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The Hidden Crisis: Ten Tips for Better Managing Emailin a Small Law Firm

Introduction

Thise-book s interded for professinals who use Micosoft Outlook to write, read and nanage
budgnesse-mails.

If you are dawyer, Acountant, Engineer Architect, Progranmer, Web Developer, in fact any
professonal who works on a Gé&nt, Roject or Gase tasis, then you will learxactly what you need to
be 1M%certainthat all your emailsare safe fromcorruptionand easiy and quicky acessiblein the
future?

This ok will show you how to:

1. Enmre that your Outbok data file does not get bloatl, slowdown and eventially corrupt itself
and die(causing possible bssof some if not all your-enails)

2. Backup thecomrect Outlook data files ircase of hadware fdlure
3. Organize yarr emals so hat your Email Folders meches yourpaper filing $ructure

4. File your emails in a way that lets yoguickly see altorrespondence (hcoming,out-going, to and
from anyone) br a progct quickly and easilyn oneplace

5. Get sane mntrol over yarr emails and use yair Inbox like a prper In-tray holdng only the items
that need your attertion.

6. Easily archie emais forcompeted projects with a¢her ekctronic documents (Word files, Excel
files etc) forthe same project.

7. Quickly find spedif emails for a progct.

The est of this bak isorganizedas a list ofTips. Weecommend that you go through the pisin the
order in which they are msented as they build oreach other.

OPTIONALJseQuickFile 40utlmk to speed upand simplfy your EMail Managenent
System

The tips in tlis ebook donot require youto purchase any extra swfare ¢ all you
needis Microsoft Outlook.

Howeverwe have found hat many email managment systens often failbecause of
the many pessing demands on aprofessional® time. Within weeks of starting,
Outlookis often backto its familiarstate, with hundreds of -emails sittingin the Inbox
and Sent Items folders.

QuickFiledQutlook is aninexpensiveOutlook ald-on that works ingde Micosoft Outlook by adding two
buttons to the Outl@k toolbar. Itremoves almost all extra efforequired to file your e mails trereby
greatly inceashg the dances that yair e-mails stayorgarized.

You cardownload afully functional versionof QuickFile fronwww.outlook4lawyersom.You can try
QuickFilgisk-free as itcomeswith 90-Day No-Questions-Asked 1M%Money-Back Guaantee.

The Qick Reference card in Appendix 8f thisbook hasstep by step instictions stowing ust how
easy QuickFile is to use.
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Tip1: Find outwhere your Outlook datafile is and backupregulary

How can you be sire that your Outbok data isbeing backedup if you don't kew where it is?

I am frequenly surprised wth the numter of usrswho have no ida where their Outlook datais
actually saed on their omputers.

Unless you are part of aocporate nework using MSExchage, all your Outlok data is sbred in one
Peronal Folders file. This fileds a pst extengon andis saed sanewhere on your corputer. Ths one

file cantains all yourOutlook folders, emails,contads, tasks, caledar items, jounal entries andnotes
inside it.

So wlere isthis file on yor computer?

The exactdcation dgoends on theverson of Outlmk and Windows you areusing but
unfortunately it is almost never savéda place you will remembeén backup.

To find out where yor Oulook data is:
1. Go to your hbox and nake sure thatthe list of folderss displged
2. Rightclick the top-level fdder and sdect Propertes

3. Click the Advanced buttoiThe filenamawill be disphyed in the lox labeleddFiey | YS€ ® | 2 dz
needto makesure that you regudrly backup his file to a CD, DV@ external harddisk.

Tip2: TurnOff Auto-Archivingin Outlook

You slould archive e-mails asprojects are canpleted. Don@disorganize yourself by ardéting based on
dates.

Outlook can automatically redce thesize of your déa file by renoving old emails andputting them
in aseparate file. URN THIS OFF NOW!

We willshow you a bettermethod of archiving later.
Why $ouldn@you use Auto Archa?

Your work igogically dividedrito projects or cases. Somegqjects can ake mmths whereas others
may take years. Uiita progct is complete all e-mails for theproject should be visible irone phce.

Usng Auto Archivevill spit your emais into multiple files which will compundthe problem of
finding emails whie a prgect isactive and of achiving emails ance the progct is @mpleted.

To turn off AutoArchiving:

For Outlook 2003/2007: For Outlook 2010:
1. Click Tde-Options 1. Click File men®ptions
2. Select the @her Tab. 2. Select Advanced
3. Click the Auto Archiveutton. 3. Clickon AutoNDKA @S { SGGAy
4. Remove thdick next to Run AutoArclie 4. Remove theicknext to Run AutoArcie
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Tip3: Splityour Outlook datainto more than onefile

This technique will stopour email file fromgetting bloated, slovand eventudly corrupting itself and
dying.

Outlook by default sags allits emaisinto one file.

