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Microsoft Office Add-ins for InfoScreen Quorum® - Guide

Version 2.0.2
November 18, 2010

“This completes another step towards the seamlessly integrated Document Management System
that will follow shortly,” said Bojan Mijuskovi¢ the Software Development Manager of InfoScreen.
“The released Microsoft Office Add-ins provide InfoScreen Quorum® users with the added
functionality they had been looking for. Through these Add-ins, users are given access to the filing
structure of the entities in InfoScreen Quorum® directly from within Microsoft Word, Excel and
Outlook. With the Microsoft Office Add-ins it is now possible to Open and/or Save any Document
from and to InfoScreen Quorum®.

The Document Storage facility, that is an integral part of InfoScreen Quorum®, provides the ideal
solution for a central location to store all types of documents and automatically relate them to any
Contact or Entity in InfoScreen Quorum®.

Using the Add-ins

You can use the Microsoft Office Add-ins for InfoScreen Quorum?® provided that:

1. One of the supported versions of Microsoft Office is installed on your computer
2. The relevant Add-in is installed on your computer
3. InfoScreen Quorum is runningi.e. a user is logged-on from your computer

The term Add-in refers to “small programs that extend the capabilities of an application by adding
custom commands and specialized features”. As such, it is necessary to install the required Add-ins
on each computer to which you wish to provide the added functionality.

Three Add-ins are currently available for Microsoft Office:

1. Microsoft Word Add-in
2. Microsoft Excel Add-in
3. Microsoft Outlook Add-in

Supported versions: Microsoft Office XP (2002), 2003, 2007 and 2010
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Microsoft Word and Excel

InfoScreen Quorum Add-ins for Microsoft Word and Excel offer the same functionality and can be
accessed from the InfoScreen Quorum tab on the Ribbon (applies to Microsoft Office 2010 and
2007; earlier versions of Microsoft Word and Excel will display the InfoScreen Quorum group options

as part of the Toolbar).

Microsoft Word 2010 Ribbon

Home Insert Page Layout References Mailings Review View InfoScreen Quorum
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Quorum Quorum

Quorum
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InfoScreen Quorum

Data Review View

Insert Formulas

Page Layout

Open from Save to
Quorum Quorum

Quorum

Two functions are available:
1. Open from Quorum

2. Save to Quorum
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1. Open from Quorum (Microsoft Word or Excel)

1.1. To Open any Word or Excel document that is currently stored in Quorum click
on the Open from Quorum icon.

1.2. The Open (Quorum open dialog) window opens up.

@

Open from[
Quorum |

Clients:

File name

Image

ﬂ star
ﬂ] Name
—_—

@ STARION TRUST

(g Starion Services Ltd

[& BLU STAR TRADING LTD

& BLUE STAR SHIPPING LTD

% STARION MANAGEMENTLTD (€]

i£% GLOBAL STAR LTD

i

Open

Quorum open dialog

1 | 3

@l

will match the letters to your Clients and if it finds more than one match it will display a list
of results. The icon in front of each Client corresponds to the type of Client i.e. General

Clients:

File name

Open
Quorum open dialog
1 STARION MANAGEMENT LTD 2=k
(P | T |
Name I; Description CDate B
Memorandum and Articles  Memorandum and Articles of Assoc  11/25/2009
HEL HEL 11/25/2009
HE2 HE2 11/25/2009
HE3 HE3 11/25/2009
Declaration of Trust Paula Moldovan 11/25/2009
Power of Attoney Stylianos Petrou 11/25/2009

] Instrument of transfer
as

Paula Moldovan to Infolino Manage 11/25/2009 a

1.3. Click on Clients or Contacts
depending where your
document is stored. By -
clicking on the Clients the
system will match clients in s
the Corporate module
(Companies, Trusts, Branches,
etc) as well as other Clients
(such those that do not
belong to the Corporate
services module).
1.4. In the Clients field,
type at least 3 letters from
the name of the Client and
then press enter. The system
Client, Company, Trust, Branch, etc.
1.5. Double click on a Client to
have their Microsoft Word or
Excel documents listed. You -
can also navigate through the -
Folder list on the left. e s
N 0 e o
1.6. Select a document from the EE?&%LZ;““
list and click on the Open e bbbl
button. The selected 10 ot
document will open in Word éﬁ::mm
or Excel. IR
IMPORTANT NOTES:

1.6.1. To Save any modifications in the document back to its original
location in InfoScreen Quorum so that the original document is

|
el s [save ctn-9) )|
Save (Ctrl+S) |

replaced with the modified document, use the normal Save
button or default Save shortcut in Microsoft Word or Excel.

