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Outlook Integration User Guide

CHAPTER 1 —-INTRODUCTION TO
OUTLOOK INTEGRATION

The Outlook Integration Tool for use with InEight Document is a plug-in that enables users to view,
send, and receive their InEight Document mail and Transmittals from within MS Outlook, rather than
having to login to InEight Document. All actions relating to InEight Document mail/transmittals
performed within MS Outlook are then stored back in the InEight Document system automatically.

T IR

Access to the complete correspondence and Eliminates the need to use two different
transmittal message history of a project with all systems. The user automatically inherits a
InEight Document formatting, custom fields and personal archive of all sent and received
attributes including Reference Number, InEight Document project mail, segregated

Discipline and Status retained.

Use of Outlook to create, send, and receive
InEight Document mail and transmittals.

Complete status management.

Offline capability. InEight Document mail is
automatically downloaded into dedicated
folders in Outlook.

All overdue items highlighted in red for ease of
identification

InEight Inc. | Release 23.12

into separate projects in Outlook

Familiarity with Outlook minimises need for
additional training.

Encourages the use of InEight Document
project correspondence to be expedited and
closed-out.

Ability to read project correspondence offline
and draft responses.

Quickly identify correspondence for which
response is overdue
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Outlook Integration User Guide 2.1 Pre-requisites

CHAPTER 2 — INSTALLING OUTLOOK
INTEGRATION

1. Close Microsoft Outlook, if it is already open.
2. Download the installation package using one of the following links:

¢ Download 32-bit version of Microsoft Outlook

¢ Download 64-bit version of Microsoft Outlook

Meyg=n If you are unsure which version of Microsoft Outlook you are using, within Outlook select:
File »Help »About Microsoft Outlook. For Office365 Users select File »Office Account
»About Outlook

See also:

n Outlook Integration Video

2.1 PRE-REQUISITES

e Windows (any)
¢ Qutlook 2003 Onwards
¢ Dot Net Framework V 4.0
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https://www.teambinder.com/download/outlook/TBOutlookIntegrationsetup.zip
https://www.teambinder.com/download/outlook/TBOutlookIntegrationsetup(x64).zip
https://learn.ineight.com/Document/Content/Categories/VideoStartPage.htm?tocpath=_____2&wchannelid=7t7f1hizgh&wvideoid=05rd3i7bur
https://learn.ineight.com/Document/Content/Categories/VideoStartPage.htm?tocpath=_____2&wchannelid=7t7f1hizgh&wvideoid=05rd3i7bur

2.2 Installation Steps Outlook Integration User Guide

2.2 INSTALLATION STEPS

1. Once the download is complete, unzip the zip files.

! TBOutlookintegrati....zip ~

% Cpen

Always open files of this type
Show in folder

Cancel

2. Double click and run setup.exe from the extracted files.
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Name Type
DotNetEX40 File folder
setup.exe Application
TeamBinderOutlookintegrationSet..  Windows Installer Package
ﬂ TeamBinder Outlook Integration - >
Welcome to the TeamBinder Outlook Integration Setup Wizard (o)

The installer will guide you through the steps required to install TeamBinder Outlook Integration
on your computer.

WARNING: This computer program is 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 maximum extent possible under the
law.

MNext Cancel

3. Select a folder location for file installation. Select “Just Me” for yourself or “Everyone” in order
to install for all who use the computer.
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4. Click Next.
ﬂ TeamBinder Outlook Integration - X
v
Select Installation Folder and Scope @
QA Software

The installer will install TeamBinder Outlook Integration to the following folder.

To install in this folder, click Mext. To install to a different folder, enter it below or
click Browse.

FEolder:

Browse...

Install TeamBinder Outlook Integration for yourself, or for anyone who uses this computer.

O Everyone

@Just me

Back || MNext | Cancel
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5. Select Default Installation then click Next.

ﬂ TeamBinder Outlook Integration - >
Select Installation Type @
QA Software

Select installation for TeamBinder Qutlook Integration.

(@) Default Installation

() Custom Installation

ey g= The default Installation installs Outlook Integration with pre-defined
settings. Custom Installation allows you to choose you own settings when installing

Outlook Integration.
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2.2 Installation Steps

6. Click Install to begin installation.

Outlook Integration User Guide

ﬁ TeamBinder Outlook Integration (64 bit) Setup

Ready to install TeamBinder Outlook Integration (64 bit)

settings. Click Cancel to exit the wizard.

Click Install to begin the installation. Click Back to review or change any of your installation

Back

Install

Cancel

Page 12 of 45
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Outlook Integration User Guide 2.3 Custom Installation Settings

7. Once installation has completed, click Finish.

ﬁ TeamBinder Outlook Integration (64 bit) Setup - e

Completed the TeamBinder Outlook
Integration (64 bit) Setup Wizard

Click the Finish button to exit the Setup Wizard.

2.3 CUSTOM INSTALLATION SETTINGS

If Custom Installation is selected at step 5 in section 2.2 above then the window below will appear,
allowing you to apply your custom installation settings. This allows you to specify additional settings
especially if your corporate policies do not allow your outlook Data file to be stored in the default
location or if specific proxy settings are required.
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2.3 Custom Installation Settings Outlook Integration User Guide

URL:

Domain:

Ilser name:

Password:

| Data store location: |
(@) Default () Roaming () Custom

Enable auto update
Show Manage Projects screen when Outlook starts

Reset QK Cancel

1. Add Proxy information if required to connect to the internet. This will be pre-configured for all
users of this InEight Document Outlook Integration instance.