Prior to Outbok 2003, there vas a limitation of2 GB to your Outlok data file. Althogh 2 GB
seans like a lot, this smee can be filledquickly paticularly if you receive a laif attachmerts.

Once you rach that limit, there is no ral warning. Qutlook just sbwsdown, emails sart getting lost
and insome @ses Qutlook just stgps opening atogether. Retieving youre-mails from ths corupt PST is
a nightrrare.

In Outlook2003, you have the option of ugy thenew Uricode format of Outlamk data file whch canhold
much moredata. Fowever if you upgradd Outlook from an earler verson then chaces are that you are
still usng the older fomat with the 2 GB limitation.

Irrespective of whether youare usng thenew or dd format data file,you shoud split your
Outlook datainto at least 2 files.

You main PST file shouldot be usedike a filng cainet for old emails. Createa semrate PST file to
save emails that you want tdeep for {ture refererce. This leges you main Outlaok data file lean and
mean so that Outlok is albe to open upquickly.

Tocreate a new Outlook data file:

For Outlook 2003/2007: For Outlook 2010:
1. Click FikNew-Outlook Data File 1. Click on Home tab
2. Outlook 2003 Only: Outlook 2003 uses 2. Select New Iteralore ItemsOutlook Data
typesof Outlook data files. Ifgu will be uing File...
the data only in Outlok 2003 or later, doose 3. Outlook suggests a default location for the file.
MS Outl@k Persomal Folders FileOtherwise recommend that you change this to a folder that
choose theOutlook 97-2002 option. you backup regularly, possible a sfgtder in your
3. Outlaok suggests adefaultlocation forthe My Documents.
file. | reemmend that you bhange this to a 4. Enter a filename and click OK to create the file

folder that you backp regularly, possilte a
sub-folder in your My Documents.
4. Enter a fileame and dck OK to creatéhe file.

You carcreate as many Person&blder filesasyou need. Mst users only eed to aeate one in addition
to the one that @tlook creakesby default.

PST 1: Detdt Folder creted by Outlok
PST 2: Use to stof&oject E-mails

You will bemoving emails from PST 1 to PST Zeaglained lagr in this bak.

If you have avery high volumef e-mails (particularly with large atachments) you may want to have 2
PST files for yo Propct E-mails, one for Active pregts and one for @mpleted projects.
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Tip4: Fileyour e-mailsusing thesamefolder structure for e- mailsasyou do
for your paperfiles

Filing emails into foldersnakes itmuch quickr andeaser to file, find and arbive emails later.

I have seertlients with tlousands of emails inthe Inbox and ént ltems folcers. | have everseen
clients wsing there Deleted Items foldemwtstore old e-mais. Doyou use your trasttan to file your
important papers?

Many of our clientdile paper opies of theire-maisbecadzd S G KS& Bystefdai fing | &S |
electroric mpies. Even if you file paper cegiof your emails, laving an email filing systenwill make it
significantly faser and easier to locatecorrespondence.

How should you file your emails?

The samewvay you file paper documents¢ createa seprate folder insideQutlook for each progct
and then file all emails for theprojectinto the folder.

LF¥ @& 2dz mewidrieatd fyl@dinsie How to create Folders inside Outlook

Outlook, please ead the sde-bar on theright. 1. Click File-New-Folder to display the Create New
Folder screen.
2. Enter a Name for your folder.

You shuld use thenew PST filereated in the Sekect Mail & Post Items in the Folder Contains list.

w

previous Tipto file your emails. Tis will ensure 4. Usethe list displayed under fi &ect where to
that the main PST filthat Outlook usesstays small place the folderd to choose the folderd location.
and fast. 5. Click OK. The folder will be created as a subfolder

of the location you selected in the previous step

Werecommend thefollowing folderstructure. Creatawo folders in your Pragcts PST file called:

Active Projets
Competed Projets

(You can hee other top kvel folders ér other important aras o your life caled Peronal etc)

Under the Acive Projets foldercreate separatdolders foreach active projecthat you areworking
on. Whenever You receive oisend are-mail that you want to keep, nove it to its apprgriate project
folder.

Name the féders anyway you like. Theree comnon waysare:

1. Have a segrate folder foreach clent

2. Have a segrate folder foreachproject

3. Have a segrate folder foreach cként andthen havefolders urder it for eachproject for that
particular client.

We use project based filingland notclient based filing at ouroffice). Howevewe name ar folders in
a way that maks it vely easy to kow boththe project and client. Qur foldernaming conention is:

<Clent>-<Project>
Udng the &ove namingconvention, yur folders will  [573 Projects
look sanething like this: (3 Fiji Military Forces-Assessment Database

[£3& John Smith-Email Stationery
3@ John Smith-Finandal Templates
[ Standss-Time Management Database

Note that in the list, the user is worlg on two
projects for John Smith.
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This structure workswell because:

1. When you gen the Progds folder, youget to see aibt of all curent projects inone phce.

2. Multiple Projectsfor a client are shown right next to each other because of the way the folders
are remed.

3. ltiseasyto archiveold projects¢ When a project is completedsimply drag its folder from the
Projects folder to the Progcts Completed folder. YouR 2 yh@eilito then find the client folder first.

