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FEATURESVERVIEW

Following installatioryou will note thatClearContexhas 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 Perstnal an
Professional sections of this guide.
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THECQLEARONTEXTNBOX

Immediately following setup, you will see th@tearContexis automatically prioritizing and col@oding
your email based on several key factors, including sender, message priority, tradadpption, and
email directnes. Automated features include:

A Inbox prioritization - ClearContexuuses contact and email message information to prioritize
your emails; highlighting your most important email in red and blue and placing junk/spam
messagesn black and grayFor more information on Inbox Views, see the Advanced View
Management section of this guide.

A Suggested filing; press the file button and ClearContext will suggest a folder based on email
history.

A View attachmentsg FolderContext at thdottom of the message list shows all attachments in
the folder.

In addition, you will find thaClearContexhas installed toolbars in the Inbox and open item windows to
provide greater control over email prioritization and processing. Our user guidéheldl you take
advantage of these features.
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USAGEHIPS
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Modify Contact PriorityClearContexiprioritizes your inbox based o
several key factors, including contact priority. To see the impact cor
priorities have on email placement, select an email message fror
important email address.Adjust the contact's priority via the
ClearContext Coatt toolbar2 Y S OK A Y RA A R 8eledt
OK when asked to rescore. Inbox prioritization will automatically
adjusted to reflect the contact's new priority.

Assign TopicsTopics are the key to theClearContextorganization
system. Clicthe Topic button to assign a Topic to email conversatis
All future messages in this thread, along with any tasks or appointm
generated from it, will be tagged with this Topic. This will allow yo
use theClearContexDashboard to view all gfour messages, tasks ar
appointments related to a given Topic.
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PERSONAL ANPROFESSIONAL

The following features are available in both the Personal and Professional version of ClearContext
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GETTINGSTARTEMWITHOLEARONTEXPERSONAL

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

SELECT AMNBOXVIEW

[ ChearContext | Help | ] ) _
£ Atachment Explorer Once setup is complete, inbox messages will be
R MesssgeConet color-coded to highlight the most importdn
[ Fil . . .
; F';TM:::' messages.You can select different fiox views
W File Topic from the ClearContext> Inbox Viewsmenu, or at
3 Unsubscribe from Conversation any time revert to standard Outlook views via the
el ' Outlook view menu
| Inbos Yiews bW ByDate '
W Help LY Prioritized by Day
Qptions T Prictized by Week
& Contact Exporter 3| Threaded
Actiity Log Reset Current View
About Save Current View
——  Try ClearContext Professicnal View Selection Wizsrd
& 5 Tapic Seectee Topic FLE TAUGGESTEEOLDERS
-
Seart bypeng S0 mearch or slect 5 Tops name; H

to file to a folder or

ot @ Thread
o : to file all messages inthe

conversation thread with a single click.

ClearContext automatically suggesthe right

Eﬁ:ﬁ:,m folders to file the message to based on your past
\eork it email history and recent activityAll messages in
Woork bR -

that email conversation will be assigned that
(oo | [ 4iiepn | [+ieTresd] [ +Metime | [SoToTomc | [ comel | T2f IVTQON\D a

7 | ClearContext InformatioManagement System User Guide
© 2004 ¢ 2008 ClearContext Corporation



(=l = FolderContext

[ tachrars [ Coioc | ecaions
~ 1, Board Meeting v  Sort by Attachment
| Preseaton el g ey
10/3/2003 - Lar O R e
10/3/2003 - Lar Sort by Subject
p’_‘ Company Finan Sort by Last Received
Presentation Resd
10/3/2003 - Law Sort by First Received

Hotes from Mar
r j Corporate Update Save Attachments

10/2/2003 - Lar Forward Attachments

3 Items

VIEWATTACHMENTS BOLDER

Click on a folder and look at the FolderContext
pane next to the message lisThe Attachments
tab shows all files contained within messages in
the folder. Highlight multiple attachments and
select Actions > Save Attachments extract the
selected filego your hard drive.
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VIEW THEENTIREEMAILCONVERSATION

At the bottom of each messagg2007) the
MessageContext pane shows all messages in the
current email thread.Select an Inbox message from a
long email thread and men MessageContext to view
the  whole conversation. Enablé&Disable
MessageContext in Outlook 20@7a ClearContext >
Options > Preferences A Tbolbar

