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About Treeno
Established in 2002 and located in Portsmouth, NH, Treeno Software has grown to become a leader in the
Enterprise Document Management (EDM) industry. Treeno Software was the industry’s first to embrace cloud
computing with the Treeno EDM Cloud (Saa$) and to provide web-based solutions offering secure global
mobile access. Treeno Software’s mission is to provide our customers with efficient workflow operations and
measureable return on investment (ROI) through the use of our secure, reliable, and
easy-to-use web-based EDM software solution.
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FULL TREENOCONNECT
OR IMPORTER?

TreenoConnect is available

in fwo versions

”
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TreenoConnect and Importer

Full TreenoConnect

The full version integrates with a third-party line-of-business appli-
cation and allows Treeno to identify the window that is currently
open in the application (the window that you most recently clicked
in). When the full version is installed, the TreenoConnect displays a
Search and an Index button.

When you click the Search button, the record or transaction that is
displayed in the application’s open window is located and displayed
in Treeno. When you click the Index button, Treeno indexes the re-
cord you are working with using information pulled from the
line-of-business application. (A search is automatically performed
when you click Index.) Updates to the record in the line-of-business
application are reflected in the index values for the associated
document in Treeno.

Importer
The Importer version is not integrated with a line-of-business appli-
cation. Instead, you drag files to the Integrator window.

You can then search to identify if a matching record already exists

in Treeno. If it does, the file is uploaded to that folder and assigned
the folder’s index values. If a matching record does not exist, you can
create a new folder, specify its index values, and then add the file to
that location.

TREENO

SOFTWARE



INSTALLATION AND CONFIGURATION GUIDE

INTRODUCTION

TreenoConnect is a small .NET application that integrates with any

line-of-business application (CRM, ERP, accounting system, etc.). Acting About The Guide
as a gateway to the Treeno repository, the TreenoConnect allows Treeno
to identify the record or transaction that is currently open in the line-of- This guide is

business application and do one of the following: intended for

individuals who
Index unprocessed files that have been scanned into the user’s
Treeno inbox using information pulled from the current record
or transaction in the line-of-business application.

are installing and

configuring the

TreenoConnect.
Create an empty folder in Treeno and populate its index fields It provides infor-
using information from the current record or transaction in the mation about the
line-of-business application. Related documents can then be following topics:

scanned directly into this folder.

Types of Integration
The TreenoConnect also allows you to import local and network files—
including e-mails—into Treeno by dragging the files to the TreenoConnect Installing
window. Treeno then stores the file according to the index values you
enter or information that is pulled from the header of the e-mail

. ] ] . Configuring
message (To, From, Date, Subject). All files are stored in their native
format. )
Using the Full
L . Version of
With its simple XML-based configuration, the TreenoConnect can be erston
TreenoConnect

interfaced with almost any product in a matter of minutes. Selected fields
in the line-of-business application are mapped to index fields in a Treeno
cabinet, allowing you to quickly search for and process documents.
Because the TreenoConnect configuration file is stored on the server,
new product changes can be deployed instantly. Importing E-mails

Using the Importer

TREENO
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FEATURES OF
TREENOCONNECT

What You Can Do With Treeno Connect

Find a document in Treeno using unique search criteria from your
line-of-business application.

Automatically update a document’s index values in Treeno with record infor
mation that you change in your line-of-business application.

Link unprocessed documents in your Treeno inbox with the currently open
window in your line- of-business application. The required metadata is pulled
from the line-of-business application and your inbox documents are automati
cally indexed and routed to the appropriate location in Treeno.

Quickly add a local or network file to Treeno by dragging it to the TreenoConnect.
The TreenoConnect then uses metadata from the open line-of-business
application to auto-index the file in Treeno.

Associate Microsoft® Outlook® emails with customer or vendor information.
When you drag an email to the TreenoConnect, the To, From, Subject, and Date
lines are added to Treeno as possible search criteria. Emails that were once hid
den away in user inboxes instantly become valuable business assets that are
available to all the right people.

©2018 Treeno Software, Inc. All rights reserved.  04.2018
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TYPES OF
INTEGRATION

TreenoConnect can be used with any
Windows-based, web-based, or green
screen line—of—business app[imtion.

Windows-Based Applications

TreenoConnect is designed to work out-of-the-box with Win-
dows-based software. Installed directly on your workstation,
the TreenoConnect supports most client-server applications
and can read information from common user interface con-
trols (text boxes, date fields, title bars, etc.). This interaction
with the line-of-business application allows the TreenoCon-
nect to be “aware of"the current record that is being viewed
in the window.