Tip5: SetupOutlook sothat it is easyto draganddrop e-mailsto the correct
folders

If you arenot usihg QuckHle then the asiest way to move emails is to drag ad drop.

Inbox - Wicrosoft Outlooi EBX Qonfigure Outlook so that your ligt of foldersis

{ Fle Edit Yew Go Took Actions Help COMAdd-Ins... Type 5 question for help =

e Tk AL o ossos =LY displayed next to your Inbox as shown on the

i aitew = | 4 | CiuReply i Rephto Al (o Forward | L Send/Receive ~ I\ InsertText © |eft
P @eack @) | 4 ) | (@ @ | outookinbox -

iﬁm loofor,_~ semchin e ¥ Frnaon G Osbire~ ) ) ) )
| [FI=T _]' Viewingthe list of folders beside the list of e-

i mails makesit much easer to drag e-mails from
the Inbox/Sent Itemsto project folders.

(=4 aWeber Blog 301 a
How Permission Could Save This viral Marketing Tactic

To display the list of foldersin Outlook 2003

I, dick Go on the menu
v T 402 dick Mail.
dl< s woke Conmection Regarding TBYL .. X i
=T —_— Thy3:30p.m If the Navigation Pane doesnot show:
[ | ——rT a ;Z-:k:;;::?;r::;it:ch.wm Thu 3:06 p.m. L Gle \AEW on the menu
106 Ttems Al Foders are up to date. | (0] Connected + dick N a\/igation Pane

To display the ligt of foldersin Outlook 2007/201Q
Qick View on the menu
Qick Navigation Pane - Normal

BONUJIP! Removall effort requiredto file e-mailsto the correct folders

Most EMail Filing Systes FAIL écause of the etra time and effort neded tomove emails to the
correct foldersg particularly from the Sent Items lider.

The filing méhod outlinedin this report is basedon creating ad using sparate folders foreach of your
e-mails. The sindard method to movee-mails into these ftders is by drggingand drgpping.

Unfortunatelythis takes a lot of effort and many &ss find themsévesslippingback to their dd ways
The Sent Items foket is particularly easy to ignore@d A G A & yf 208 &d e IndoR y & 2

We ceated QuickFiledQutlook insolve this very problem.
QuickFiledQutlook is an hexpensive Qutlook add-on that works ingle Outlamk by addinga few
buttonsto your Outlook.

It doesn't clange Outbokin any oher way.
It won't forceyou to change the way you have always used Oadk. It
works on both inomingand outgoing e-mails.

QuickFilds afantastic tme-saver foranyone who wants to use a client project based filingsystem
in Outlodk.
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Learn moreabout QuickFile and dwnload afully-functional trial copy from:
http://www.outlook4lawyers.com/downloadprocess.asp

Seethe ONEPAGEQUIKFILETUTORAL at the end of this e-book to seehow easy QuidFileisto use
Please givQuickFile a try. You will be amazed at how easy it é@mtinue using your enail filing
system.

Tip6: File thingsout of your Inboxassoonasyou havereadthe e-malil

Your Inlox shouldonly have emails that you eed to takeaction on.
Once you hve your folder stucture inplace,you are ready to shife-mails out ofyour Inbox.

If you have left your-enails in the Inboxuntil now, it may take youlsome time tomove all the emails
out to the appropriate folders. You cado it now or @ it later but DO IT.

In themeantime make sire that at least the neve-mails that you receve are filed poperly. Ideally,
you should moveyour e-mails out of your Inbox IMMEDIATELY afteading them. If you are not
using QuckHle, drag thee-mails fram the Inbox to the apppriate folder.

Rermember, not everything neds to be kept. If{fou need to kep a copy of the anail then MOVE IT NOW
to the appraqoriate folder. If notDELETE it.

QuickFileremembers where you file your e-mails so that you R 2 yheed to (hunt,) drag and drop. Simplyclick
QuickFileafter readingan e-mail and it will showyou a listof folderswhere you file e-mailsfrom this particular
persan. Select folder and emailwill befiled automaticaly.

| B
.8

Tip7: File thee-mailsin your Sent Itemsfolder.

The emailsthat youwrite to yourclierts an be cudal for chrification and dspute resolution later.
E-mails thatyou €nd are moved fronthe Outboxto the Sent Items folder adt they have ben sent.

You must mve the emails thatyou want to keepfor future reference from the S&nt Items fotler to the
appropriate foldersin your Email Filing System. Any remainingmails canbe deleed (or left in the Sent
Items folder if you want).