2. Select the appropriate Data store location:
¢ Default: Data gets stored in the user’s local application data folder.
¢ Roaming: Data is stored in the user’s roaming application data folder.

¢ Custom: Used to specify a custom location. Although the network location drives can be
specified, InEight does not recommend this as it leads to data corruption issues.

3. “Enable auto update” is selected by default. By deselecting this option auto update will be set to
“Never” and the Outlook Integration user will not be able to change this setting.

4. “Show Manage Projects screen when Outlook starts” is selected by default. When deselected it
will not show the manage projects screen when Outlook starts.
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CHAPTER 3 —CONNECTING TO INEIGHT
DOCUMENT FROM OUTLOOK

When starting Outlook for the first time after installation of the plug-in, you are prompted to identify
which InEight Document Server/Projects you want to connect to.

If you are not prompted, click the Teambinder Tab and select “Manage Projects.”

File Home  Send/Receive View Add-ins Help |TeamBinder|
1 New Item ~ FZ Change Mail Status Eé Open Item in TeamBinder £ 3 Send/Receive All Show Progress W Manage Projects | 408 Settings @ About

1. Click the Add button to connect one or more InEight Document projects to Outlook.

TeamBinder - Manage Projects
Synchronise Get All Enable Display 'y Server Project No Project Title Name Compa
From Transmittals Name Name
Change
Remove
Settings
< > oK
[] Do nat show screen at startup Cancel

2. Atthe Login window select the appropriate server that your project is located on. This is the URL
shown once logged into InEight Document. If you are unsure of the server details, contact the
InEight Document Support Hotline.

3. Log in by entering your InEight Document User ID, Company ID & Password or Company Login
then clicking Login. A list of the InEight Document Projects you have access to will then be
displayed.
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Login to TeamBinder

Outlook Integration User Guide

Server Name: |- ausl18teambinder.com

TeamBinder Login | Company Login (Single Sign-On)

User ID: |

Company D |

Password: |

——————— Login

TeamBinder Projects to Connect

Cancel

Select TeamBinder projects to connect with Outlook and set a synchronise start date.
Projects without access for mail and unregistered mail are listed but cannot be selected.

sl

Project Mo. 4 Project Title Eﬁt Download mail SentfReceived Since ~
[ ] FORMSTRAIN Forms Training Project 1 2072020
[ ] TB5TR1 TeamBinder5 Training Project... | [ | |2/07/2020
[ ] TBSTRAINING TeamBinder5 Training TestPr.. | [ | |2/07/2020
(1 20772020
D A GHL nEight Document Training Proj... |:| 2/07/2020
[] TRIALS01 InEight Document Trial Project | [ | 2/07/2020
L] TRNSFR2 Transfer Project 2 1 |2/07/2020

L'

4. Select the Project(s) to synchronise with Outlook Integration.

5. Tick Get All Mail to download existing InEight Document Mail.

Warning: As this process could take a long time if you enter a very early date, entering a

date less than a month ago in the Download mail/Sent/Received Since column is recommended.

6. Click OK to confirm the selected projects.

Page 16 of 45
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7. If Two Factor Authentication is enabled for the InEight Document account being added, Outlook
Integration will prompt you to enter the ‘Two Factor Authentication token’ generated in your
Authenticator App in your mobile device.

Two Factor Authentication X

Please enter a valid Two Factor Authentication token:

Project No:
User ID:

Training 502
JF

Company ID: HCC

I

NOTE

OK

To use a company login rather than your personal user login, at Step 3
above click on the Company Login (Single Sign-on) tab. The Company
Login requires the email address linked to your InEight Document
Account and is only available if InEight Document Single Sign-On is pre-
configured for your company by InEight. Please contact your InEight
Document account manager or Project Delivery Consultant for more
information on this.

Use the Change button to change the user that is currently logged into
the same project. Then enter new login details.

To limit the size of attachments downloaded into Outlook from InEight
Document before adding a project, click the Settings button and select
the General then adjust the size limit for file attachments against the
option Download mail or transmittal attachments equal or less then
(KB).

To change the Title of the project within Outlook simple double click on
the Project Title field in the Manage Projects window (this can be useful
if you want to add the same project more than once for different user
Ids.)

The date from which mail/transmittals are synchronised can also be
modified by double clicking on the Synchronise From” field.
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3.1 Teambinder Tab not Visible

See also:

Outlook Integration User Guide

3.1 TEAMBINDER TAB NOT VISIBLE

If the Teambinder Tab is not visible when Outlook is first opened, it is able to be installed manually.

1. Click File.

File Home

Send / Receive

View Add-ins Help TeamBinder

1 New ltem v FZ Change Mail Status Eé Open ltem in TeamBinder

2. Select Options.

Open & Export
Save As
Save Attachments

Print

Office
Account

Feedback

Options

Exit

Inbox - Tanya.Col

Account Information

m Tanya.Coulter@ineight.com
Microsoft Exchange

—I— Add Account

S

Account
Settings ¥

Account Settings

Change settings for this account or set up more
connections.

®  Access this account on the web.
https://outlock.office365.com/owa/INEIGHT.COM/
®  Get the Outlook app for i0S or Android.