You can search for documents in Treeno using unique
information in the record that is currently open in your line-
of-business application. In some integrations, you can also
auto-index documents in Treeno using record information
that is pulled from the line-of-business application. Updates
to the record in the line-of-business application are reflected
in the index values for the associated document in Treeno.

For example, in a shipping and purchasing transaction, some
of the required information, such as the purchase order num-
ber, is provided immediately. However, it isn't until much later
in the process that the packing slip number or vendor invoice
number is known. By updating the record on the fly, Treeno
maintains all relevant indexing information in Treeno, so it
can always be searched on and referenced most accurately.

TREENO
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Web-Based Applications

Treeno's TreenoConnect is also used for integrating with
web-based line-of-business applications, such as Sales-
force.com and Peoplesoft. These applications embed
unique identifying information within the application
itself. The index information is sometimes found in html
tags, xml data, or title bars. Every application is different,
but Treeno's common configuration set allows all of the
features of the TreenoConnect to be leveraged across ap-
plications. For some applications, such as Salesforce.com,
Treeno is also able to pull additional indexing information
from the product using Web Services.

Because Treeno is able to securely and efficiently use
data from your CRM application, users are not required to
manually name the documents in order to index them.

Green Screen Applications

Treeno can be integrated with legacy systems that are
often referred to as “green screen” applications. These
text-based applications are accessed using terminal
emulator software that resides on end user workstations.
The most common of these applications is IBM's AS/400
system, which is used frequently in banking, financial
services, insurance, and the automotive industry. Treeno’s
integration is similar to that of client-server products;
however, instead of relying on common user interface
controls, such as text boxes, Treeno uses text coordinates
to extract the information.

Because of the way green screen applications are de-
signed, similar data is always placed in the same location
and is a fixed size. Using a configuration file within the
TreenoConnect, Treeno defines where the coordinates
are for the unique indexing values being viewed in the
green screen application.

©2018 Treeno Software, Inc. All rights reserved.  04.2018
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INSTALLING
TREENOCONNECT

TreenoConnect is available
as two different installations:

Full or Importer

TreenoConnect Full Version Install

1. Open the Treeno Plugins page:
http://saas.treenosoftware.com/treeno4/

2, Click TreenoConnector.zip.
System Requirements
3. In the File Download dialog box, click Save to save the

installation files and then br h ropri
The following are the minimum installation files and then browse to the appropriate

folder.
system requirements for
TreenoConnect. 4. Unzip the TreenoConnect folder.
« Microsoft® Windows® XP or later
« Microsoft .NET Framework 3.5 SP1 5. Double-click setup.exe.

(version 2.0 is supported by Sagitta,
6. If an Open File - Security Warning dialog box opens,

PeopleSoft, and BenefitPoint .
click Run.

integrations)

7.In the Welcome window, click Next.

continued on next page

& To install successfully, both versions of the TreenoConnect require .NET Framework 3.5.
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1Y Teeenolannect Lo

Welcome to the TreenoConnect Setup Wizard o

Thi wiitiglin vl gracy o thigaagh the siegd ingueed 16 ridlall Tisendlinnec] on pius dosgader

WARHIMNG: Ths oompeates pecsgram it peobachad by copyaght L and niemational iraaties
Ulrisutirenssnd duphe son or distsbuaen of et pageam. or ony porbon of i My sedull n bevvens ervl
i il pevialiens, el will B prosecubed b e Sucaras dodenl podbbe ureiid th L

8. Inthe Select Installation Folder window, do the following:
Click Browse if you want to install the TreenoConnect to a
different location than the default folder that is displayed.
Select Everyone, and then click Next.

[ £ Treemolonnect = ﬂ‘
Select Installation Folder A _

The irvrialer wll ircitall Treeroilonnect bl holosang loider
Toviratal i Wiy folder, click “Mest™ To imalsl o & difenent folder, enier i below or chck “Biowe™

Eodetad
|':"-""“=:-3-em Filrs LR Togwes Softwaate’ T resrailornect’ Browsve:
Diezh: Cignit
Install TreanaCionrect fof yourssl_ or for armone wiss usss This Sompuber
@ Evenors
Jut me
Careel i Back M »

9. In the Confirm Installation window, click Next to start the
installation.
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£ TreemaConract RS