If you are not usig QuckHle, you shold setasde some time peodically (at the end of thelay or
week) to move thee emails to the corret folder.

In our ex@rience, Sent e-mails are theNumber 1 eason hat Email FilingSystems fail It takes a lot
of distipline to remember tdile emails outof the Sent Items foler.

- With QuickFileyouw2 y 8eédto rememter to file your Sent ltems.InsteadQuickFile letgoutell Outlook where
| == your e-mailwill befiled whensendingt. The e-mailwill automaticallyoe filed to the correctfolder after it is sent.
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Tip8: Think carefullybefore using OutlookRules

Ruks can auseyou tomiss Bakingaction on certaire-mails and also filing theminto incorect folders.

If you are umg Outlaok Rules, you my want to cansider usng atool like QuckFile4Outlook instead.
The two mairproblemswith Rulesare:

1. Emailsget moved out of the Inbox withut you seemngthem: Your Inbox is naet to be an actio-
list. It shouldshow you, in one ce, all emails that you stilheed to ead and work on. R shift
e-mails out of your Inboskbefore you havea clance to see them. This means that you have to
rememnber to check otler folders foryour action Ist which can esult in emails getting over
looked.

2. Emails get moved into the wrong folder:ylbu ae workingwith the sameperson on more than one
project, it is very difficulfor anautomated system to achlly decide what project the email relates
to. There is no wato ensure that everg-mail for aproject has aword in it that your Rles filter
céches.

Usng a tool ike QuickFile4Outlook letyou cecidewhere thee-mail shoud be filed andbnly
automates the actual filing.

Tip 9: Use Sorting and Simple Find to locate specHmagls

Once youte-mailsare in aproject folders it isreasonablyeasy to find emailssimply by lookng through
the folder.

Grow Business - Microsoft Outlook
{Ee ] gt vew Go Toos actons ted
i adnew - | X | Curedly (lReply oAl (3 Foward | jsendReceive

Fayorite Faiders Row
2 Inbox (1)
£ o PahowUp (5 Sort by
b senclies 2 clicking on
”Mﬁ:ﬁm: e Syt al| B SenerSaoh t column titles
@ (3 _Groups, Regs Orders etc 3 sanjays@standss.comf Marc Goldman Sanjay, Your Jay Abraha,
(J addinsdoffice (1) 3 addins<outiook addns3outiook 06/2005 11:38 p.m,
3 [ Articles (2) & addinsoutiook addnssautiook /06/2005 3:54a.m.
3 Charity (1) 3 addinssoutiook Ket Christensan addinsdeutiook - MinGui... Thu 23/06/2005 4:04a.m.
= j i:::ahd‘ o = i Kirt Chri ddi look, YOU RE... Wed 22/06/2005 3:39 p.m.
() Deleted ltems 3 sanjays@standss.com.f Gael ce Kerdanst maiPrimer Nevisletter - Jun... Wed 15/06/2005 6:52 p.m,
(D) rafes 4 sy s Sam Morgan RE: Sam Morgan Sun 12/06/2005 9:33p.m.
# [ Evoloyess 3 Sanjay Doug Hudburg Message Created: 5/9/200... Fri 10/05/2005 425 a,m,
& B GO AER. 030) 1 sanjays@standss.co.. FileBurst Support [LQG-94757]: Cannot lo... Tue 7/06/2005 5:11 p.m.
:‘) :';‘t"“ 1 3 SanjaySngh Gael de Kerdanet RE: eMallverge <Outiook A... Fri 25/03/2005 9:40 8.m.
& innertost wy gl e Sanjay Sngh Gael ce Kerdanet RE: eMalverge . Sun 20/03/2005 4:07 p.m.
S Uim Powel’ Sangsy Singh RE: Off 1
4 Hail £§ SanjeySngh ) Office Letter v
— A ‘ssageySngy RE: Adcin Express.com fe... Thu 6/0
jm’ 3 support@acdnséoutio,.. SmalSusiness Advize Thank you for subscribing!  Wed 22/12/
3 A SeySagh David Gevirtz RE: Review of acd-on that...
& 4 @ sanj Mail Delivery Return receipt
;A Tasks = sanjays@standss.com.§ John Weiniager Powermarks Survey
S = i dens@fieburst.com  FieSurst.com FileBurst \Wezzup! - Octob...,
LA 2l 5 s valentne Sanjay Singh RE: What Newsgroup prog... Tue 23/09/2004 2:57p.m. 9
711 Items

You carclick on colmn headings to dvange the sororder of thee-mails disphyed e.gyou can click on
the Receied cdumn to view the emailsby date giving you a timelinef the emails. You canclick onthe
To orFrom columns tosort emailson the recipient or snder.