Change

AiitAarnatic Ranliac (w1t Anf Oiffica)

3. Click Add-ins on the left-hand bar and navigate down to Manage >>Com Add-Ins. Click Go.

Page 18 of 45
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Outlook Integration User Guide 3.1 Teambinder Tab not Visible

Outlook Options ? X
General |E__|i§> View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
Groups Launch Add-in options dialog:
Peaple
Add-ins
Tasks
Search Name = ILoca‘[ion |Type -
Active Application Add-ins
Language GoToMeeting Outlook COM Addin C\.956\G2MOutlookAddine4.dll  COM Add-in
Ease of Access Microsoft Exchange Add-in CA..DDINS\UmOutlookaddindll  COM Add-in
Microsoft SharePoint Server Colleague Import Add-in C\..DDINS\Colleaguelmportdll  COM Add-in
Advanced Microsoft Teams Meeting Add-in for Microsoft Office C\..osoft.Teams.AddinLoader.dll COM Add-in
OneMote Motes about Outlook ltems CA\..root\Office16\ONBttnOLdll  COM Add-in
Customize Ribbon Outlook Social Connector 2016 C\..16\SOCIALCONNECTORDLL  COM Add-in
Quick Access Toolbar Productivity Tools CA\..bex\Plugins\ptolkadded.dll COM Add-in
Skype Meeting Add-in for Microsoft Office C\.\root\Office16\UCAddin.dll COM Add-in
Add-ins TeamBinder Outlook Integration mscoree.dll COM Add-in—
Irust Center Inactive Application Add-ins
BluebeamOfficeAddIn mscoree.dll COM Add-in
Microsoft Access Outlook Add-in for Data Collection and Publishing  C\..ice16\ADDINS\ACCOLK.DLL ~ COM Add-in
Add-in: GoToMeeting Outlook COM Addin
Publisher: LogMeln, Inc.
Compatibility: No compatibility information available
Location: C\Users\tanya.coulter\AppData\Local\GoToMeeting\17956\G2MOutlookAddiné4.dll

Description: GoToMeeting Outlook COM Addin

Manage: | COM Add-ins : Go. grp—

COM Add-ins

| oK | ‘ Cancel

4. Scroll down to Teambinder Outlook Integration and tick the check box to enable the plug in.
Click OK.

COM Add-ins ? X

Add-ins available:

Microsoft SharePoint Server Colleague Import Add-in
Microsoft Teams Meeting Add-in for Microsoft Office
Microsoft VBA for Cutlook Addin

CneMNote Notes about Outlook Items

Cutlook Social Connector 2016

Productivity Tools

l

ITNNNNEE

Location: mscoree.dll

Load Behavior: Load at Startup
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3.2 Outlook Add-In Warnings Outlook Integration User Guide

5. The Teambinder Tab is now enabled.

File Home  Send /Receive View Add-ins Help| TeamBinder

1 New ltem v rg Change Mail Status Eé Open Item in TeamBinder

3.2 OUTLOOK ADD-IN WARNINGS

If you receive an Add-In Alert from Outlook advising that your Add-In is causing Outlook to run slowly
and has been disabled, you can change the settings to Always Enable the Outlook Integration Add-In.

A ADD-IN ALERT Outlook disabled the add-in TeamBinder Outlook Integration’. It caused Outlook to open items slowly. View More Details...

1. Click File from the toolbar.

File Home  Send /Receive View Add-ins Help TeamBinder

1 New Item ~ r;:’ Change Mail Status E% Open ltem in TeamBinder

2. Select the Manage COM Add-ins button.
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Sawve Attachments

Print

Office
Account

Feedback

Options

Exit

—|— Add Account

5

Account
Settings v

&

Automatic
Replies

Manage Rules
& Alerts

|E__‘g‘§,>

Manage COM
Add-ins

3.2 Outlook Add-In Warnings

Account Settings

Change settings for this account or set up more
connections.

®  Access this account on the web.
https://outlock.office365.com/owa/INEIGHT.COM
®  Get the Outlook app for i0OS or Android.

Change

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltems and archiving.

® 087 GB free of 99 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive
updates when items are added, changed, or removed.

Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlock experience.

3. Click Options to expand. Click the Always enable this add-in radio button, click Apply.

InEight Inc. | Release 23.12
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3.2 Outlook Add-In Warnings Outlook Integration User Guide

Add-ins
Slow and Disabled Add-ins

These add-ins decreased performance or caused Qutlook to crash. For support with these issues, contact the vendor of

the affected add-ins.

Learn more

Productivity Tools
Average delay: 0.03 seconds

ATLCOM Qutlook Addin

This add-in caused Qutlook to start slowly. As a result, it was disabled.