Confirm Installation

The watals m aeady b netsl TosenaCornscl on pour computer
Chek "Hesd™ In ttaat B it slabion

10. When the installation is complete, click Close.

15 TeeenoConnec = ﬁ

Installation Complete A

TreenaConnect ha been sucoerfuly ratabed
Check, "Clowe'™ ho ek

Plesae une Windows Updsles b check, o sny crticsl updstes to e ME T Frameswok

11. To configure the TreenoConnect, go to Start > Programs >
Treeno Software > TreenoConnect
(see page 12).
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INSTALLING THE
IMPORTER VERSION

Installing the Importer Version of
TreenoConnect

1. Open the Treeno Plugins page:
http://saas.treenosoftware.com/treeno4/

2. Click IndexOnlyIntSetup.zip.

3. Inthe File Download dialog box, click Save to save the
installation files and then browse to the appropriate folder.

4. Unzip the Importer folder.

5. Double-click setup.exe.

6. If an Open File - Security Warning dialog box opens,
click Run.

7. In the Welcome window, click Next.

rﬂl]rh‘ﬂa Iinestet "—'ﬁ

Waelcome to the Treeno Importer Setup Wizard A

T irvitiabent wall guascher ot Hhiowsgh he abape iegueed bo nsial Teeeno [mpoen on pou compube:

8. In the Select Installation Folder window,
do the following:

Click Browse if you want to install the Importer
F#RNHE Thes compaiter program is profeched by copynghl Lev ard inteonstoral resfies

o4 chitriution of this puogearm, or ary porkon of F. mey 16l in bevers chl version to a different location than the default
o crrmnal peralee, ared wall b peogncyted 1o e suarrues sdend posslis unded the L . .
folder that is displayed.

Select Everyone, and then click Next.

Cancel Had » ]
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[ ) Treenc: importer \=. . misl| 9. In the Confirm Installation window, click
Salect Installation Folder - Next to start the installation.
Thes miztaller wall ratal Tiseno Imposier bo the follosang fokder
T it in tha: folded, chck “Heat™. To ksl o & diferent foldes, snbar it below of click “Browoe™
[ﬂ'ﬂf
||; \Priogeaes Pl [EET sparss Soltvaate’ Tagans bagafalt | Browese...
Dk, it
el Treers Importer For yoursel, o for smyors wig uses This. compuler
8 Ewiipina
Just e
Canced <Bock | [_tety ]
[ 2 Treenc tmporter = sl | 10. When the installation is complete, click
Confirm Instaliation - Close.
e irnstaller i sy b instal Teeeno bnposer om pour computs:
Click, "Mest™ ho slawt B irctsllation
Cancal 4 Back M >
[ =, ] 11. To configure the Importer version, go to

Start > Programs > Treeno Software >
Importer Integrator
(see page 12).

Installation Complete "

Toewno Imposhes P beer sucoenhuly natalsd

Ok, "Clons" b0 et

Pl ik Wiendimt LIplates lo chitck: it iy sl ugscdatis bty MET Fiareescih:
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CONFIGURING

NOTE: The following
procedure applies to both
the full and Importer
installations of the
TreenoConnect.

Any configurations that
are specific to only the full

installation are noted.

TREENO
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After Installation

After you have installed TreenoConnect, you must provide all
the information needed to connect to and access Treeno. You
configure the TreenoConnect using the Treeno Setup window.

1. Do one of the following:

® Full TreenoConnect version: Go to Start > Programs > Treeno
Software > TreenoConnect.

® Importer version: Go to Start > Programs > Treeno Software
> Importer Integrator

The Treeno Setup window opens.

Py N
P Treenc Importer Setup .

Uses Name:  [full

Possword [

Confirm Password [+
I LDaP

Web SenviceHost  [wa eencsoftware.com =T

Wb Site Host |Ir'| Mednasolvane com F 551

Depariment |I:|A Tasting = |

I Awia Create Fokler on Seacch

I Doashistr P After Impet

O Cancel

o

2. Enter the Treeno user name and password for the individual who

will be using the TreenoConnect to process files. Confirm the pass
word for accuracy.

(continued next page)

©2018 Treeno Software, Inc. All rights reserved.  04.2018
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Configuring TreenoConnect (continued )

3.

Select the LDAP check box if you use an LDAP connection to log in
your Treeno server.

In the Host field, enter the IP address or DNS name of your Treeno server.

Select the Secure Connection check box if you use an encrypted connection to
your Treeno server (https://).