In somecases you may ant to useOutlook@ Find functiorio look for specific anails in folders that
have a lot of emails.

1. To acess this functin, goto the email folder youare interested in and dck the Find button on the
toolbar. This phcesthe Find Rw at thetop of the folder youare currently viewing.
2. Enter the text you areearching for in the Lok Forbox.
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3. If you are usg Outlak 2000 or2002,tick the Sarch All Text in the Mesgebox. In
Outlook 203 or later, all text will be sarchedanyway.
4. Click the FindNow button.
Your emais will be filtered to only showhe e-mails that have whayou were searcimg far.

To show all amails agan click on Clear or Clear Search.

Close the Find Toolbar once you are finished by clicking on the X on the right hand side of the toolbar or
clicking on Find again.
Tip10: Archivee-mailswith other electronicdocuments

File all eletronicdocuments ircluding emails for aproject in oneplaceafter the progct is
completed

When a prgect is @mplete, you may want to file all éectronic documents for theproject away in one
place (most probablyzipped up tosave spce)

You can exort all emails for aproject easily nto a eparate PST file if you have beesing the
Project basede-mail filing system outlied in this bak.

ForOutlook 2003/2007 ForOutlook 2010

1. Click Fé-Import & Export. 1. Click FileOpenimport

2. Cloose Export to a file and click Next. 2. Cloose Export to a file and click Next.

3. Clpose Personal Faér FHle (PST) andick Next. 3. Clpose Outlook Dataile (.pst) anctlick Next.

4. Use the next scren to sdect the fdderthat 4. Use the next scen to sdect thefolderthat

contansyour progct e-mails. contansyour progct e-mails.

5. Tick Inclde Subfolar if appropriate. 5. Tick Inclde Subfolar if appropriate.

6. Click Next. 6. Click Next.

7. Click the Bowse button tosekct a folder and 7. Click the Bowse button tosekct a folder
enter a NEW fileame. This ishe file in which andenter a NEW fileame. This ishe file in
your emailsfor thisprojectwill be saved. which your emailsfor thisprojectwill be

8. Click Firsh. saved.

8. Cick Finsh.

Even after exporting-mails, | prefer to keep the-enails in Outlok as well. kbwever | seprate my
completed projets from ative projects.

To do this have a sparate top level foldercalledCompleted Prgects. When groject is competed | drag
its Projectfolder out of the ActiveProject folderand into the @mpleted Prgects folder.
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Conclusion

Microsoft Outlookis the most wilely used email client by profesgonals aound the word. The book
has presented tips Pr the best way to stup Qutlook for business emais. Ifyou follow

these tips, you will find that you have amtail Management System thatsgsife from corruption,
organized and integrated with your core buisess finctions.

QuickFiledQutlook was introduced asan inexpensiveeasyto-use Outlook add-on that greaty
simplifies the day to day use of yourrmaail system.

If you have any comamts about this ebook or Outlook in general, please anail us on
info@standss.com

Standss (South Pdrc) Limited

Standss ian internationalsoftware vemlor specialzing indevelopingadd-on products to Microsoft
Outlook. We foas on educingthe time and stps neededto fully utilize Micosoft Outlook for your
business.Find out more abouStandss fronthe following adiresses:

Email: info@standss.com
Website: www.outlook4lawyerscom
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QuickFile for Outlook
Filing Electronic Copies of E

Intr oduction
QuickFile makes it easy to file incoming and outgoing e-mails.

QuickFile works inside Outlook by adding a new QuickFile toolbar.

[ Quick-File _*3 Sales Enquiries 34 Find & Goto Folder | ? QuickFile Help | More ~ !

There are only 3 things you need to remember to use QuickFile:

Find&Goto Folder button.

The QuickFile screens will display tips to get you started. For those who
like printed manual s é t he
instructions on QuickFilebs

mai n

Use QuickFile to file emails from your Inbox or any other folder.
1. Select or open the e-mail to be filed.
2.  Click the QuickFile button to display the QuickFilescreen

QuickFile

Relevant Folders for ‘kumara@standss.com.fi: Show Tip

Move ﬂ-

{2d <Choose another folder...>
= [ Folders For kumara@standss.com.fj
] &nand

— Move email(s)
to selected

(31 QuickFike Test folder(s)

{1 Anand (Human Resources] > »

{31 OF (Human Resources) < Preferred
=34 Favourite (General) Folders folders for

{1 Addins40utlook Support fili“g

= [{4 Recently Used Folders
{3 1. QuickFile Test
4 2 Tickets
1 3. Articles
{1 4. QuickFile Test
1 5. test
{1 6. Codes
4 7. Addins40utlook Support
{3 8. QuickFile
{4 9. Support
1 10. 5T Items

Folders used
recently to file
email(s) using

QuickFile

N/ N’

Help
Cancel

Show Options >>

|Full Path: \\Mailbox - Anand KumarTest 2\4nand

On the screen will be a list of preferred folders (if you had added
any) for the specific contact that you want to file the email for.

