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The Primafact Add-In for Microsoft Outlook allows
users to send e-mails and attachments directly to

Primafact. This document guides users on how to
install this Add-In.



http://www.primafact.com
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Overview

The Primafact Add-In for Microsoft Outlook allows users to send e-mails and attachments directly to
Primafact. E-mails and attachments are automatically converted to PDF and imported to a user's
Document Intake folder.

This functionality generally eliminates the need to print e-mail materials to the Primafact printer, provides
an easier method than drag and drop, and allows sending new e-mails and attachments directly to other
users.

These steps should not be performed by an Administrator — they need to be performed by each Primafact
user. Instructions for installing the Add-In can be provided by email. Additionally, you may want to
consider creating a link on each user's desktop to run the installation.
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Installation

1. Navigate to the PfApps share on the Primafact application server. Open the Office Plugin folder,
and run Setup.exe.

Application Tools [ERSATNAI T}

File Home Share View Manage & o

Fin to Run as Troubleshoot

taskbar |administrator = compatibility
@ Run as admirgstrator

& ﬂ Run as anothe

i £

B ~2016srv-ngwm > PfApps » Office Plugin » v | B Search Office Plugin »p
Mame Date modified Type Size
D About.bet 11/17/2017 5:05 PM  Text Document 1KB
ﬁl PfOffice.Setup.msi 11177201 Windows Installer ... 7,483 KB
; PfOfficezip 11177201 Compressed (zipp... 6,381 KB
"= PfOutlook Upgrade Instructions.pdf 111772017 Adobe Acrobat D... 40 KB
& setup.exe 11/17/2017 5:05 PM  Application 502 KB

Sitems  1item selected 501 KB

2. Click Next on the Welcome dialog.

Primafact Office Addin

Welcome to the Primafact Office Addin Setup [l
Wizard afld

The installer will guide you through the steps required to inzstall Primafact Office Addin on your
computer.

WiBRMNING: Thiz computer program iz protected by copyright law and international 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 masimum extent possible under the law.

Cancel < Back Mexst >
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Click Next on the Installation Folder dialog.

i-g::“ Primafact Office Addin

Select Installation Folder (.l

The installer will install Primafact Office Addin to the following folder.

Toinstall in this folder, click "Mest". Toinstall to a different folder, enter it below or click “"Browse".

Folder:

IE:\U sErsh “AppDataiFoamingySandcat Software Inct Browse. ..

Disk Cost...

Cancel < Back Mext >

Click Next on the Confirm Installation dialog.

i-g“ Primafact Office Addin

Confirm Installation [

The installer iz ready to install Primafact Office &ddin on your computer.

Click "Mewst" to start the installation.

Cancel < Back Mest
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5. There will be a quick progress bar followed by the Installation Complete dialog. Click Close to

finish the installation.

& Primafact Office Addin

Installation Complete

Frimafact Office dddin has been successfully installed.

Click "Close" to exit.

Flease use Windows Update to check for any critical updates to the MET Framework.

Cancel

< Back Close

Home Send / Receive Folder View Help

Primafact

Inbox - catherinealexandrahoward @outlook.com - Outlook

Q Tell me what you want to do

To test, open Outlook. Select the Primafact tab on the ribbon, and click the Send button.

Hzf_llnclude Message and Attachments -
[*] Send As One Document -
Me -

Send
5 S, Assign
Primafa Default Send Settings
Drag Your Fa Fol <
Search Current Mailbox

Inbox 1

Hi Catherine,

£ | Curent Mailbox -
» sandcatsoftware@... All Unread By Date = Newest ¢
4 Today
4 catherinealexandr... Outlook Team
‘Welcome to your new Outlook.com account 359PM

Drafts
Sent ltems
Deleted ltems
Archive
b Conversation History
Junk Email
Outbox
Quick Step Settings

Search Folders

2 Reply [EaReply All £} Forward
Qutlook Team <no-reply@microsof

Welcome to your new Outlook.com account

Hi Catherine,

Welcome to your new
Outlook.com account. Outlook
lets you stay connected,
organized, and productive—at

work, at home, and everywhere

in between.
< v
Items: 1 Unread: 1 All folders are up to date.  Connected to: Microsoft Exchange [ E - 1 + 1005

as1-

359 PM

w
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7. You should see a notification above the system tray in the taskbar:

8.

Document Imported

If you switch to Primafact and go to your Document Intake area, you should see the e-mail you

sent from Outlook:

Document Queue

X E-|V -

bR~ >

[Fose

Document Tile

Details

Dutlook.com accourt

Preview | Mesvages
EMail from Dutlook Team to Catherine Howard dated Januany 4, 2018 re: Welcome to your new

Show Profile Info ~

F intake
Destination
[ eaist A

‘ Added

2018-01-04 04:32 pm

o [&~-9

| Thumb ‘ Title
| EMail from Outlook Team to Catherine Howard

i

- ‘Sefec{ara.:em
D] ‘EE/Edame:feﬁm ﬂ

dated January 4, 2018 re: Welcome to your new
Outlook com account

|
I
N ® L
Undo e
o # ==
|
== o
|
&p
-
.
-
®
> 13
a ‘ : a3
One document.
[ 1 -
2 Moty L sssion & Impart  sean oo [Fewier T |2 .
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Appendix A : Making a Support Request

Customers can greatly assist in expediting the requests for technical support by providing as much
relevant information as possible at the time of the request:

e Name of Firm.
e Individual Contact Information (Name, Telephone Number, e-mail).
e Primafact Version (open Primafact, select the menu Help | About).
e Hardware Involved :

o Server

o Desktop or Notebook

o Scanner and / or Scanner Workstation.
e Operating System.

e Description of problem and how to reproduce it.

e The (approximate) number of users affected (one user, some users, all users).

Any supporting files and screen shots: In general, screen shots can be captured by pressing the Shift and
PrintScreen keys (which copies an image of the desktop to the Windows clipboard). You can paste the
screen shot into an e-mail message. Alternatively, you can paste the image into Microsoft Paint, or a Word
Processor, save it, and send it as an attachment.
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Sandcat Software Inc.

2 Pardee Ave, Suite 203
Toronto, ON, M6K 3H5

Website: www.primafact.com
E-mail: support@primafact.com
Telephone: 416.531.0891

888.881.0891 - option 1

Technical support staff are available during
business hours, Eastern Standard Time.

Requests for technical support can be made via
e-mail or telephone.

Follow us on social media for updates:

— N



https://www.facebook.com/primafact/
https://www.linkedin.com/company/primafact-sandcat-software/
https://twitter.com/Primafact
https://plus.google.com/109393372597922318532
http://www.primafact.com
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