. 4 Options :
Always enable this add-in

Apply s—

Close

4. A new set of options will be provided, select Do not monitor this Add-in for the next 30 days.

Click Apply and Close.
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~3
X

Add-ins

Slow and Disabled Add-ins

These add-ins decreased performance or caused Qutlook to crash. For support with these issues, contact the vendaor of
the affected add-ins.
Learn more

Productivity Tools
ATLCOM Outlock Addin Average delay: 0.03 seconds

This add-in caused Outlook to start slowly. It wasn't disabled because it's in the Always Enable list.
4 Options

O Always monitor this add-in

O Do not monitor this add-in for the next 7 days

@ Do not monitor this add-in for the next 30 days
(_) Disable this add-in

Apply

_P- Close

CHAPTER 3 — CREATING NEW INEIGHT
DOCUMENT MAIL

From the InEight Document Tab you can manage all the normal InEight Document mail functions
within Outlook. The InEight Document registers (mail and transmittals) are displayed below the Project
folder within the InEight Document set of folders as shown below.
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3.2 Outlook Add-In Warnings Outlook Integration User Guide

File Home Send / Receive  View Add-ins Help

1 New Item ~ @ Change Mail Status [é Open Item in TeamBinder £ 3 Send/Receive All Show Progress ﬂ Manage Projects 4g@ Settings @ About

<
~Favorites Al Unread
Inbox 2 UG |From \i] |Subject Type Reference Status Received ¥
Sent [tems v Today
Deleted ftems Frank Jacobs(Engineering Project S...  RE: Steel Clash atR... RFI-R HCC-J5-0603.01 OUTSTANDING Thu 2/07/2020 4:10 PM
<https://www teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/EPS-Logo-1.GIF>
Junk Email 2] |~
i Emat B John Smith(Houston Contracting) ] Steel Clash at RL 35.... RF HCC-JS-0603.00 OUTSTANDING Thu 2/07/2020 4:04 PM
Qutbox <https://www teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif=
RSS Subscriptions John Smith(Houston Contracting) Steel Clash at RL 35.... RFI HCC-JS-0604.00 OUTSTANDING Thu 2/07/2020 4:04 PM
3 Search Folders <https:/fwww.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Logo-4.gif>
John Smith(Houston Contracting) Meeting this afternco... MEMO HCC-J5-0531 OUTSTANDING Thu 2/07/2020 3:47 PM
> Groups <https:/fwww. teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Lago-4.gif >
John Smith(Houston Contracting) Meeting this aftern... MEMO HCC-J5-0530 QUTSTANDING Thu 2/07/2020 3:47 PM
) . <https:/fwww teambinder.com wdexpress//Bin/Projects/TRAININGS01/Logas/HCC-Lago-4.gif>
> DocsProjectDelivery
v Yesterday
S Personal Frank Jacobs(Engineering Project Ser... RE: Steel Clash at RL ... RFI-R HCC-J5-0599.01 CLOSED-QUT ‘Wed 1/07/2020 3:53 PM
<https:/www teambinder.com/wdexpress//Bin/Projects/ TRAININGS01/Logos/EPS-Logo-1.GIF>
N eam Bindan Joe Fredericks(Houston Contracting) @] Steel Clash at RL 35.... RFI HCC-JF-0029.00 OUTSTANDING Wed 1/07/2020 3:51 PM
<https:/www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>
Deleted ltems
John Smith(Houston Contracting) @] Steel Clash at RL 35.0... RFI HCC-J5-0599.00 CLOSED-OUT Wed 1/07/2020 3:51 PM
~ TRAINING501 <https:/www teambinder.com /wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Lago-4.gif>
Deleted John Smith(Houston Contracting) @] Steel Clash at RL 35.... RFI HCC-J5-0600.00 OUTSTANDING Wed 1/07/2020 3:51 PM
Drafts [7 <https:/www teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>
Inbox 1487 John Smith(Houston Contracting) @] Steel Clash at RL 35.... RF HCC-Js-0602.00 OUTSTANDING Wed 1/07/2020 3:51 PM
T e <https:/fwww.teambinder.com/wdexpress//Bin/Projects/ TRAININGS01/Logos/HCC-Logo-4.gif>
Sent Items \L John Smith(Houston Contracting) [I]J Steel Clash At RL 3... RFl HCC-J5-0601.00 QUTSTANDING Wed 1/07/2020 3:51 PM
<https:/fwww teambinder.com/wdexpress,/Bin/Projects/TRAINING501/Logos/HCC-Lago-4.gif >
> Transmittals
. . John Smith(Houston Contracting) Steel Clash at RL 35.... RFI HCC-J5-0598.00 QUTSTANDING Wed 1/07/2020 3:51 PM
Unregistered Mail <https://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>
S=archiiokler: John Smith(Houston Contracting) Meeting this aftern... MEMO HCC-J5-0525 OUTSTANDING Wed 1/07/2020 3:42 PM
Ad <https://www.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Logo-4.qif>

1. From the InEight Document tab within Outlook click New Item or InEight Document New Item
from the Home tab.

2. Select the Project, choose Mail then select the mail type from the drop-down list. This opens the
mail compose screen as you would see it in InEight Document.
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File Home Send / Receive

™ New Item ~

View

F/':? Change Mail Status

Add-ins Help  TeamBir

E% Open Item in TeamBinc

C] TRAINING501 >

C1 Mail

|

Inbox
Sent ltems

Deleted Items

Junk Email
Qutbox
RSS Subscriptions

» Search Folders

> Groups

» DocsProjectDelivery

D Transmittal »

(2]

<
=i

<
-

I W I P NP I B A I N I I

Client Advice
Commercial

Design Instruction

Letter

Memorandum

Mon Conformance Report
Request for Information
Site Instruction

Tender Query

Variation Order

Variation Request

3.2 Outlook Add-In Warnings

3. To add recipient(s), select the “To” and “CC” button or begin typing contacts names and select

from suggested users.

4. Create and send mail as per normal in InEight Document.

e = Recipient contact details are from the InEight Document Project Address Book and not
from the Outlook Address Book.