If there were no preferred folders added for this contact then you
will only havethe <Ch o 0 s e a n o t>haption ifi thellist.e r é

If the desired folder is not available in the list then go to step 5.

4. If the desired folder is shown in the list then select the folder and
click the Move button (you can also double-click on the folder on
the list).

The e-mail will be closed and moved to the correct folder.
5. If the desired folder is not available in the list then double -click on

<Choose an o t>htegelect andtherefaldér.

(Screen shown in next column)

-mails

1. To file your incoming etoail sé

2 To file outgoing emailsé cli
will prompt you.

3. To quickly view the contents

foll owi n gby-stepe

f

uickFile: Filing Received Emails

L

~, e
Y
v

Standss

Choose another folder
Show Tip
Enter ANY
(@ :
Search For: part of the

|standss Clear folder name
‘s v Search Public Folders too here
Folders List:
] Standss oK
# [ Standss Settings
[ Standss Support New Folder...
[ Standss(SouthPacific)Limited Archive [\\Public Folder
[ Standss(SouthPacific)Limited Archive [\%Public Folder
[ Standss(SouthPacificLimited Archivel
(3 Standss(SouthPaciiclLimited drchive2 Matching

[ Standss(SouthPacific)Limited Archive3
[ Standss(SouthPacific)Limited Archived
[ Standss(SouthPacific)Limited Archive5
8] Standss{SouthPacific)Limited Contacts
[ Standss_com_fi-CrystalTech

[ Standss_com-CrystalTech

folders found

Help

< Cancel

U

|Full Path: \\Mailbox - Rajeshni SinghtStandss Show Options >>

6. Enter any part of the fold er name in the Search For: box to display
a list of matching folders.
7. Select the desired folder and click the OK button (you can also

double-click on the folder on the list).

Send&File: File Outgoing Emails

Use QuickFile to create an email and automatically file it to the correct
folder after the e -mail is sent.

1.  From your Inbox, click the New button to compose an e-mail.

2. Write your e-mail (Fill in the address, type the message, attach any
files if necessary)

3. Click the Send button as you normally do. The Send & File screen
will be displayed.

4. If the desired folder is not show n in the list then go to step 6

5. If the desired folder is shown in the list then select the folder and
then click the Send & File button (you can also double-click on the
folders on the list).
The e-mail will be sent and filed.

6. If the desired folder does not exist then click
<Choos e an o t>hte seledt andtherefaldér.
(The Choose Another Folder screen is shown in the image above)

7. Enter any part of the folder name in the Search Fo r: box to display
a list of matching folders.

8. Select the desired folder and click the OK button (you can also
double-click on the folder on the list).

NOTES:
1. If you want to send the email without filing it, click Send Only

on the Send&File screen.
2. If you want to delete the sent email after it is sent, click
Send &Delete on the Send&File screen.

3. Send&File leaves a copy of the email in your Sent Items folder

and files a copy into your selected folder. You can change this
from the Settings screen.
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Filing Electronic Copies of E
Find&Goto Folders

Immediately find and jump to any Outlook folder without having t o hunt

through complicated lists of folders.
1. Go to Inbox (or any Outlook Folder).

2. Click Find & Goto Folders button to display the Find Folders screen.

Find & Goto Folder

Show Tip
(@ 2 _Enter ANY
Search For: l part of the
e —Gea | folder name
v Search Public Folders too here
| Goto Folder I
&[] Standss Settings
{1 Standss Support Open Folder
{1 Standss[SouthPacific)Limited Archive [A\\Public Folder
[ Standss(SouthPacific)Limited Archive [\\Public Folde
{1 Standss(SouthPacific)Limited Archivel
[ Standss(SouthPacific)Limited Archive2
{1 Standss(SouthPacific)Limited Archive3 < Matchine
g )

[ Standss(SouthPacific)Limited Archived

[ Standss(SouthPacific)Limited Archive5
# 8] Standss(SouthPacific)Limited Contacts

[ Standss_com_fi-CrystalTech

1 Standss_com-CrystalTech

folders found

Hel
< > ——DJ
|Full Path: \\Mailbox - Rajeshni SinghtStandss Close

™ Show only Mail and Post folders

-mails

i
~\ ’

Q“ Standss

3. Type any part of the folder name into Search For: box. This does not
need to be the start of the folder name. QuickFile will display a list of
all folders matching the text you type in.

4. Select a Folder from the list.

5. Click Goto Folder to move to the folder (or click on Open Folder to
open the selected folder in a new window).

One-Click Filin

QuickFile remembers the last used folder for a particular contact.

The one-click button beside the QuickFile button appears with the
suggestion for the last used folder for a selected email

Q} Quick-File(*} Sales Enquiries J33 Find &

Click the One Click button to move the selected email to the suggested
folder.