ADDITIONAEEATURES IRLEARONTEXPROFESSIONAL m Help
Q] Attachment Explorer
If you are running ClearContext Personal and would like to try | @  pessagecContex
a free trial of ClearContext Professional, seledarContext > (B File Message
Try ClearContext Professiorfedm within Outlook. Se¢he o
Pro Getting Started pagén this guidefor an additional B File Thread
introduction to the product. @ File Topic
@ Unsubscribe from Conversation
Conversation Priority »
Inbox Views 3
@ Help

Options

Contact Exporter
Activity Log
About

Try ClearContext Professional
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TOPICSMANAGING THEIBOX VIAUTOMATEHLING

ClearContext automates the filing process, making it easier to identify and store medsages
remembering where you previously filed email.
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. Presentations S =
& [ Seaceh Folden =
We should pull together a brochure for these types of requests. E|
From: bmeador
Sent: Monday, Oetober 03, 2005 2:0% PM
To: Lamrv G Weiss L
"._3'3 LR e N . R & — Meidagelonten

14 fema.

AUTOMATEHLING

TheFile MsgFileThreadandFile Topibuttons are used to move messages to folders.

1 TheFile Msgbutton will move the current message from the Inbox into this folder.

1 TheFile Threadutton moves all messages in the Inbox from the current email conversation into
the assiged topic folder.

1 TheFile Topibutton 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 Topicadd it b the toolbar via toolbar customization.
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When filing Inbox messages, ClearContext will automatically mark them as read. Change this behavior
viaClearContext > Options > Preferences > Misc >.Filing

SUGGESTEDOPICS

Once you assign Bopicto a messageby 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 thrédmewiesignated with

the selected topic. This enables ookck filing for messages in conversations that already have a Topic
assigned. Remove a topic assignment by selecting "<Clear This Topic>" in tdewinomenu. If the

folder you want to file todoesn't exist, enter a new Topic name and ClearContext will automatically
create the Topic folder for you.

ClearContext also suggedispicsbased on the message sender when filing. If you don't see the Topic
you want when using the drop down, select ho® 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.

TOPICSELECTOR

e When filing, the Topic Selector allows for quick and

& W Tegic Scbectar (g Topic easy assignment dfopics to messages, tasks, and
oo Search | Fepe Tree appointments.
SEart bypinn) S0 mearch oF sehect & Topss neme;
e In the Topic Searctab, start typing any part of the
— e — : Topic name and the search window will filter the
= Topic list using down to the Topic desired.
o —— ClearContext will display suggested Topics based
*'v:uge?; : on the currer email at the top of the Topic list.
Proagect
:%::::; Click the Topic Tree tab for an easy way to visualize
o = and file to Topics and Sub Topics.
[ soiect | [ +Pimpmg | [+ Dread| [+ Tome GoTaTone | [ Cacel

e lump yge theJumpbutton on the toolbar or on the Topic Selector to quickly navigate to a Topic
folder.
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CONFIGURINGOPICFOLDEROCATION

Configuraticn

=

Message Store For ClearContext Topics

Mailbox - Brad Meador (Primary) =

Location of ClearContext Topic Folders

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. /lnbox) change the ClearContext Topic Folder location via the

fInboxClearContext Topics

Secondary Message Store

[SharePo\nt Lists hd

Description to Append to Topics
{SharePaint Lists)

configuration window
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 examte, changing the location entry ténbox

will configure ClearContext to file to stiblders of the Inbox only.

locatd at ClearContext > Options >

For information about designating a Secondary Message, such as
SharePoint Lists (Outlook 2007 Only), Public Folders, or secondary dataeglahesuser guide on

sharing.

TOPICASSIGNMENPREFERENC&IOPTIONS

Foge: dsgrwmeny | Tosl COWRS | Clegaten :(-:-'\qrcu. Farshes, Bty Fonba | Mol
el and Hrpled Heveages with Fopeos:
& Frve mesages w0 Toge: Foier
| sk about peiecing & Tope f one & not aemgreed
Topi: Supgertions
Dol T, St Yurter of Wipgeabora:  }
Topi: Dinplay
D oty VRIS, Do Dty Lifwend

Sabelad - Snarwiand -

Vigte: Changes o Top Display opSons sne rod Sy in efect unel Ousiook i restarted
Labegiey

¥ Coer Tapes o Categeres

| Rpmcen Taapean from Categaras

g Tutee for Topscn copeed S Categoren:

[ Tee ame ]