CHAPTER 3 — MANAGING MAIL WITHIN

OUTLOOK

1. To open Outlook Integration mail with the same formatting and fields available as in InEight
Document, select the mail in the register and click the Open Item in InEight Document button.

InEight Inc. | Release 23.12
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3.2 Outlook Add-In Warnings

File Home  Send/Receive View Add-ins Help TeamBinder

=1 New ltem v r? Change Mail Status [é Open Item in TeamBinder

<

£3 send/Receive All Show Progress

Outlook Integration User Guide

W Manage Projects {8 Settings @ About

~ Favorites Al Unread

Inbox 2 'O |From [ |Subject Type Reference Status Received ¥

Sent ltems v Today

Deleted Items | Frank ing ProjectS...  RE: Steel Clash at R... RFIR HCC-J5-0603.01 OUTSTANDING Thu 2/07/2020 4:10 PM

I <https:/ binder.com/wdexpi //Bin/Projects/ TRA G501/Logos/EPS-Logo-1.GIF>

kEnal H John Smith(Houston Contracting)  [J] Steel Clash at RL 35.... RFI HCC-JS-0603.00 OUTSTANDING Thu 2/07/2020 4:04 PM

Qutbox <http: c p Bin/Projects/TRA 501/Logos/HCC-Logo-4.gif>

RSS Subscriptions John Smith(Houston Contracting) Steel Clash at RL 35.... RFI HCC-J5-0604.00 OUTSTANDING Thu 2/07/2020 4:04 PM
e FEES <http: .C pi ojects/Tl 501/Logos/HCC-Logo-4.gif>

2. Toreply to an InEight Document mail when opened from the Open Item in InEight Document
tab, click the Reply or Reply All button. If there is more than one mail type configured for the
response, select from the list of mail types to use for your reply as normal.

To reply to an InEight Document mail from within Outlook, select the InEight Document mail

item you wish to respond to and open it. Then click the Reply or Reply All button. If there is
more than one mail type configured for the response, select from the list of mail types to use for

your reply as normal.

Tl -~

& 2

RE: Steel Clash at RL 35.000 on Level 1 - AT - Message (HTML)

File Message  Help Q Tell me what you want to do
m - B D" e) «j — E\L—IMoveto:? v

RE: Steel Clash at RL 35.000 on Level 1 - AT

Frank Jacobs(Engineering Project Services) <test@test.com>
To John Smith (Houston Contracting)
Cc Joe Fredericks (Houston Contracting)

eps

RFI Response

E Mark Unread EE v

fa

£ Find

O\ Zoom

€ Reply

% Reply Al

—> Forward

Thu 2/07/2020 4:10 PM

Reference No.:
Project Title:

HCC-JS-0603.01
InEight Document Training Project Master

See also:
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3.1 CHANGE MAIL STATUS

3.1 Change Mail Status

1. To change the Status of a Mail: Select mail item(s) from the appropriate inbox and then click the

Change Mail Status button from the InEight Document tab and update as required.

TeamBinder - Change Mail Status

Status: Closed-out s

—|'t oK Cancel

File Home  Send/Receive View Add-ins Help TeamBinder

1 New Item ~ FZ Change Mail Status [é Open Item in TeamBinder G Send/Receive All Show Progress W Manage Projects {EZ}‘ Settings @ About

<
~ Favorites All  Unread
Inbox 4 DO |From [ |Subject Type Reference Status Received ¥
Sent Items ~ Today
Deleted Items Frank Jacobs(Engineering Project Ser..  RE: Steel Clash at RL ... RFI-R HCC-15-0603.01 OUTSTANDING Thu 2/07/2020 4:10 PM
<https://www.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/EPS-Logo-1.GIF>
Junk Email 2] |~
fe] John Smith(Houston Contracting) [I]J Steel Clash at RL 35.... RFI HCC-J5-0603.00 QUTSTANDING Thu 2/07/2020 4:04 PM
QOutbox <https://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>
RSS Subscriptions John Smith(Houston Contracting) Steel Clash at RL 35.... RFI HCC-J5-0604.00 OUTSTANDING Thu 2/07/2020 4:04 PM
3 Search Folders <https://www.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Logo-4.gif >
John smith(Houston Contracting) Meeting this afternco... MEMQ HCC-JS-0531 QUTSTANDING Thu 2/07/2020 3:47 PM
> Groups <https://www.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Logo-4.gif>

Receive All button.

2. Todo a Send and Receive refresh between Outlook and InEight Document click the Send/

File Home Send / Receive  View Add-ins Help  TeamBinder

1 New ltem ~ Fg Change Mail Status [@ Open Item in TeamBinder | £ Send/Receive All Show Progress ﬂ Manage Projects 43¢ Settings @ About

InEight Inc. | Release 23.12
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CHAPTER 4 — OFFLINE ACCESS AND MAIL
CREATION

If there is no internet connectivity or Outlook is in offline mode, new mail cannot be sent or received
from InEight Document. However, existing mail already synchronized with Outlook can be accessed
and offline drafts created (although not with the InEight Document specific fields) and stored in an
offline folder. This draft is then sent through InEight Document once connectivity is regained and after
the final draft is completed.

For more information, see the link below.