Hold the SHIFT button and click the One Click button to copy the selected
email to the folder i.e. the em ail will remain in the current folder but a
copy will be filed.

Hold the CTRL button and clickthe One Click button to move to the folder
i.e. the email will not be moved or copied but the contents of that folder
will be displayed.

Advanced dnecep

& uobr e

comfortable with the

Auto - File Original Emails with Outgoing Replies é
If you are replying to an e -mail, QuickFile can automatically file the
original email with the outgoing reply.

1. Write the email and click Send as you normally would.

2. Click on the Show Options >>
expand the screen for more options.

[Full Path: Mailbox - Fajeshni SinghtS ales Enquinies Hide Dptions <<

Options
Show Prefernred Folders For:
|singhr@standss.cnm.fi ﬂ

{* File a COPY of email

[¥ File ariginal Recetved Email with Sent Email

" File/Move original email

3. Tick the option AFile origiunal

4. Click Send & File to send the email and file the original email with

the sent email.

Note: You <can
Emai | wi th

use

the Settings
Sent c

s
Email o ti ked by

link on the Send & File screen to

cree

Settings: Make QuickFile work YOUR WAY!

You can make QuickFile work the way you want by changing its settings.
1. Goto your Inbox.
2. On the QuickFile toolbar, click More - Settings .

3. Change the Settings as you want and click OK.

Clean up your list of preferred folders

Over time, your list of folders may contain folders that no longer exist. Let
QuickFile clear your list for you.

1. Go to the Inbox.

2. On the QuickFile toolbar, click More - Organize QF Shortcuts
button to display the QuickFile Organize Shortcutsscreen.

3.  Click the Check Shortcuts

Build the Preferred Folders List from Emails

QuickFile can scan your existing emails to lean your preferred folders.

button.

1. Go to the Inbox.

2. On the QuickFile toolbar, click More - Organize QF Shortcuts
button to display t he QuickFile Organize Shortcutsscreen.
1'3.  Click the Scan button to display the AutoScanWizard.
«
4.  Follow the instructions on the Wizard.

This wizard will take time to run if there are a lot of emails to scan.

W 1Y
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Task/Schedule received emails
QuickFik allows you to create Tasks and Appointments from emails.

| _:ﬂ Quick-Task ﬁQuicb.ﬁ.ppnintment

Quick -Task/Appo _intment

1. Select an email in your Inbox.
Click Quick -Task/Appointment  on the QuickFile toolbar.

A task/appointment for that email opens up instantly.

P w D

You can edit your task/appointment as required and save it by
clicking the Save and Close button on the Task/Appointment.

Task/Schedule outgoing emails

QuickFile allows you to make Tasks and appointments for an outgoing
email.

1. From your Inbox, click the New button to compose an e-mail as you
normally would.

2. Click the Send button. The Send & File screen will be displayed.

3. Click the Show Options >> link on the screen to expand the form.

4. Click on Task/Schedule it!  link to open the screen below:
Create AppointmentfTask from Sent Email

task.

[v Create Appointment

E Subject: ‘QuickFiIe for Dutlook support Clear
Statt. [05-Jul-2009 .. |[o300aM  ~] T ANDay Event Close
End: |OB-ul-2009 . ||o30aM |
Importance: High -

Iv Create Task

v, Subiect  (QuickFile for Outlook support

Category ‘QUICKFHE suppart ﬂ
DueDate:  [07.Jul-2009 .. | Prionty: f o -
¥ Reminder: |07-Jul-2003 . ||os:00 &M -

5. Place atick in the respective checkboxes to mae an Appointment
and/or Task.

Fill in the required fields and click OK.
Click Clear to restore settings on this screen to default.

Click Close to close screen.

© ® N O

Click Send&File , Send Only or Send&Delete to send the email.

Defer emails \

Use the Defer button to keep your Inbox clean by moving out non-urgent
emails out of your Inbox. They will arrive back automatically in your
Inbox when you are ready.

D Mewsletter Lﬁ? Defer | 53 Quick-Copy

1. Select an email in your Inbox.(You can select multiple emails too)

“
‘\ ’

Q“ Standss

Click Defer on the QuickFile toolbar to open screen below:

Keep your Inbox clean by moving out non-urgent emails using Defer.
Theyll come back automatically when you are ready.

=

Shift email(z]) out of Inbox and show again:

& b [16-Jul2008 | S

[ Use as default [until time has passed)

I | [ [

Lancel

3. Select the option of your choice and set an app ropriate time or
interval to which you want to defer your email(s) to.

Goto Defered Email: folder

4.  Click OK to defer the selected emalil (s) out of the | nbox

5.  Your email(s) will be moved to a folder called Deferred Emails
(QuickFile) , which resides under your default Inbox folder.

