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FEATURES OVERVIEW 
Following installation you will note that ClearContext has installed new views in your Outlook Inbox and 

added toolbars to the Inbox and open items. These toolbars allow you to quickly & effectively manage 

your email.  For a quick introduction t best use of ClearContext, see Getting Started in the Personal and 

Professional sections of this guide. 

 

THE CLEARCONTEXT INBOX 

Immediately following setup, you will see that ClearContext is automatically prioritizing and color-coding 

your email based on several key factors, including sender, message priority, thread participation, and 

email directness. Automated features include: 

Á Inbox prioritization - ClearContext uses contact and email message information to prioritize 

your emails; highlighting your most important email in red and blue and placing junk/spam 

messages in black and gray. For more information on Inbox Views, see the Advanced View 

Management section of this guide. 

Á Suggested filing ς press the file button and ClearContext will suggest a folder based on email 

history. 

Á View attachments ς FolderContext at the bottom of the message list shows all attachments in 

the folder. 

 

In addition, you will find that ClearContext has installed toolbars in the Inbox and open item windows to 

provide greater control over email prioritization and processing. Our user guide will help you take 

advantage of these features. 
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USAGE TIPS 

 

 
 

Modify Contact Priority: ClearContext prioritizes your inbox based on 
several key factors, including contact priority. To see the impact contact 
priorities have on email placement, select an email message from an 
important email address. Adjust the contact's priority via the 
ClearContext Contact toolbar ƻƴ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƻƴǘŀŎǘ ǊŜŎƻǊŘ. Select 
OK when asked to rescore. Inbox prioritization will automatically be 
adjusted to reflect the contact's new priority. 

 

Assign Topics: Topics are the key to the ClearContext organization 
system.  Click the Topic button to assign a Topic to email conversations.  
All future messages in this thread, along with any tasks or appointments 
generated from it, will be tagged with this Topic.  This will allow you to 
use the ClearContext Dashboard to view all of your messages, tasks and 
appointments related to a given Topic. 
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PERSONAL AND PROFESSIONAL 
The following features are available in both the Personal and Professional version of ClearContext 
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GETTING STARTED WITH CLEARCONTEXT PERSONAL 

Walk through the examples below for a brief introduction to a few key ClearContext features.  See our 

video demo for additional detail. 

SELECT AN INBOX VIEW 

Once setup is complete, inbox messages will be 

color-coded to highlight the most important 

messages.  You can select different inbox views 

from the ClearContext > Inbox Views menu, or at 

any time revert to standard Outlook views via the 

Outlook view menu.   

 

 

 

 

FILE TO SUGGESTED FOLDERS 

Click to file to a folder or 

to file all messages in the 

conversation thread with a single click. 

ClearContext automatically suggests the right 

folders to file the message to based on your past 

email history and recent activity.  All messages in 

that email conversation will be assigned that 

ŦƻƭŘŜǊΩǎ Topic.  
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VIEW ATTACHMENTS BY FOLDER 

Click on a folder and look at the FolderContext 

pane next to the message list.  The Attachments 

tab shows all files contained within messages in 

the folder.  Highlight multiple attachments and 

select Actions > Save Attachments to extract the 

selected files to your hard drive.  

 

 

 

VIEW THE ENTIRE EMAIL CONVERSATION 

At the bottom of each message (2007), the 

MessageContext pane shows all messages in the 

current email thread.  Select an Inbox message from a 

long email thread and open MessageContext to view 

the whole conversation.  Enable\Disable 

MessageContext in Outlook 2007 via ClearContext > 

Options > Preferences > UI\Toolbar. 

 

ADDITIONAL FEATURES IN CLEARCONTEXT PROFESSIONAL 
 
If you are running ClearContext Personal and would like to try 
a free trial of ClearContext Professional, select ClearContext > 
Try ClearContext Professional from within Outlook.  See the 
Pro Getting Started page in this guide for an additional 
introduction to the product. 
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TOPICS: MANAGING THE INBOX VIA AUTOMATED FILING 

ClearContext automates the filing process, making it easier to identify and store messages by 

remembering where you previously filed email. 

 

AUTOMATED FILING 

The File Msg, File Thread and File Topic buttons are used to move messages to folders. 

¶ The File Msg button will move the current message from the Inbox into this folder. 

¶ The File Thread button moves all messages in the Inbox from the current email conversation into 

the assigned topic folder. 

