-ftgroup.com 7/23/2... o
RE: strange behavior [ECA-136]

[-—J Joe Popham
RE: Case numbering [SALES-53]

7/22/2010 o

> ﬁﬂ Embed PDF version of the attachments to selected item(s) L . .
v we s wensl JUME aCCESS pErmissic
Arrange By: D Mewest on top DVD drive?
John Nash
4 Last Week
v @ You replied to this message on 10/15/2011 &:16 PI
s JohnNash T ent Fri10/14/2011 9:11 AM
How do I configure access permission to .. i _ . .
Monica Lewis
4 Older | Message E_]F‘artnership Form.xls (119 KE)
» [ 2
_L% Bob Clift "#3,,__,_,_“_“* > _:;..:_-; _]suppcurt agreement.doc (62 KEB)
RE: R ting change to thg i
- R equesting changetothe®™ , - oo >
@ | [ Sharon Elmes i attachments % Hi Monica,
% Invoice Details Required [5{‘ (Excel and ! 1 have purchased a new Macbook from y
&
L | (& BenMel . Worddocs) /' Byt unfortunately, | am unable to use the
How do I canfigure access permsg -= drive. It is showing message about perm

access. How do | configure access permi

Email after embedding a single PDF version, merged of all the attachments:
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' Howdol configure access permission to my DVD drive?

| John Nash

© Follow up.
You replied to this message on 10/15/2011 6:16 PM.

Sent: Fri10/14/2011 9:11 AM
To Monica Lewis
- Message @Partnership Form.xls (119 KB)
@]support-agreement.doc (62 KB)

W,

sy
: f 1y
Hi Monica, | N

| have purchased a new Macbook from your store. But u‘nfa-= "'“"‘Namable touse the C
is showing message about permission for access. HqV A single PDF merged *mnssnon?’

from the 2
attachments (excel

and worddocs) ./

‘5-¢

~ -
~ -
e

Email after embedding separate PDF version of each non-PDF attachment:

How do I configure access permission to my DVD drive?

John Mash

@ Follow up.
You replied to this message on 10/15/2011 6:16 PM.,

Sentt Fril0/14/2011 9211 AM

To Monica Lewis
-] Message Partnership Form.xls (119 KE} suppnrt-agreement.dnc 62 KE)

E support-agreement_Converted.pdf (144 KEB)

|-£ Partnership Form_Converted.pdf (113 KE)

Hi Monica, e
| have purchased a new Mach:;k’ﬂv-"" "'"'"'----ﬂyt unfortunately, | am unable to use the C
is showing message about perg® PDF version of each \"p | configure access permission?

i non-attachment }

embedded 2
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9. Automatic embedding of PDF attachments back to the Outlook items
Embedding of PDF version of the attachments to incoming emails can be automated without

requiring your action, from under Document Exporter toolbar/ribbon > 'Automations' drop
down >'Automatic Embedding of PDF version of the attachments'.

Automatic Embedding of PDF |

Specify a Mailbox/Folder for automatic embedding of PDF version of the attachments
H& () Mailbox L= @ Folder =

=l

Select Folder ..

Save Changes

Monitored folders & Mailboxes

Path I il
L= V\Public Faolders - MonicaLewis @AssistMyTeam.local\all Public Folders\Feedbacks
._.“%Support .-*""-".------h""'-..,
{2 John Nash " Mailboxes and email >
Monical ewis @AssistMyTeam. local\Inbox . folders specified for k.
“<.  automatic embedding of 1}
v FDF version of ¥
% attachments in incoming _/*
e o
""l-..___ _____ -
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10. Real-time monitoring of Outlook folders and automatic document
generation

The real-time monitoring of any number of Outlook folders or Exchange mailboxes is one of
the major features introduced in Document Exporter version 4. This will automatically
process incoming mails or newly added appointments and tasks items thereby generating
PDF or other documents based on a predefined format, without any intervention from the
user. This automatic conversion of Outlook items into PDF or XPS or other documents can
help you maintain a parallel copy or backup of your current Outlook items very easily.