Click Get List to retrieve a list of departments the user has access to in Treeno.

In the Department drop-down list, select the Treeno department where
files are imported by default. Users can select a different department
when they are using the TreenoConnect.

Select one or more of the following options:

Use QuickEmail Import - Select to auto-index emails as they are dragged to the
TreenoConnect. Email information, such as the To, From, Subject, and Date lines,
are added to the Treeno folder as index values.

Delete Email After Import — Select to delete the email from the native application
(for example, Outlook) after it is imported into Treeno. This option is available only
when Use QuickEmail Import is selected.

Auto Create Folder on Search - Select this option to automatically create a new
folder in Treeno when a match cannot be found for an open record in the line-of-
business application.

The user can then print a Treeno barcode that routes the scanned document direct
ly to the folder in Treeno. If Auto Create Folder on Search is cleared, the user will
be prompted to create a new folder when a match is not found in Treeno for the
open record. Applicable only to the full TreenoConnect installation.

Show Debug Information - Select to display a history log that can be used
by Treeno Technical Support to resolve any issues. Applicable only to the

full TreenoConnect installation.

Delete File After Import — Select to delete a file from its original location
after it has been imported into Treeno.

Click OK. The TreenoConnecticon is displayed

TREENO
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USING TREENOCONNECT

The full version of TreenoConnect integrates with a specific line-of-
business application, as configured by Treeno Software. Selected
fields from that application are mapped to the index fields in a Tree-
no cabinet, allowing Treeno to identify the record or transaction that
is currently open in the line-of- business application (the window
you most recently clicked in). You can then use the TreenoConnect to
do the following:

Index unprocessed files that have been scanned into a central
repository in Treeno, such as a user’s inbox, using information pulled
from the current record or transaction in the line-of- business appli-
cation.

Create an empty folder in Treeno and populate its index fields
using information from the current record or transaction in the line-
of-business application. Related documents can then be scanned
directly into this folder.

The TreenoConnect resides in your system tray, as indicated by the
icon displayed, go to Start > Programs > Treeno Software >

TreenoConnect

NOTE: You can also add a local or network file to Treeno by dragging the file on to the Index button in the
TreenoConnect window. You do not need to be integrated with the file’s native application. The format of the
file is preserved in Treeno. For information on using the drag-and-drop method, see “Importing Files
Using Importer” on page 20.

TREENO
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TreenConnect Shortcut Menu
The shortcut menu for the TreenoConnect is accessed by right-clicking the

icon in the system tray. The following options are available on this menu:

Show Window - Displays the TreenoConnect window with the Search and
Index buttons and the Department drop-down list.

“

r
TreenoConnect

[ ————amy—

| _search ||_Index
|! Main Department -

L

NOTE: You can also open the TreenoConnect window by simply clicking the icon in
the system tray.

Configuration Tool — Opens the Treeno Setup window where you can make any
necessary changes to the TreenoConnect’s configuration options (see page 13).

Show Window Properties — Used by Treeno Technical Support to identify the
unique properties of the window that is currently open. Used for debugging
purposes.

Show All Windows — Used by Treeno Technical Support to identify the unique
properties of all open windows. Used for debugging purposes.

Exit Integrator — Closes the TreenoConnect. The icon no longer appears in
the system tray. To open the TreenoConnect again, go to Start > Programs >
Treeno Software > TreenoConnect.

Indexing Files in The Treeno Inbox

Occasionally, large batches of documents are scanned and sent to a central repos-
itory in Treeno, such as a user’s inbox, where they wait to be processed. Using the
TreenoConnect, you can automatically route each of these files to the appropriate
folder in a Treeno cabinet. To index files in the Treeno inbox:

1. Start TreenoConnect by clicking the icon in the system tray. If the icon
is not displayed, go to Start > Programs > Treeno Software > TreenoConnect.
(continued next page)

TREENO
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Indexing Files
In The Treeno Inbox

continued
#
TreenoConnect
|_Search || index

8

|! Main Department -
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2. Open Treeno and click the Inbox 3 icon to view a list of
unprocessed files that have been scanned to your Treeno inbox.

3. Select a file in your inbox that you want to process.

4, Open the line-of-business application and find the record
whose information you want to use to route a file from your in-
box to the appropriate folder in Treeno.

5. In the TreenoConnect window, click Index.

6. The TreenoConnect searches for an existing folder in Treeno
whose index values match the mapped field data in the open
record. One of following then occurs:

If a matching folder exists in Treeno, the file is automatically
moved from your inbox to that folder.