1.6.2. To Save any modifications in the document to a NEW location in InfoScreen
Quorum e.g. to a different Client or Contact, click on the Save to Quorum
icon on the ribbon. The steps are similar to the ones described above but

Save to
Quorum

they are also explained further in Section 2 below (Save to Quorum).
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2. Save to Quorum (Microsoft Word and Excel)

2.1. To Save an Opened or New Word or Excel document to InfoScreen Quorum click
on the Save to Quorum icon. The Save (Quorum save dialog) window opens up.

2.2.

2.3.

2.4,

2.5.

Click on Clients or Contacts
depending on where you
prefer to store  your
document.

In the Clients field, type at
least 3 letters from the name
of the Client and then press
enter. By clicking on Clients
the system will match clients
in the Corporate module
(Companies, Trusts, Branches,
etc) as well as other Clients
(i.e. that do not belong to the
Corporate services module).
Clicking on Contacts will
match entries in Contacts.

Save to
Quorum |

1 [ G| £ )

Save

Quorum save dialog

oan Document name: ReleaseNotes-1.1.62
I [JRoot e ) —
b (02 2) o
Folder: _|€] name
- | £, starion Services Ltd
Description: & BLU STAR TRADING LTD

[ BLUE STAR SHIPPING LTD
R O —]
T @ STARIONTRUST

3 GLOBAL STARLTD

el |
ance! J

[

If it finds more than one match it will display a list of results. The icon in front of each Client
corresponds to the type of Client i.e. General Client, Company, Trust, Branch, etc.

Double click on the preferred Client.

Click on the Save button. The

selected document will be
saved under the Root folder
in the selected Client.
Optionally, you may add
additional parameters such
as:

2.5.1. Select a subdirectory
from the list to save
your document there.

2.5.2. Add a Description that
provides additional

Save

Quorum save dialog

Document name: ReleaseNotes-1.1.62

4 _JRoot
F I L101) Correspondence
1 L1 02) Banking Matters

| L_103) Registrar of Companies M2 Miscellaneous
I L} 04) Corporate Documents

1 305) Minutes Description: InfoScreen Release notes ‘,27621 ( 2 ;
L1 06) Share Certificates
| _}07) Due Dilligence |
| L_}08) Trust D

Clients: |8 STARION MANAGEMENT LTD

Folder:

_109) Agreements Name Description Date B3

-.Tilol Legal work Memorandum and Articles Memorandum and Articles of Assoc  11/25/2009 l

Il Eoposis (U | e HEL 11/25/2009
HE2 HE2 11/25/2009
HE3 HE3 11/25/2009
Declaration of Trust Paula Moldovan mzmaol; -]

Save || Cancel |

information related to your document.
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Microsoft Outlook

InfoScreen Quorum Add-ins for Microsoft Outlook offer similar functionality like their counterparts
in Word and Excel and can be accessed from the Ribbon (earlier versions of Microsoft Word and
Excel will display the InfoScreen Quorum group options as part of the Toolbar) in a new or opened

email.

Microsoft Outlook 2010 Ribbon (received and opened email)

a3 i 1 - ( o E
% Ignore x 1 X i 8 Meeting |3 Bugzilta 23 [ Rules 3} Mark Unread aﬁ # €
¢ iz To Manager b |15 E OneNote E. Categorize ~ % b4
& Junk - Delete  Reply Reply Forward T, More ~ . — | Move : Translate Zodg Save to Create atask Save attachments
All (3 Team E-mail v » 2] Actions ~ | ¥ Follow Up ~ - * Quorum in Quorum to Quorum )
Dglzte Respond Quick Steps " Move Tags . Editing Zoom Quorum

'J"‘\,&wﬁ\d"""--*-#\-V‘*ﬂ.r&"\"‘\w“wﬂ

Three functions are available:

1. Saveto Quorum
2. Save attachments to Quorum

3. Create a task in Quorum

Microsoft Outlook 2010 Ribbon (hew email)

Review

T ) L Foll \
=0 B @ ) () T
3 Copy i ) ¥ High Importance
Paste B I U | ¥- A -3 = | i¥ 5 | Address Check | Attach Attach Signature Zoom
= = =l Book Names File Ttem~ - # Lowimportance

v J Format Painter
Clipboard _ BasicText Names Include Tags | Zoom |

N e e O ¥ P S o U NPy

Format Text

Options

z AN

Send and save Attach from
to Quorum Quorum

Quorum

Two functions are available:

4. Send and Save to Quorum

5. Attach from Quorum
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1. Save to Quorum (Microsoft Outlook)
1.1. To Save an Opened email to InfoScreen Quorum click on the Save to Quorum
icon. The Save (Quorum save dialog) window opens up.