4.1 Drafting mail offline ... . 29

4.1 DRAFTING MAIL OFFLINE

1. Select Work Offline mode from the Send/Receive tab.

File Home | Send [ Receive | View Add-ins Help  TeamBinder
{3 Send/Receive All Folders B> Send All [~ EE Send/Receive Groups > Show Pragress & Cancel All % Work Offline

2. Click on the New Mail button.
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File Home  Send /Receive View Add-ins Help  TeamBir

1 New ltem v F& Change Mail Status Eé Open Item in TeamBinc

C] TRAINING501 >

£ Mail > Client Advice
C] Transmittal > Commercial
Inbox
Sent ltems ~ T Design Instruction
Deleted ltems Letter
Junk Email [2] Memorandum
Qutbox

Non Conformance Report

RSS Subscripti
ubscriptions Request for Information

» Search Folders

Site Instruction

> Grou
ps Tender Query

Variation Order

> DocsProjectDelivery

I I e N NP N B A I R I

Variation Request

<
-

3. Select a Mail type from the list. You will receive the following message, select Yes.

TeamBinder

TeamBinder Outlook Integration is currently offline. Do you wish to

! compose and save a draft TeamBinder mail with basic details?
The composed draft mail could be completed and sent once internet
connection available.

4. Add the relevant details to the Mail.
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File Message Insert Options Format Text  Review Help ¢ Tell me what you want to do
[f ~ <  calibi v~ 11 v~ B I U &£ - A~ =« & 5 - - - F- | L B B
[ b
. From w Joe Fredericks
Send Ta Tanya Coulter
Cec
Cifline Madl

Hi Tanya

This is an offline mail for training purposes.

TeamBinder_signature_will be_placed here

5. Click the Send button. An InEight Document message will be displayed, click OK.

TeamBinder >

TeamBinder mails composed offline, can only be sent and
synchronized with TeamBinder when an internet connection is

available,

—_— K

6. A draft has now been saved in the Offline Drafts folder.

InEight Inc. | Release 23.12 Page 31 of 45



4.1 Drafting mail offline Outlook Integration User Guide

File Home  Send /Receive View Developer Add-ins Help TeamBinder

1 Mew Item ~ Ebg Change Mail Status [% Open Item in TeamBinder £ Send/Receive All [E

L1
~ Favorites All - Unread
Inbox 3 I |To W |Subject Type
Sent ltems ~ Today
Deleted Items Dg Tanya Coulter Meeting tomorrow MEMO

Hi Joe | will be at the meeting but may be late. TeamBinder_signature_will_be

» Tanya.Coulter@INEIGHT.COM
» DocsProjectDelivery
» Personal

~ TeamBinder
Deleted Items
w TRAININGS01
Deleted
Drafts
Inbox 172
Offline Drafts (1]

| Cent Items

7. Reconnect by switching the Work Offline button off again.

File Home | Send /Receive | View Add-ins Help  TeamBinder

£3 send/Receive All Folders > Send All E_! Update Folde E:"‘, Send/Receive Groups ¥

Show Progress & Cancel All ‘ @ Work Ofﬂinel

8. Select the Offline Drafts Folder, open the draft mail item.
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File Home  Send /Receive View Developer Add-ins Help TeamBinder

1 New Item ~ I_& Change Mail Status [% Open ltem in TeamBinder % 3 Send/Receive All [E

€

v Favorites All - Unread
Inbox 3 IO |To W [Subject Type
Sent ltems ~ Today
Deleted ltems [% Tanya Coulter Meeting tomorrow MEMO
Hi Jae | will be at the meeting but may be late. TeamBinder_signature_will_be

> Tanya.Coulter@INEIGHT.COM
» DocsProjectDelivery
» Personal

~TeamBinder
Deleted Items
~ TRAINING501
Deleted
Drafts
Inbox 172
Offline Drafts (1]

| Sent Items

9. You will receive the following message, click Yes.

Do you wish to open the offline draft mail from TeamBinder and
.l complete composing it?

i Yes No

10. Asyou were not connected to InEight Document when the draft mail was created, the recipient
will need to be selected. In the InEight Document Contact field, select the recipient from the

drop-down list. Click OK.
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Inwalid recipients

Bedow reciphents ang imvald and wil not be adoed into the created TeamBinder drafl mal,

But a valld Teaminder contact could be selected for the isted Outlok 10 mutiple
Hate: Same TeamSinder contact sebecied more than once will be ignored.
| Mame EMai ToCe/Bet
» | Tanya Coutier | Tanya Couller@MEIGHT.COM | To 5 than ane valkd contact exsts in TeamBinder
Boof Coulter (TC Company])
Summer Coulber (TC

11. The Draft will open in InEight Document, complete the relevant fields and click Send.

12. The mail is now visible in InEight Document.

Tiwe

ByDatew T

| recemed = | ractiate Categories \s

Joe Fredenc.  Offine Mail MEMO HCC-F-0071 OUTSTANDING Wed 17/DSZ020 1134 AWM
<hep: mjwiienpe 501/L0gorHCC-Logo-S.gif
W Twe Wisks Ags
Joe Frederl... Meeting mext week MEMD HECJF- 2070 CUTSTANDING The 4/06/2020 4:24 PM HNane 13K8
! IogesHIC-Loge-Sgi
Jae Freder... Meeting this wesk MEMO HEC-JF 2068 OUTSTANDING Thas 4/06/2008 4:15 PM Nona 1358
asvibnnd iAogerHCC-Lage-dgis
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CHAPTER 5 - UNREGISTERED MAIL

Outlook mail can be dragged and dropped directly into InEight Document using the Outlook Integration
Unregistered Mail folder. Mail remains Unregistered until it is processed, (ie all mandatory fields
completed, and mail sent).