If a matching folder does not exist in Treeno and the Auto Cre-
ate Folder on Search check box is selected in the Treeno Setup
window (see page 14), a new folder is automatically created for
the file in Treeno. The folder’s index fields are populated using
data from the open record and the file is automatically moved
from your inbox to the folder.

If a matching folder does not exist in Treeno and the Auto
Create Folder on Search check box is not selected, a message
prompts you to create a new folder. Clicking Yes automatically
creates the folder and populates its index fields with data from
the open record in the line-of- business application. The file is
then routed from your inbox to the folder.

7. Repeat steps 3-6 to index additional unprocessed files that
have been scanned to your Treeno inbox.

©2018 Treeno Software, Inc. All rights reserved.  04.2018
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Working with Cabinets in Document View

If you are integrated with a cabinet that uses the Document Type View, the
Index To Document window allows you to select a document type for a file
you are processing and enter the appropriate index values for that type.

dhdl Miew Daurreen H

Cabinel:  Inlegrabon tistng

Ermal

L [

Qear Indices | cancel || Add

When you click Index, the file is moved from your inbox to the appropriate
folder in the Treeno cabinet. (This folder already exists in Treeno or is created
by the TreenoConnect during the search process.) The file is assigned the
document type you selected along with the index values you entered.

Indexing Files in Other Folders

If addition to processing batches of scanned documents, you can use the Treeno-
Connect to create folders in Treeno whose index fields are populated from the open
records in your line-of-business application. Users can then print barcodes to these
folders and scan documents directly into them.

NOTE: File Monitor is required to scan documents directly into Treeno
To index files in other folders
Start TreenoConnect by clicking the icon in the system tray. If the icon is not

displayed, go to Start > Programs > Treeno Software > TreenoConnect.
(continued next page)

TREENO
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Indexing Files
In Other Folders continued

2. Open the line-of-business application and find the record
whose information you want to use to rcreate a new folder in

Treeno.
i b 3. Inthe TreenoConnect window, click Search.
TreencConnect
R — .E.JTT_-I.I;II___ 4. The TreenoConnect searches for an existing folder in Treeno
‘ X .E .E emdtnitaf b ...F"I. | whose index values match the mapped field data in the open
|: Main Department - record. One of following then occurs:
| E= o mr=co=s om o= ==

If a matching folder exists in Treeno, the folder is displayed in

the Treeno browser window.

If a matching folder does not exist in Treeno and the Auto
Create Folder on Search check box is selected in the Treeno Set-
up window (see page 14), a new folder is automatically created
in Treeno. The folder’s index fields are populated using data
from the open record.

If a matching folder does not exist in Treeno and the Auto
Create Folder on Search check box is not selected, a message
prompts you to create a new folder. Clicking Yes automatically
creates the folder and populates its index fields with data from
the open record in the line-of- business application.

NOTE: A cabinet must be Clicking No cancels the operation.

configured in Document
Type View to print bar-
codes for document types

5. When you are ready to scan documents, navigate to the
folder you just created in Treeno.

6. In the right-hand pane, do one of the following to open the
Print window:

To print a barcode to the main folder or the current
document type (Document Type View only), click the Print
Barcode |'I icon.

i'l'REEN()

SOFTWARE | Dashboard | Document Center | Inbox | Workflow Tasks Search Results

3 Applications.
ShowSearch | Clear Search Add folder
chii rint Folder Barcode s
=) L e reseers
[ paiywork Save Folder View
l'q] New Account Pobhh Selece
[ stee
\‘J New test
\;] test test
SOFTWARE ©2018 Treeno Software, Inc. All rights reserved.  04.2018
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USING IMPORTER

Importer

TREENO

Main Department ﬂ
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After you have configured the Importer application, you are ready to
begin using the tool. The Importer tool resides in your system tray,
as indicated by the icon. If this icon is not displayed, go to

Start > Programs > Treeno Software > TreenoConnect.

Importer Shortcut Menu

The shortcut menu for the Importer is accessed by right-clicking the
icon in the system tray. The following options are available on
this menu:

Show Window - Displays the Treeno Integrator window .

NOTE: You can also open the Treeno Integrator window by simply
clicking the icon in the system tray.

Configuration Tool - Opens the Treeno Setup window where you
can make any necessary changes to the TreenoConnect’s configura-
tion options (see page 12).

