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FEATURESVERVIEW

Following installatioryou will note thatClearContexhas added toolbarand asidebar within Outlook
These toolbars allow you to quickly & effectively manage ematbr a quick introductionwe
recommend stepping through Getting Started in this guide
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THEQLEARONTEXTNBOX

Immediately following setupClearContext is automatidgl prioritizing email from VIPs ired and
Known Senders igreen Automated features include:

A

A

Inbox prioritization - ClearContextuses contact and email messagdoimation to prioritize
emails See Contact Prioritization for more detail

Oneclick filing ¢ ClearContext suggests folders for filing based on email his®rgss the file
button to accept the suggestion or the arrow next to it to see more suggestions

Convert Email to Actiorg Create a task or appointment from an email with a single ckdsign
projects to them and view your work by project in the Dashboard

In addition, you will find thaClearContexhas installed toolbars in the Inbox and open item windows to
provide greater control over email prioritization and processimgis user giide will help you take
advantage of these featureslf you are implementing GTD in Outlook, see @D setup guidéor
additional reference.
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USAGEHIPS

Mark Important ClearContext highlights known senders in green .
VIP senders in redPress Mark Importanbn a messageall future email
from this contact will be marked as a VIP.

File to Projects(Pro only) Projects are the cornerstone of th
ClearContexbrganization system. When you file a message, you
assigning a Project to that email conversation. All future messag
this thread, along with any tasks or appointments generated from it,
be tagged with this Project. This will allow you t@ tise ClearContex
Dashboard to view all of your notes, tasks and appointments related
given Project

File Msg:
Work
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GETTINGTARTEWITHOLEARONTEXPRO

With ClearContexProfessiond & 2 dzZQNB 2dzali YAydziSa FgF& FNRY
tasks, and projects organized using the folders and filing system you alreadyluiss® 4 simple steps
will get you started; ClearContext will take care of the rest!

I dzi :

{J File Msg: Work "w' (B Thread w %) Undo File

Select a recent Project: » X
| B Prospects
|.P Work

More Suggestons Hce
or start typing to find a Project:

=I-y Personal Foiders
gl Management
il Personal
(g} Prospects

ClearContesxt

Dashboard | Project

Projects Active =
% Organize Tasks (7 Qverdue)

-\
Active -
#¥ Organize Tasks (2 Overdue)

[Prajects

<lUnassigned Tasks>

31 #

Prospects
'o s E ”

Sales
@ 2+ EE2 g

5

1. HLEMESSAGES TYGGESTEBOLDERS

ClearContext automatically suggests the ri
folders to file messages to based on your p
email. ClickFile Msgto file to that folder or the

down arrow!™ to see more suggestions.

2. CREATHASKS ANBPPOINTMENTS

Click Task and Schedule on the GCéarContext
toolbar to turn email into tasks o
appointments.L ¥ &2dz KI @Sy Qi
the email already, ClearContext will prompt you
select one.

3. ORGANIZHASKS

Click Organize Tasksn the Dashboard to easil
organize all your tasksSelect a bunch of overdu
tasks in the Date tab to rassign their due dates
then go to the Project tab and hit Assign Project
make tasks part of a project.

4.VIEWYOURPROJECTS

Now go to theClearContext Dashboard sidebar
your inbox. Select Active Projects to see
summary of your projects and upcomir
tasks/appointments. Click on a project name t
switch to the Project Dashboard for detaile
project information
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AUTAHLE AUTOMATICALLINLEAUTOMATERMAIL

AutoFile automatically moves incomingpdtr’ email - including newsletters, social networking
notifications, shopping emhietc. - to categorized folders.AutoFile comes preonfigured with filing
rules for common automated email and is updated over tinvau can also create your own AutoFile
rules.