The Unregistered Mail folder appears below the Sent Items folder in Outlook and is available if users
have personal access to the unregistered mail function in InEight Document.

For users without access to the Unregistered Mailbox in InEight Document, access must be granted by
an Administrator.

For more information, see the link below.

5.1 Importing Unregistered Outlook Mail into InEight Document ................................. 35

5.1 IMPORTING UNREGISTERED OUTLOOK MAIL INTO
INEIGHT DOCUMENT

1. Drag Outlook mail to the Unregistered Mail Folder for the appropriate project.

4 TRAININGS501
Deleted
Drafts [1]
Inbox
Offline Drafts

Sent ltems

IUnregmtered Malll

2. Open the unregistered mail and complete all mandatory fields including the To and CC field mail
recipient(s) and Mail Type.

3. Click Send.

4. The Mail will now appear in the recipient(s) InEight Document Inbox as well as their Outlook
Integration InEight Document Inbox (if they have Outlook Integration).
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NOTE

* When an offline draft is being processed into InEight Document by the
user, if recipient emails map to multiple contacts in InEight Document,
the user can choose which contact should be selected.

¢ Outlook Integration will NOT move the original mail item.

» The unregistered mail folder will only appear in Outlook Integration if
personal unregistered boxes are activated in InEight Document.
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CHAPTER 6 — TRANSMITTALS

From the InEight Document Tab you can manage a number of InEight Document Transmittal functions
using Outlook.

File Home  Send/Receive View Add-ins Help  TeamBinder

1 New Item Fz Change Mail Status [5 Open Item in TeamBinder £ 3 Send/Receive All Show Progress ifﬁ Manage Projects 408 Settings @ About

<
~ Favorites All - Unread
Inbox 4 D‘@ ‘From |Recewed e Subject Reference Company
Sent Items v Older
Deleted Items Adrian Hinkley (Eng... Mon 11/05/2020 4:04 PM Electrical Drawings - Issued for Review TRAINING501000514  Engineering Project Services
Document Transmittal <https://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/EPS-Logo-1.GIF>
> Search Folders
John Smith (Housto... Thu 16/01/2020 10:13 PM KM-23607-2017-1 | Doc Revision B f.. TRAINING501000367 Houston Contracting
> Groups Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501 /Logos/HCC-Logo-4.gif>
Joe Fredericks (Hou... Wed 15/01/2020 11:42 AM Notification of Package Issue. Reaso.. HCC-000416 Houston Contracting
Notification of: Package Issue. Reason: Issued for Tender
> DocsProjectDelivery Joe Fredericks (Hou... Mon 13/01/2020 2:02 PM High voltage TRAININGS01000384 Houston Contractin
9 g 9
Document Transmittal <http://www.teambinder.com/wdexpress,/Bin/Projects/ TRAINING501/Logos/HCC-Loga-4.gif>
> Personal Joe Fredericks (Hou... Mon 16/12/2019 12:03 PM High voltage TRAININGS01000375 Houston Contracting
Document Transmittal <httpy//www.teambinder.com,/wdexpress//Bin/Projects/TRAININGS01/Logos/HCC-Logo-4.gif>
~TeamBinder Joe Fredericks (Hou... Wed 20/11/2019 1:07 PM Notification of Package Issue. Reaso... HCC-000406 Houston Contracting
Deleted Items Notification of: Package Issue. Reason: Issued for Information
+ TRAINING501 John Smith (Housto... Fri 18/10/2019 1:15 PM Structural Docuemnts TRAINING501000287 Houston Contracting
Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Prajects/TRAINING501/Logos/HCC-Logo-4.gif>
Deleted
Frank Jacabs (Engin... Wed 2/10/2019 10:01 AM PDF files Merge TRAININGS01000258 Engineering Project Services
Drafts 1 Documert Transmittal <http://www.teambinder.com/wdexpress//Bin/Prajects/TRAINING501/Logos/EPS-Lago-1.GIF>
Inbox 1486 . .
Joe Fredericks (Hou... Thu 19/09/2012 11:59 AM Document Testing TRAINING501000223 Houston Contracting
Offline Drafts Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif
Sent ltems ) Frank Jacobs (Engin... Tue 13/08/2019 2:30 AM test TRAININGS01000152  Engineering Project Services
+ Transmittals Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/EPS-Logo-1.GIF>
Drafts [16] @ Frank Jacobs (Engin... Tue 13/08/2019 9:29 AM test TRAINING501000151  Engineering Project Services
. Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Projects/TRAININGS01/Logos/EPS-Loge-1.GIF>
nbox
Sent ems Joe Fredericks (Hou... Fri 2/08/2019 1:54 PM Civil Documents TRAINING501000108  Houston Contracting
Document Transmittal <httpi//www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>
Unreqgistered Mail
Joe Fredericks (Hou... Fri 14/06/2018 1:14 PM Transmittal this!! TRAINING501000001 Houston Contracting
Search Folders Document Transmittal <http://www.teambinder.com/wdexpress//Bin/Projects/TRAINING501/Logos/HCC-Logo-4.gif>

For more information, see the link below.