¶ The File Topic button moves all messages in the Inbox with that assigned topic name into the topic 

folder.  By default, the Inbox toolbar does not include the File Topic button.  You can access it via 

ClearContext > File Topic or add it to the toolbar via toolbar customization. 
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When filing Inbox messages, ClearContext will automatically mark them as read.  Change this behavior 

via ClearContext > Options > Preferences > Misc > Filing. 

SUGGESTED TOPICS 

Once you assign a Topic to a message (by filing to a Topic folder, via the Topic Selector, from the Topic 

drop down, or by dragging a message into a folder), ClearContext automatically assigns this Topic to all 

messages in the current conversation thread.  All responses to that email thread will be designated with 

the selected topic. This enables one-click filing for messages in conversations that already have a Topic 

assigned.  Remove a topic assignment by selecting "<Clear This Topic>" in the drop-down menu.  If the 

folder you want to file to doesn't exist, enter a new Topic name and ClearContext will automatically 

create the Topic folder for you. 

ClearContext also suggests Topics based on the message sender when filing.  If you don't see the Topic 

you want when using the drop down, select "<Show All Topics>" to open the Topic selector.  

ClearContext will learn as you assign Topics to new contacts and suggest these Topics as you file 

messages in the future. 

TOPIC SELECTOR 

When filing, the Topic Selector allows for quick and 

easy assignment of Topics to messages, tasks, and 

appointments.  

In the Topic Search tab, start typing any part of the 

Topic name and the search window will filter the 

Topic list using down to the Topic desired.  

ClearContext will display suggested Topics based 

on the current email at the top of the Topic list. 

Click the Topic Tree tab for an easy way to visualize 

and file to Topics and Sub Topics. 

 

 Use the Jump button on the toolbar or on the Topic Selector to quickly navigate to a Topic 

folder. 
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CONFIGURING TOPIC FOLDER LOCATION 

By default, ClearContext uses all of the folders in your primary mail file 

as Topic folders.  If you store all of your folders under a single location 

(i.e. /Inbox) change the ClearContext Topic Folder location via the 

configuration window located at ClearContext > Options > 

Configuration. The Message Store drop down menu allows you to 

change the .pst location that topics are stored in, while the Location 

function permits renaming of the folder where ClearContext topic 

folders are stored. For example, changing the location entry to /Inbox 

will configure ClearContext to file to sub-folders of the Inbox only. 

For information about designating a Secondary Message, such as 

SharePoint Lists (Outlook 2007 Only), Public Folders, or secondary data files, see the user guide on 

sharing. 

TOPIC ASSIGNMENT PREFERENCES & OPTIONS 

Adjust Topic assignment preferences and options 

via the Topic Assignment and Topic Options tabs at 

ClearContext > Options > Preferences. 

On the Topic Options tab, check "Save Sent 

Messages" to automatically move sent messages 

with Topics to the appropriate Topic folder.  

The Topic Display drop downs control the size of the 

Topic drop down list box. 

Check "Copy Topics to Categories" to duplicate 

Topic assignments in the native Outlook category 

field. Check "Remove Topics from Categories" to 

instruct ClearContext to remove the duplicated 

Topic from the category field when a Topic is 

changed or unassigned.  

Please note that category assignments on email 

may be communicated when sending messages. 
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AUTOMATICALLY FILE REPLIES (PRO ONLY) 

When replying to an email, ClearContext can automatically file or delete the original message, moving it 

out of the Inbox and saving the need to deal with it again.  Accessed from the Original Message drop 

down on the compose message toolbar, there are three options: 

¶ File To Topic - Automatically files the original message into its associated Topic Folder. 

¶ Delete - Much like File To Topic, automatically delete the original message used when replying. 

¶ No Action - Do not move or delete the original message used to spawn this item.  

When issuing an Original Message command from a reply, ClearContext remembers the action you last 

took and defaults to it the next time you process a message. The last action is remembered for two 

different states - messages that initially have topics assigned to them and items that do not. 

ClearContext warns when you are about to file or delete the original message.  Change this behavior via 

the ClearContext Misc preferences menu (ClearContext > Options > Preferences > Misc). 

 

TOPIC MANAGEMENT TIPS 

Multi-level Topics: To create multi-level topics, enter the topic names separated by a "/". For example, 
"Work/Project" would store the message in the "Project" subfolder underneath the "Work" main folder.  
 
New Messages: Assign a topic to a new message via the drop down menu on the open message prior to 
sending. All email responses to that message will automatically include the topic name. In addition, if 
you are utilizing the Save Sent Messages option, this new message will automatically be filed in the 
appropriate topic folder. 
 