O .I L=

ChearConten Preferences 85| Adjust Topic assignment preferences and options
— :x":::“““““ & via the Topic Assignment and Topic Options tabs at
PR ——— RPEAR— - ClearContext > Options > Preferences
& Amgr masags Frasd T ipe @ Aemgn mesuge Svead i S
knbeters e ach e et i On the Topic Options tab, check "Save Sent
Topie Asguamcnd o Tacks aal Appintsosati Messags" to automatically move sent messages
P e ——— with Topics to the appropriate Topic folder.
R M The Topic Display drop downs control the size of the
i R A m— Topic drop down list box.
Check "Copy Topics to Categories" to duplicate
ChearConten Preferences &S|  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 unassigal.

Please note that category assignments on email
may be communicated when sending messages.
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AUTOMATICALLNLEREPLIEEPROONLY)

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

9 File To Topie Automatically files the original message into its associated Topic Folder.
1 Delete- Much likeFile To Topjautomatically delete the original message used when replying.
1 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 remembersdheyaatlast
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 filedetete the original message. Change this behavior via
the ClearContext Misc preferences melgarContext > Options > Preferences >)Misc

ToPIAMANAGEMENTIPS

Multi-level TopicsTo create multievel topics, enter the topic names separated by a Fr example,
"Work/Project" would store the message in the "Project" subfolder underneath the "Work" main fol

New MessagesAssign a topic to a new message via the drop down menu on the open message {
sending. All email responses to that megsawill automatically include the topic name. In addition
you are utilizing the Save Sent Messages option, this new message will automatically be filec
appropriate topic folder.

Category DelimitersChange the Prefix and Suffix appended to ¢apmmes when duplicated in th
category field viaClearContext- Options > Preferences > Topic Optidnsave these fields blank 1
remove the delimiters.
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UNSUBSCRIBAUTOMATICALIREMOVHINWANTEMCONVERSATIONS FROM INHBOX

Unsubscribe from Threaallows you to remove all current and future messages in a conversation out of
the Inbox so that they don't clutter your Inbox.

2

. Inivax - Micrasoft Duticak Unsubscribe
: File fdn Yiew Go Teoh fctiors ClearContet  Help
Epdbew - by B K | chBeply CReplyioAll Forged B2 W LG o SendiRegene - (5 WD w
& C)Dashbosed | ([ Togee <-- Chick to inagn = [ Fie Msg [P Theesd | [ Task [ Schodole () Defer i Unaubueribe [} Abort =
| -1 Inbox | Grasshopper joke * |
: - s <m S5 (@MY CDMpany.Com
= [ Inbox ybo yeampany 2
| ClearContext Dashboard P —— E
| ClearContext Deferred E
[ ClearContext Unsubscribed =
— = = walks inte a bar. The bartender savs, "Hey, we have a drink =
£ | i Frea vesune S named aft:lr vou!” The grasshopger says “Really, vou have 2 deink named IE
= Interested Customes Frank™?™]
E’l Topat: Prodpecty
'S i Brad Meador BN v
z RE: B eretted Cudtomer =
Topss Prospects E
4 Brad Mendor 11152005 :
B ¢ jake g
-3
4 Lty Wik 11500 Ll
Grasshopped joke -
Tapéc Perronal
= Mk & = Clearorted Relatedeew
L
22 erns

When copied on a long email thread that you have no interest in (i.e. joke threads, happy hour planning,
etc.), highlight a mesage from the thread, clickinsubscribe and all Inbox messages from that
conversation will be automatically moved to the ClearContext Unsubscribed folder {&ldab of
Inbox). All future messages that you receive from the same conversation will autathabe moved to

this folder as well. To rsubscribe to the thread, go to the ClearContext Unsubscribed folder, highlight a
message from the thread, clitknsubscribgand future messages you receive will stay in the Inbox.
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UNSUBSCRIBE TOPICFOLIERS

If a Topic is assigned to the current thread, ClearContext can send unsubscribed messages
folders rather than the ClearContext Unsubscribed folder. To turn this option on, GtetwContext >
Options > Preferences > Maad check If Topic$ assigned, file unsubscribed messages to Topic Fo

Disablz noification for original message: fiing: [FiRephed Mage [ Tasks  [J] Appontments
Disable notfication for orignal message deletion:  [TRepbedMsgs [ Tasks [ Appointments

Word as an Editor Support
[I"] Dxsable ClearContext toolsars on Word Emal editors

Privacy
[¥] ABow ClearContext to send ancrymized feature usage and emal volume statistics  Privascy Poboy

Filling
[¥] Mark message{s) a5 read when fiing
(3] it unstrscribed messages with a Topic to the Topic Folder

Lo J[ cmad || wor |
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MESSAABONTEXTSEE THEVHOLEPICTURBVHENDEALING WITMESSAGES

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 conversatiomedd. 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 MessageContexiutton on the ClearContext toolbar.