6.1 Creating New InEight Document Transmittals ... 37

6.1 CREATING NEW INEIGHT DOCUMENT
TRANSMITTALS

1. From the InEight Document tab click New Item or InEight Document New Item from the Home
tab.
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2. Select the Project, choose Transmittal then select the Transmittal type from the drop-down list.
This opens the Transmittal compose screen as you would see it in InEight Document.

File Home  Send /Receive View Add-ins Help TeamBinder

TN

1 New ltem v @ Change Mail Status E@ Open ltem in TeamBinder & J !

] TRAINING501 >

B3 Mail >

1l Linread

1 Transmittal > D Latest Document Transmittal
Inbox
Sent ltems v @ D Latest Revised Document Transmittal
Deleted ltems D Review Document Transmittal
» Search Folders D Superseded Document Transmittal
> Groups D Rejected Document Transmittal

3. To add recipient(s), select the “To” and “CC” buttons or begin typing contacts names and select
from suggested users.

4. Create and send Transmittal in the same way as if you were logged into InEight Document and
using the normal Transmittal screen.

NOTE * Recipient contact details are from the InEight Document Project Address
Book and not from the Outlook Address Book.

¢ Use the Open Item in InEight Document button to open a transmittal from
within Outlook with all the formatting and fields you would see if you were in
InEight Document.

¢ To manage the Synchronization of Transmittal information between InEight
Document and Outlook use the Enable Transmittals option from within the
Manage Projects window. A subfolder for Transmittals is created under the
Project folder in Outlook.
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CHAPTER 7 - REMOVING A PROJECT

1. Select Manage Projects from the InEight Document tab.

File Home Send / Receive  View  Add-ins  Help

Eé Open Item in TeamBinder S Send/Receive All Show Progress

1 New Item v FZ Change Mail Status

2. Tick the check box for the project you wish to remove.

3. Click Remove then OK.

TearnBinder - Manasge Projects

m Manage Projects

Enatle Traneminale  Chaplay Mame
TRAININGESZ

Symcvoniss Fem  Gel A
| BN IFd

| Do not show screen ot startup

A Sareer Nase Pezymct No
‘wwew beambinder com | TRAININGS02

Tanegsl2?

L

I

|

i
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CHAPTER 8 —SETTINGS

The InEight Document Outlook Integration settings window allows the user to modify settings on a
personal basis.

See setting options below:

8.1 PROXY SETTINGS

This tab will allow you to set the proxy server settings to be used by InEight Document Outlook
Integration when connecting to the InEight Document servers.

1. Click Settings.

2. Update Proxy settings (between the user’s account and the internet) as required from the Proxy
tab.
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File Home

Send / Receive  View Add-ins  Help

Outlook Integration User Guide

1 New Item v I—z Change Mail Status [é Open Item in TeamBinder G Send/Receive All Show Progress ﬂ Manage Projects -’E} Settings @ About

Proxy

Settings

General Update Offline Drafts

LRL:

Domain:

User Mame:

Password:

Cancel

8.2 GENERAL SETTINGS

The following settings can be adjusted from this tab:

1. Disable Expect: 100-continue headers — Enable this option to fix connection issues between

InEight Document Outlook Integration and the InEight Document server caused by the 100-

expect-continue and keep-alive headers.

2. Mark as Unread all downloaded mails — All downloaded unregistered mails will be marked as

unread when enabled.

3. Sync Changes to downloaded mails — if this is not enabled the status changes within InEight

Document to previously downloaded mails will not be updated in Outlook.

4. Sync Response required by date from InEight Document — If ticked this will enable the

“Response Required By” date in Outlook. (This is ticked by default).
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8.3 Update Settings

5. Do not download mail or transmittal attachments — Does not download any attachments in

Outlook.

6. Download mail or transmittal attachments equal or less than (KB) — Will only download

attachments equal or less than a specified size.

7. Use Default Browser to Open InEight Document Items — When setting is enabled, and an

internet connection is available, items opened in InEight Document (by using “Open in InEight

Document” button) will be opened as a new window/tab in the user’s default browser.

Proxy

Settings

General

Update Offline Drafts

[ ] Disable Expect:100-continue headers

Sync response required by date from TeamBinder

[ ] Do not download mail or transmittal attachments

Use Default Browser to Open TeamBinder Items

Open processed unregistered mail

[ ]| Mark as unread all downloaded unregistered emails

Sync changes to downloaded mails and transmittals

OK

[ ] Download mail or transmittal attachments equal or less than(KB)

10240 4

Cancel

>

8.3 UPDATE SETTINGS

Settings in this tab control the frequency that Outlook Integration checks for updates.This tab gives

you the following update options:

1. Never — does not allow you to update Outlook when it becomes available.

2. Each time Outlook is started — will update every time there is a new Outlook version available.

InEight Inc. | Release 23.12
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Settings
Proxy Generall Update

Check for updates:

Offline Drafts

Each time Outlook is started

Mever
Each time Outlook is started

OK

Cancel

8.4 OFFLINE DRAFTS

This tab provides the following options for inserting a signature while drafting mail offline:

1. Include no signature.

2. Use the default Outlook signature.
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3. Use an InEight Document signature associated with the InEight Document user.

Settings

Proxy General Update| Offline Drafts

Signature for offine composed mails
() No signature

() Default Outlook signature

(@ TeamBinder signature

Ok

Cancel

X
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