6.  Your email (s) will appear back in your Inbox (Marked as unread) at
the set time.

7. Togo and view all your deferred emails, click on the Goto Deferred
Emails Folder link on the screen above.

Create an Appointment for the selected email and create a related NeWSIetter emalls

De-clutter your Inbox of Newsletters by moving t hem to a separate folder
for later reading.

?ﬁQuicl_c-Appointmentl D Mewsletter |Lﬁ? Defer

1. Select an email in your Inbox

2. Click Newsletter on the iuickFiIe toolbar to oien this screen:

De-clutter your Inbox of Mewsletters by maving them to a seperate folder for I:/A
laber reading. [Tell me more: =/

What would you like to do?
" Move selected email to Mewsletters folder,
&+ Move ALL emails from Sender to Newsletters folder.
Sender: Newsleter@Site-ReferenceN ewsletter com

v Autamatically move future emails from this sender to Newsletters folder.

Cancel

3. To move the selected newsletter (email) from your Inbox to the
newsletter folder, select Move selected email to New  sletter
folder option and click OK button

Goto Mewsleters Folder to read emailz

4. To move selected newsletter (email) and all other newsletters from
that sender, from the Inbox to the newsletter folder, select Move
ALL emails from Sender to Newsletters folder option
and click OK button.

5. To also add the Sender to QuickFile's Newsletter email list, tick the
option Automatically move future emails from this sender to
Newsletter folder . This option will allow QuickFile to
automatically move future received emails from that Sender to the
Newsletter folder.

6. Togo and view all your newsletter emails, click on the Goto
Newsletter Folder to read emails link.
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Introduction
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QuickFile makes it easy to file printed copies of all important e -mails into
the correct client and case folders.

QuickFile adds two useful features /nside Outlook especially for this.
1. Prints the case or project name clearly on e-mails to identify
which client/case file the e-mail should be filed in
2. PrintManager: An easy to use screen to print all (received and

sent) e-mails at one time at the click of a button
Identifying printed Emails

QuickFile can print extra information on e-mails to clearly identify the
case that the e-mail belongs to. This will help you (or your ass istant) file
printed copies into the correct client/case folders later.

QuickFile identifies emails using one or both of the following:

Folder: QuickFile prints the name of the folder in which the e -mail is
filed. If you are using a structured e -mail filing system in Outlook, this
will be enough to identify the case.

Project: You can also manually allocate the email to a project/case
using a drop-down list.

Printing the folder on Emails

Use QuickHRle to print the folder name (in which the e -mail is currently
filed) on the printed copy of the e -mail.

1. Select the e-mail in any folder. Multiple e -mails can be
selected by pressing the Control (Ctrl) key on your keyboard
while clicking on the e-mails.

2. Click Print With Marks  on the QuickFile toolbar

3. Click Print

The selected e-mail(s) will be printed out with the folder name on them.

How to print Project names on Emails

Use QuickFile to allocate Project Names to emails. The project name will
be visible on printed copies of e-mails to simplify filing.

1. Open/Create the e-mail.

2. Select the project name from the Project list
toolbar.

on the QuickFile

If the project is not in the list, type it in. Press Enter. QuickFile
will seek confirmation before adding it t o the list.

3. Close the email (or send it if it is an e -mail you are writing)

The project name will be printed on the e -mail when you print it later.
NOTE: Refer to the help manual (Tutorial\PrintManagenPrint Project
Names on your e-mails) on how to Remove Projects from the projects
list.

Using PrintManager to print Emails
Use PrintManager to print all (sent and received) e-mails at the end of the
day (or any other time you choose) at the click of a button.

You no longer need to remember to print out e -mails one at a time for
filing.

1. Click the PrintManager button. A list of your received and sent
e-mails will be displayed as shown below:

2. Tick the e-mail(s) in the list that you want to print. (By default
unprinted e-mails are automatically ticked)

3. Click Print . The selected e-mails will be sent to the printer.

4. A confirmation screen will be displayed. Select Yes if youre -
mails have been printed successfully. Choose an option
from the drop down menu.

Select No ifyoure -PDLOYVY KDYH QRW EHHQ S
mai Is will be left in PrintManager for later printing.

5. Click OK.

NOTE:

1. All e-mails printed with PrintManager will also have the folder name
printed on them.

2. Use the QuickFile and Pick&Move buttons to move emails between
folders. Do not use Drag and Drop if you want to print the e -mails using
PrintManager.

I dondét want
Emails
Use QuickFile to remove emails that you do not want to print (personal e -

mails etc) from the PrintManager list.

Print Manager t

1. Open/Create the e-mail.

2. Sdect NO in the Print drop-down on the QuickFile toolbar.
Thee-mai | wi || be removed from H
You can put it back by selecting YES on the QuickFile toolbar if
needed.