=R Inbox - M

File Home send / Receive Falder View
9 £ ]. [_'@ 4% Ignore x

N - e
IEH J@ ‘%ﬂ Clean Up

Export Attach and Append/Embed ' |Automations| Cutput Help Mew  New Delete
To File = Forward = PDF - - E-mail Hems~ | & Junk~

Document Ex 5] Automatic Export to PDF and ntherdncumentfnrmats) te

4 Monicalewis@AssistMyTeam.loc: < Eﬂ Automatic embedding of PDF version of attachments
e

—_

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

Ll% ':::' Mailbox | I:B:I Folder g
. Select Folder .. Save Char

Export Settings _ Exit
John Mash

Selected folder fmailbox

Doment format [Ar.lobe Portable Document (FDF) v]
Destination Folder  WAMTServeriohn Nash\Docs (Sl |
[T overwrite existing document (if any)
1st part of the name Saparator 2nd part of the name
Document Mame [Subject - IH?pen - - ][R.e::eiued‘l'lme ']

|:| Maintain a single POF file
Spedify a name for the single PDF | ==* 1.pdf

|Ise Folder Mame

Click "Update’ to zave the settings for this folder mailbox Update the changes == ]

Monitored folders & Mailboxes (Click to display the corresponding settings)

Document Type

=

ohn Mash
4= Y\Mailbox - Supportisent Items FDF
[ V\Public Folders\all Public Folders\Projects DOCY

How does it work?
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Automatic export works by allowing Document Exporter to monitor user specified Outlook
folders or Exchange mailboxes, such that, when new emails is 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 (e.g. 30 days trial period), this feature is available. However, if you have
purchased a single user license, this feature will be disabled and will no longer work. 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)
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When you press the ‘Select Folder...” button, you will be prompted to choose an Outlook
folder which you want Document Exporter to monitor for automatic export. You can select a

mail/post items folder ( ), or an appointment folder ( ﬁ), or a task folder ( @). This folder
can be a public folder as well as a shared mailbox folder.

To add a new Exchange mailbox, for automatic export
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Automatic Export (Only applicable for Enterprise license)

— Specify a new Mailbox/Folder to monitor for automatic Export
Select an option
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To add 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 mailbox, otherwise, Document Exporter won’t be able to

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

Choose a document format for the automatic export

- Export Settings

Selected folder fmailbox IJ“‘h” Mash

Doament format IAdubE Portable Document (FOF)

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)

[ 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
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export. Supported formats are PDF, XPS, DOC, DOCX, RTF, MHT, HTM and ODT. By default,
PDF is selected.

11. How to maintain a single PDF file for 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.

POF Options
[v Maintain a single POF file
Spedfy a name for the single POF

|SalesF‘.EpurtDn::uments.de

[ Use Folder Mame

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 Settings, all the
attachment files from the appended items will be outputted to the PDF_Attachments
subfolder. (Eg. SalesReportDocuments_Attachments)
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12. Settings - Control over the Output

You have complete control over the PDF/XPS document generation. You can customize the
default file naming scheme by choosing your own metadata fields, specify the attachments
output behaviour, choose single or multiple PDF merge options and modify the page setup
and layout and the like. With version 3, you can also define the orientation - landscape or
portrait, as well as choose between the following paper sizes for the generated documents:

Letter, Tabloid, Ledger, Legal, Executive, A3, A4, 11x 17, 10 x 14
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There are six portions in the Settings Panel:

1) Convert Attachments to PDF

Support for converting attachments to PDF files is a new feature added in version 5 release.
The conversion of attachments to PDF files works for all scenarios i.e., single or multiple
mails export, merging multiple mails, forwarding single or merged emails etc.

The PDF output can be controlled in three ways:

'/ Output to individual PDF - Each attachment can be converted into individual PDF file.
The PDF files will be placed under a subfolder (eg. 'documentName_Attachments_PDF'
assuming the PDF document of the email was saved as 'documentName.pdf').

Merge all attachments to a single PDF - All attachments can be merged to a single PDF.
This single PDF file will be placed under a subfolder (eg.
'documentName_Attachments_PDF' assuming the PDF document of the email was saved
as 'documentName.pdf'. The single PDF file that has all the merged attachments will
have a name like 'Documents_mergedAttachments.pdf').

When multiple mails or appointments are merged and exported, all the attachments of
each of the mail or appointment item would be converted and saved to the same
subfolder (eg. 'MergedDocumentName_Attachments_PDF' assuming the document was
saved as 'MergeDocumentName.pdf').