Exit Integrator — Closes the TreenoConnect. The icon no
longer appears in the system tray. To open the application again, go
to Start > Programs > Treeno Software > Treenolmporter.

Importing Files Using Importer

The Importer application does not integrate with a third-party line-
of-business application. Instead, you import a local or network file
into Treeno by dragging the file to the Treeno Integrator window. You
then search for a folder in Treeno whose index values match informa-
tion in the file (for example, invoice number, vendor number, etc).
(continued next page)
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Importing Files Using
Importer

Continued

"L Inveicepdf

Importer

\
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If a matching folder exists, you can add the file to it. If a matching
folder does not exist, you must create a new one, specify its index
values, and then add the file to it.

You can also choose to store a file in your Treeno personal inbox
or assign the file to a workflow. All files are stored in their native
format.

To import files using Importer

1. Click the icon in the system tray to open the Treeno
Importer Integrator.

NOTE: If theicon is not displayed, go to Start > Programs >
Treeno Software > TreenoConnect.

2. Drag one or more files to the Treeno Integrator window.

The Treeno Browser window opens.
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3. If necessary, select a different department than the displayed default.

NOTE: You can also select a different department n the Treeno Integrator
window before dragging a file to it.

4. Do one of the folowing:
Select the cabinet where you want to store the file and proceed to the next
step.
Select Personal Inbox to route the document to your Treeno inbox, and
then click Check-In. You are now finished.

5. Click the Search button to see if a folder for the file you are importing already
exists in the selected cabinet.
The Search window opens and displays the cabinet’s index fields.

6. Enter one or more index values to search for the folder. For example, if you
are importing an invoice into the Accounts Payable cabinet, you could search
by the invoice’s purchase order, vendor number, vendor name, or invoice
number, as shown below.

- . -
-

Search & 7. Click Search.
Cabinet: Accounts Payable
voucher number 1234 8. Do one of the following:
imvoice number |43EJ .
If a match is found, the folder
wender [acme .. .
is displayed in the search results
arnaunt |FES
area of the Treeno Browser.
Proceed to step 10.
(continued next page)
Clear Indies Cancel Search |
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Treenc Browser
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If a match is not found, click Create New Folder to create a new folder
in Treeno for the imported file. Proceed to step 9.

9. Inthe Add New Folder window, enter the index values for the file
you are importing, and then click Add.

The folder you created is displayed in the Treeno Browser.

10. Do one of the following:

If the selected cabinet uses Folder View and is configured with de-
fault folder tabs, select the tab where you want to store the imported
file.

If the selected cabinet uses Document Type View, select a document
type to assign to the imported document. If the document type you
need is not displayed in the drop-down list, click the Add New Type
button, select the appropriate document type, and click Add.
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11. To assign a workflow to the imported
file, click Assign Workflow.
The Assign Workflow window opens.

Treenc Browser

Files To Check-In
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12. Select the appropriate workflow and workflow
owner and click Assign.

When the file is imported into Treeno, it will automati-
cally be sent to the first node in the workflow.

13. Click Check-In.

The file is added to Treeno using the index values of
the new or existing folder.
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IMPORTING EMAIL

You can use either the full or Importer version of the TreenoConnect to
import Microsoft Outlook e- mails into Treeno. E-mails can only be import-
ed into cabinets configured in Document Type View. A document type
must already be defined in Treeno that includes the following index

fields: To, From, Subject, and Date.

TREENO

SOFTWARE

To import Emails into Treeno

1

2.

5.

6.

p

. Click the icon in the system tray to open the Integrator window.
Open the e-mail in Outlook that you want to import into Treeno.

. Drag the e-mail from Outlook to the Index button in the Integra
tor window. The Treeno Browser window opens.

. If necessary, select a different department than the displayed
default.

Select the cabinet where you want to store the e-mail.

Click the Search button to see if a folder for the e-mail you are im-
orting already exists in the selected cabinet.

The Search window opens and displays the cabinet’s index fields.

7

8.

. Enter one or more of the folder’s index values and click Search.

Do one of the following:

If a match is found, the folder is displayed in the search results
area of the Treeno Browser. Proceed to step 10.

If a match is not found, click Create New Folder to create a new
folder in Treeno for the imported e-mail. Proceed to step 9.

In the Add New Folder window, enter the index values for the e-mail
you are importing, and then click Add. The folder you

created is displayed in the Treeno Browser.

10. Select the E-mail document type.

11. Click Check-In.

The E-mail is added to Treeno.
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