S
89 is Inbex - Mailbox - Mecrosoft Outlook v /
m ) AutoFile
Fils Home Senc / Recenve Folder View
= S Breoy B W | €5 Dasnboaro it N — %
—"J el x S Reoty A T8~ Lo / o]y Scorecata ' = 1) Address Book =1
Mew  New Delete = Auto | Mark Quetk Move  Tags SendMeceive
Ema Resis &° b Forwaed S5 % 1 Fae  important 2, Mote * Steps ~ . > W Filtes Emall * 2t Forders
tew Delete Respond ClearContent Quick Stepr 7o find SendRecetve
| » L |ClesrConten v X
Mave Al Messages? ) | Astorted Mermges Optes -
: @
(3 Move all messages in this folder as well as future messages from: ;- - o
3 AN Fiing Groops
8 epnnewsiettars $espn.go.com Shopping -
Al Senders From go.com ; 7,
Social
: . o i
1/ to the following Autofile folder: % £
? Travel
] n v .
[ewa 8 informazon 5 — - !
<Select & foider>
> Entertarment S — = arnazon.com (2) -
l % Informato Move \__c'u J g 1 Your Amazon.com order has shipped (21 |
- Other - 1 Your Amaon, com order has shooed (21,
Sepong 3 - T g ebay.com (2) 5‘
Travel \? I 1 eBay Saved Search: studko projects <1
L’ T < - C“Ck ﬁ.l bt 1 Updates for your purchase from maven ...
ﬂ ‘ ferovo.com {1)
[ ClearContent i - | Save 10% on the Performance Padked ...
| = st — LJ J | hlaaminadsles som 1) =
| Mems:5 | AR taldens are up to dste. {7} Connected to Micotatt Exchange | 130 100% (- {+)
AUTAHLERULES (P )
AutoFile Rules AutoFitmmes preconfigured wWith filing | o e s messges i s fosder o ot s tetire messages fr

!
rules for common senders of automated email. They @ semersetiersGem.gocom |
rules are updated over time as ClearContext usg ‘
idenitify new senders. Create your own custom AutoF

1

rules in one of two ways: | Sswect o o>
-adv':'km
. . :m o ,W
1 Highlight a message and press the AUEF.:;%“‘_E

button on the toolbar or select AutoFile from %%
the ClearContext menu. In the dialog that
appears, choose whether you want to create a seragsed rule (i.e. bacn@bulksender.net) or
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a domainbased rule (i.e. bulksender.netihd select the group you wouliike to file to. All
messages in the current folder that match your rule will be filed to the group you seleéied.
future messages from that sender or domain will be filed as well.

1 Click and drag a message onto a filing group in the Sidebar. Seleet dhothe dialog.As
above, all current and future messages from this senderdomain will be moved to the
AutoFile filing group.

See below for AutoFile rule configuration options.

AUTAHLESDEBAR

The AutoFile tab on the ClearContext Sidebar provideslao view and manage these emails.

AutoFiled Messages

The top section of the AutoFile tab shows a count of ¢ “learContext e
unread messages across all AutoFile groups: AutoFiled Messages Options =
21 Unread
1 Click on Unread to view all AutoFiled, unrea «
messages.

1 Toggle the Filing Group view between@tbups and groups with Unread only via Options.
1 SelectOptions > Rules and Settirtgsconfigure AutoFile.

1 SelectOptions > New Filing Grotp create a custom group for use with AutoFilEhis feature
is available for Pro only.

Filing Groups

Open the AtoFile tab on the ClearContext Dashboard  ay Filing Groups
see an unread count of messages filed by group (Shoppi ﬂ shopping I

Social, Travel, etc.F-rom here: v
. - . Social
1 Click on a filing group to see unread, AutoFile H v
messages for that group. Travel E
0 v

1 Doubleclick a filing group to open thilder that
it moves messages to.

1 Click the check mark on the filing group to mark all messages in the group as read.

71 Right click a group to disable/enable filing to@penView AutoFile Group Detaflom the right
click menu to manage the filing rulés the individual group.
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Unread Messages