' Append all attachments to the email PDF - All attachments can be appended to the PDF
document of the mail item. This result PDF file will contain the email and all the
attachment files as well.

If multiple mails or appointments are selected for a single merged PDF document, all the
attachments of each of the mail or appointment item would also be merged to the PDF
document.

Only attachments having the following extensions are supported for converting to PDF
format.

docx, docm, doc, dot, dotx, dot, htm, html, mht, mhtl, rtf, txt, odt, wpd, wps, xl, xIsx, xIsm,
xIsb, xlam, xItx, xItm, xls, xIt, xla, xIm, xlw, odc, uxdc, ods, csv, prn, pptx, ppt, pptm, ppsx, pps,
ppsm, potx, pot, potm, odp, bmp, gif, png, tif, tiff, jpg, jreg, pcx, psd

If the attachment is a PDF file, then it is directly outputted or merged along with the other
attachment formats.

Additionally, you can exclude PDF attachments from being included when a PDF email is
forwarded.
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2) PDF optimization

Here, you can specify the optimization for published PDF files. If you use the first option
'Optimize for Quality', the output file will be larger, but will be in high quality. This is useful
for printing purposes. On the other hand, the second option 'Optimize for Publishing' gives
you a minimum size of the PDF file, by compromising in the quality a bit. This is ideal for
sharing over the internet, email etc.

3) Append PDF options

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.

4) Default file naming scheme based on metadata information

You can customize the default naming scheme of the generated documents for different
type of Outlook items such as mails, appointments or tasks separately. There are two drop
downs from which you can choose two metadata fields, and these two portions would be
concatenated by the chosen symbol of the separator drop down. The availability of the
fields would depend on the Outlook item type. For example, for appointment, you will have
fields specific to that Outlook type, such as Start time, End time, Organizer etc.

5) Page Setup
You can define the orientation - landscape or portrait, as well as choose between the
following paper size for the generated documents:

' Letter

'l Tabloid

' Ledger

' Legal

'l Executive
7 A3

7 A4

1 11x17

1 10x 14

6) Output Attachments in original state to a subfolder

Export Attachments to a subfolder when saving a mail, appointment or task item to a
document format. If you enable this option, and when you save an email to a document, it
would also export all the available attachments of the item, to a subfolder (eg.
'‘documentName_Attachments' assuming the document was saved as
'‘documentName.pdf'). You can also optionally exclude inline image and hidden attachments
from exporting.

If multiple mails or appointments are merged and exported as a single document, then, all
the attachments of each of the mail or appointment item would be saved to the same
subfolder (eg. 'MergedDocumentName_Attachments' assuming the document was saved as
'MergeDocumentName.pdf').
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13. 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 or not.

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

<
4

4

4

Intended for personal use only

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

Full functionality available for use in your primary Exchange mailbox and other
POP/IMAP and local PSTs only. 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.

Free upgrade for a year.

For Enterprise license

4
4

4

LS N

Avail certain features locked in the single user license

No limitation to the usage scenario - use the product on any number of shared
mailboxes or public folders (apart from the primary mailbox, IMAP/POP or local PST
folders)

3 licensing slabs available — for 50 users, for 500 users and unlimited users. The price
varies for each slab. Refer to the purchase page of this product to know more.
Priority support and bug fixes. Support queries are answered within 24 hours
Included is a year of AssistMyTeam Support and Maintenance Contract

MSl installer for enterprise wide deployment available upon request
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http://www.assistmyteam.net/Support/

14. Important Links

Document Exporter - Home page

Go to the website of Document Exporter.

Video Tutorials

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

What is Adobe Portable Document Format (PDF)?
Know more about Adobe and PDF.

XML Paper Specification: Overview.

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

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.

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

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

Contact us
Ask us any question
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http://www.assistmyteam.net/DocumentExporter/
http://www.assistmyteam.com/DocumentExporter/videos/
http://www.adobe.com/products/acrobat/adobepdf.html
http://www.microsoft.com/whdc/xps/default.mspx
http://www.microsoft.com/australia/smallbusiness/tips/organise-your-work/save-word-documents-as-pdf.mspx
http://www.microsoft.com/downloads/details.aspx?FamilyID=4d951911-3e7e-4ae6-b059-a2e79ed87041&displaylang=en
http://office.microsoft.com/en-us/word/HP030776471033.aspx
http://www.assistmyteam.net/contact/
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