T
iwmmmmw ﬁiaMessageCnntext)
| Fiested | ActionView | Asts| Hatary | wﬂ_/ :
Related: [7] Messages [F] Tasks (7] Appoiniments
Received/Saa  © Title Location Staius
B w2smiT000AM  Boad Mesing
102472007 120000 AM  Presentstion Ready for Board Masting Mot Started
B 722007 TIC00FM  Board Mesting Flanning
S WNRIOTI0EEPM  RE Pressndstion Rendy for Board Mesting? Inbos forread] - To: bersadon@pachel net
3 1071952007 30622 PM RE: Presenistion Ready for Board Mesting? Fied - To. breadoriEpachel net’
_;‘immhummfumw B
;,} [ Related | Actioriview | Aerts | Hastory |
(4l || Te Doand Pending Rems: [ Tasks V] Appontments  [¥] Defemed Messages ] Flagged nbex Messages
-i -
[ DusrSchedued Te Stats Categonies
T 10252007 83000 AM  Board Mesting [Management]
T 10222007 310000 PN Board Mesting Flarring [Management]
B 00T 120000 AN Compiste Peesentntion for Board M Pt Samted  [Maragement]
@ MessageContert: Presentation Ready for Board Mesting? =
] [ Related | Acticnlew | Meits | History|
na Active Unsead Mezzage Alests
E Fecared Sidact Seredar
51092007 06 PM  RE: Pretentaton Feady for o Mestrg? Erad Meader
A 10019/2007 3B0SFM_ RE: Presentation A lot Board M ssting? Etiind Mol
iwmmfumw
[ Reetated! | Acticnien | Aets | Hatory |
Thread Adtivity Log
;.; [ e« Actrty Detais -
HOWATE M08 AN Theead Created
1 L WAL 103529 AN Tomc Assigned Work
4 L IAV0E TAIAPM  Tog Assigned Marngement
— L3 VIE2006 S00ISPM  Peordy Set 1
L VBB EO0IEPM Prorty Set z E
oy BWI0E T ME0PM Task Created Complate Presentation Tor Boaed Mesting
Bl AR08 TISE2 PM Task Crasted Presertation Ready for Board Masting?
L BOWRI0E TITSIPM Topic Assigned
By B0 113253 AM  Task Coeated Presertation Ready for Board Masting?
- G BO0E0E 1A AM  Top: Assgred Personal
Vi B B0Z006 113324 AM  Reply Sert [
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Personal users will only see ti@onversationtab in MessageContext, which shows all of the messages
associated with the current conversation along with a preview of the message text.

Professional users will seleree additional tabs:

A 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 tktdialog 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.

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

A 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 reésh to update its status. Doubticking an item in any MessageContext list will
open it if it is available.

OuTLOORO07INTEGRATEMESSAGEONTEXT

In Outlook 2007, thévlessageContexs integrated
= E‘:,_ — into the Inbox message preview pane and all open
messaes, tasks(Pro) and appointments(Pro)
Enablédisable the integrated MessageContext via
ClearContext > Options > Preferences\¥ddibar

L
L]
L3
W
&
-

S ~| Press Open in the upper right hand corner of the
o s v integrated MessageContext to launch the
Vo by, Dt 81, 90 19 0 | standaloneMessageContextiindow.
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REVIEWM ESSAGEONTEXBEFORIEREPLYING

This happens all the timeyou're in the middle of composing a response to an involved message tt
and you want to remember a key point you made in your last email in the conversation. From the
openMessageContextiew the entire conversatiomnd find your previous comments.
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FOLDERONTEXTEASILWIEWATTACHMENTS ANDDNTACTS

FolderContext automatically displays attachments and contacts contained in the current folder so that
you can quickocate the information you need

FolderContexis 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 FolderContdites, Contacts and
Notifications. EnablédisableFoldeContext vieClearContext Options > Preferences X Tdolbar
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