Category Delimiters: Change the Prefix and Suffix appended to Topic names when duplicated in the 
category field via ClearContext > Options > Preferences > Topic Options. Leave these fields blank to 
remove the delimiters. 
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UNSUBSCRIBE: AUTOMATICALLY REMOVE UNWANTED CONVERSATIONS FROM THE INBOX 

Unsubscribe from Thread allows you to remove all current and future messages in a conversation out of 

the Inbox so that they don't clutter your Inbox. 

 

When copied on a long email thread that you have no interest in (i.e. joke threads, happy hour planning, 

etc.), highlight a message from the thread, click Unsubscribe, and all Inbox messages from that 

conversation will be automatically moved to the ClearContext Unsubscribed folder (a sub-folder of 

Inbox). All future messages that you receive from the same conversation will automatically be moved to 

this folder as well. To re-subscribe to the thread, go to the ClearContext Unsubscribed folder, highlight a 

message from the thread, click Unsubscribe, and future messages you receive will stay in the Inbox.  

  



 

14 ClearContext Information Management System User Guide 
© 2004 ς 2008 ClearContext Corporation 

 

 

UNSUBSCRIBE TO TOPIC FOLDERS 

If a Topic is assigned to the current thread, ClearContext can send unsubscribed messages to Topic 
folders rather than the ClearContext Unsubscribed folder. To turn this option on, go to ClearContext > 
Options > Preferences > Misc and check "If Topic is assigned, file unsubscribed messages to Topic Folder." 
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MESSAGECONTEXT: SEE THE WHOLE PICTURE WHEN DEALING WITH MESSAGES  

MessageContext is a way to get the whole picture of the current item you are viewing. Open 

MessageContext to see all messages in the current email conversation.  Professional users can also see 

all tasks and appointments generated from that conversation thread.  In Outlook 2007, the 

MessageContext is integrated in all messages, tasks (Pro only), and appointments (Pro only); expand it 

by pressing + at the bottom of the item.  In Outlook 2003 and earlier, open MessageContext by clicking 

the MessageContext button on the ClearContext toolbar. 
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Personal users will only see the Conversation tab in MessageContext, which shows all of the messages 

associated with the current conversation along with a preview of the message text.   

Professional users will see three additional tabs: 

Á Actions - This is a control panel for the current conversation. See all of your To Do's for this 

thread - appointments, tasks, deferred messages, and flagged Inbox messages. You can filter by 

item using the check boxes at the top of the dialog and sort by status, date, etc. by clicking the 

headers. Toggle completed items on/off using the Show Completed link in the bottom left hand 

corner of the window. 

Á Alerts - This tab shows all active Alerts that apply to this message conversation. 

Á History - This is an audit trail of thread activities. Quickly view when you sent a response, 

created a task, assigned a topic, etc... 

Print MessageContext data from the open MessageContext window.  If you change an item while this 

window is open, click refresh to update its status. Double-clicking an item in any MessageContext list will 

open it if it is available.  

OUTLOOK 2007 INTEGRATED MESSAGECONTEXT 

In Outlook 2007, the MessageContext is integrated 

into the Inbox message preview pane and all open 

messages, tasks (Pro), and appointments (Pro). 

Enable\disable the integrated MessageContext via 

ClearContext > Options > Preferences > UI\Toolbar. 

Press Open in the upper right hand corner of the 

integrated MessageContext to launch the 

standalone MessageContext window. 

 

 

 

REVIEW MESSAGECONTEXT BEFORE REPLYING  

This happens all the time - you're in the middle of composing a response to an involved message thread 
and you want to remember a key point you made in your last email in the conversation. From the reply, 
open MessageContext, view the entire conversation, and find your previous comments. 
 

  

file://ccsrv2/Files/clearcontext.com/website/CC v4/images/screens/rv_integrated_inspectors_large.png
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FOLDERCONTEXT: EASILY VIEW ATTACHMENTS AND CONTACTS 

FolderContext automatically displays attachments and contacts contained in the current folder so that 

you can quickly locate the information you need. 

 

 

FolderContext is integrated into the folder list for all supported Outlook folders.  Expand and minimize 

by pressing the +/- button in the header.  There are three tabs on FolderContext - Files, Contacts and 

Notifications.  Enable\disable FolderContext via ClearContext > Options > Preferences > UI\Toolbar. 




























































































