1.2.

1.3.

1.4.

1.5.

Click on Clients or Contacts
depending on where you
prefer to store your email.

In the Clients field, type at
least 3 letters from the name
of the Client and then press
enter. By clicking on Clients
the system will match clients
in the Corporate module
(Companies, Trusts, Branches,
etc) as well as other Clients
(i.e. that do not belong to the
Corporate services module).
Clicking on Contacts will
match entries in Contacts.

&

Save to
Quorum

Save

Quorum save dialog

Contacts

A1 Document name: ReleaseNotes-1.1.62
I LJ Root T — T
des (0 (2) =)
Folder: | ] Name
| 3; Starion Services Ltd
Description: & BLU STAR TRADING LTD

[E BLUE STAR SHIPPING LTD
R S —]
|G starion TRUST

i3 GLoBAL STARLTD

< | i »

=
]

Teave || TCancel |

e
—

If it finds more than one match it will display a list of results. The icon in front of each Client
corresponds to the type of Client i.e. General Client, Company, Trust, Branch, etc.

Double click on the preferred Client.

Click on the Save button. The
selected document will be
saved under the Root folder

in the selected Client.
Optionally, you may add
additional parameters such
as:

1.5.1. Select a subdirectory
from the list to save
your document there.

1.5.2. Add a Description that
provides additional

Save

a im save d
Contacts Quorum save dialog

LAl

Document name: Releaseotes-1.1.62
4 |_]Root e

1 | L} 01) Correspondence Clients: | i STARION MANAGEMENT LT| B
102) Banking Matters 7
I [.103) Registrar of Companies _Folder L2 Miscellaneous

I L1 04) Corporate Documents o

I L_105) Minutes Description:
L} 06) Share Certificates

| L_107) Due Dilligence

| _108) Trust D

1 09) Agreements

—)10) Legal work

1 11) Proposals / Offers

L_112) Miscellaneous

InfoScreen Release notes ‘.‘:.EZ‘.I @

Description

Name Date
Memorandum and Articles Memorandum and Articles of Assoc  11/25/2009
|| HEL HEL
HE2 HE2
HE3 HE3

—— —
Save Cancel ™|
: .

information related to your document.
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2. Save attachments to Quorum (microsoft Outlook)
2.1. To Save the attachments from an Opened email to InfoScreen Quorum
click on the Save attachments to Quorum icon. The Save (Quorum save

2.2.

2.3.

2.4,

2.5.

dialog) window opens up.

Click on Clients or Contacts
depending on where you
prefer to store the
attachments.

In the Clients field, type at
least 3 letters from the name
of the Client and then press
enter. By clicking on Clients
the system will match clients
in the Corporate module
(Companies, Trusts, Branches,
etc) as well as other Clients
(i.e. that do not belong to the
Corporate services module).
Clicking on Contacts will
match entries in Contacts.

=
Q
Save attachments
to Quorum

-

=& =

Save attachments

Quorum save dialog

Clients:

] star
:‘ ﬂ Name
T &, Starion Services Ltd

Folder:

O

N/ BLU STAR TRADING LTD
1 10 cstra B BLUESTAR SHPPINGLTD
=
O, STARION HANAGEMENT LTD 3
|'@ STARION TRUST
i Bookl i ¢ oBAL sTAR LTD
E-]J ‘} <| " | »
&) sook:
Newsletter 1 pul 393 KB
RE InfoScreen Qi 30KB

-

=
[~

HEENEEE

OK | Cancel

If it finds more than one match it will display a list of results. The icon in front of each Client
corresponds to the type of Client i.e. General Client, Company, Trust, Branch, etc.

Click on the check box at the
front of each attachment in
the list to select it for saving
and click on the OK button.
The selected document will
be saved under the Root
folder in the selected Client.

Optionally, you may also
Select a subdirectory from the
list to save your document
there.

Double click on the preferred Client.

. _
o oo W o=

Save attachments

Quorum save dialog

Contacts

oAl B Clients: 124 STARION MANAGEMENTLTD (][]
4 _JRoot
LJ 01) Correspondence \Services agreement\07) Due Dilligence
| LJ02) Banking Matters

L] 03) Registrar of Companies Name size B4

1 04) Corporate Documents

653 KB

ﬁ CSTrain

I LJ05) Minutes
L) 06) Share Certificates EIJ ACCOUNT MESSAGES 26 KB
4 |_]07) Due Dilligence
Bookl 16 KB
__J Bank references o
_JIndemnity letters £ EI_] Office modification 8KB
L) Passport / ID copies
I Photos L] @ Bookl 2ke
L_J Professional references [ ] Newsletter 1_pub 303 KB

=
me <] REInfoScreen Quorum - Proposal 30 KB n
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3. Create a task in Quorum (Microsoft Outlook)

3.1. To Create a task in InfoScreen Quorum and assign it to users immediately,
click on the Create a task in Quorum icon. The Create new task window

opens up.

3.1.1.

3.1.2.

3.1.3.

3.14.

3.1.6.

The Subject is taken automatically
from the email itself. Change it if
necessary.

Click on the Plus button to select one
or more users to assign the task to.

Adjust the time Constraints for the
completion of the task.

In the Client field, type at least 3 In
the Client field, type at least 3 letters
from the name of the Client and then
press enter. The system will match
clients in the Corporate module
(Companies, Trusts, Branches, etc) as
well as other Clients (i.e. that do not
belong to the Corporate services

module). If it finds more than one match it

Click on Save to complete the ope

Employee

Create a task
in Quorum

Create new task

[7] Private task

Code:
Subject: InfoScreen Quorum - Release notes v.1.1.62 (1 '
Assign to: -

[] This task can be reassigned

Constraints / Z

Starton: |25/11/2005 12:00 AM | ¥ | M%ﬂ@ \
Complete by: [28/11/2005 12:00aM [v|  [inffree days/(3d) 1)

[ Detaits Desq'pmx 5 .
SJQ Client: | {1]

Service:

ration.

¥ | ] Name E-mail Organization
i 3 Janis Legzdins Starion Services Ltd
e e e
|8 Michalis Georgiou Starion ServicesLtd |
| & mike Kyriakou Starion ServicesLtd |
EB New Tester 2 Starion Services Ltd
8 second Test Starion Services Ltd
;3 Test Other Starion ServicesLtd

|« i

J 3
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4. Attach from Quorum (Microsoft Outlook)

N

4.1. To Attach to a New email any document that is currently stored in Quorum Q
click on the Attach from Quorum icon. Attach from
Quorum |

4.2. The Open (Quorum open dialog) window opens up.

4.3. Click on Clients or Contacts
depending where your

document is stored. By Sw Oggﬂﬂn open dialog
clicking on the Clients the -

system will match clients in || 2 SNLETRY) o

the  Corporate  module Fiename _| €] Nere ezt b

(g Starion Services Ltd

[& BLU STAR TRADING LTD

& BLUE STAR SHIPPING LTD

‘
@ STARION TRUST

i£% GLOBAL STAR LTD

(Companies, Trusts, Branches,
etc) as well as other Clients
(such those that do not
belong to the Corporate
services module).

Image

4.4. In the Clients field,
type at least 3 letters from
the name of the Client and |
then press enter. The system
will match the letters to your Clients and if it finds more than one match it will display a list
of results. The icon in front of each Client corresponds to the type of Client i.e. General
Client, Company, Trust, Branch, etc.

{ Open Cancel

4.5. Double click on a Client t0 (e s S

have their documents listed.
You can also navigate through -2
the Folder list on the left.

Open

Quorum open dialog
Contacts =i " e

‘:32:;' Clients: 1 STARION MANAGEMENT LTD E]D.
! Bg? :m_spo;dme File name “Find | Reset
4.6. Select a document from the b ] Aot Comp
. . I [)04) Corporate Documents mag: Name Description pate B
list and click on the Open :Jg:;g:fnm ] Power of Attorney Stylianos Petrou 11/25/2009
e @_] Instrument of transfer Paula Moldovan to Infolino Manage  11/25/2009
[107) Due Dilligence
button. The selected ! 5:)Josnmno£:mms ) MainReport References 11/10/2009
document will be attached to e pdopint W 2:10-200922:39-20 1072212008
-1 Re: [iptpinet #47100] Cable 1112312009

your email. || Things todo 57192008 5

£
4.7. To Attach multiple documents
to your email repeat the =

above steps. [A multi-selection feature will follow in forthcoming releases.]

Bpen ||~ Cancel
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