The message list at the bottom of AutoFile tab shows ¢ Shepping Actions =
unread email for the chosen groupMessages are || amazon.corm Mark Read
grouped by sender.You can act on individual message|| /-1 four Amaza Delete
via the Actions or rightlick menus: 1 Your Amaza Jurp To Folder
ebay.com (2
T Mark Readnessages that you no longer wish to|| | 1 egay saved Stop Filing
see in the list. ' Updates for your purchase from maven .. ||
lenovo.com (1) L
1 Deletemessages that you do not want to keep. 1 save 10% on the Performance Packed T...
1 SelectActions > Jump to Foldr open the folder [ hloominadales com [ =
that contains the current message.
1 SelectStop Filindor messages that you no longer want to AutoFile

AUTAHLEOPTIONS

s
ClearContext Options.

[con

ion | AutoFie | Project Options | Tasks/Appts. | Ul/Tookar | Msc |

AutoFile Configuration
/| Enable AutoFie message filng
[¥] Create Daly Digest message in Inbox
[V] Alow automatic updating and sharing of rules
AutoFie rules were sutomatically updated: 11/14/2010

{ _» e Y ~ -
L« m

| O wkbmewsletters@techwed,.com
- -

AutoFile Groups
Fing Group Descrpton ]
[& Daiy Deals Group buying and shopping offers |
@ Entertainment Movies, music and other fun stuff ’
[F Finance Finandal statements and notifications J
e - N
i News &Informaton [ ClearContext Autofile =]
[F Other
g ;‘3’"9 @ Rules for Autofile Group: News & Information
[ Travel Sender &
User Rules
- O espnalerts@espn.go.com
el Automatic Rules |
(0] SR G NEr e W) O s ———" | |
O  communications @e.dowjones.com 3
\ o world_s Jine. compe com
O computerworld_resources @cwresources. computerworid.com
O daiy-htmi@chronide.com
O daiy-update@chronide.com | 3
O daidynews@alithingsd.com
O ddj@techwebnewdetters.com
@  dgtaledpe Dtachwebnensletiess. com
O dinewsietters@dowones.com
O emaigemal microsoftemal.com
O emainews@chsatianta,com
O  global.ft.com@ftma. ft.com

Disglic Rt
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OpenClearContext > Options > AutoRdeconfigure the serviceThe following options are available:

1 Enable AutoFile message filingns AutoFile on/off.

1 Create Daily Digest message in Indorcts ClearContext to place a summary ofAaltoFiled
messages in the Inbox once/day.

1 CheckAllow automatic updating and sharing of rules periodically download new AutoFile
rules for automated sendersWhen enabled, this will send the custom AutoFile rules that you
create to ClearContext so thaew bulk senders can be identified.

1 Enable/Disable individual Filing Groups in the bottom half of the options dialog.

7 Doubleclick a filing group or highlight and cliden Detaildo see the rules designated for the
selected group.Turn off individuatules from this dialog.

f Highlight a filing group and cli€kange Nam#o rename a filing group.

1 PressApply to Inboxto apply all currently enabled AutoFile rules to your Inbdbis is
especially useful after an AutoFile rule update.

DAILYDIGEST

The Daily Digest is sent to your Inbox once/day and lists s,
messages filed over the last 24 houtdse this message Received

Sent
to ensure that you don't miss an important AutoFile 62 8
email. Click on a filing group to jump to the folder the
messages messages

contains the filed messag. The Daily Digest alsc
provides some email usage and responsiveness statis | .15 pps.
the last 24 hours. Disable the Daily Diges
via ClearContext > Options > AutoFile

for

Autofile has automatically moved 31 messages ou

MW
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MARKIMPORTANTHIGHLIGHEMAILFROMIMPORTANTONTACTS IQUTLOOK
In the @ y il O FylFrfteaira LINRPOSaa LISNFpaEdidSich algodehdh y 3 a4 S
automatically identifies those contacts thatou email the most and marks them as important.

ClearContext uses theontact priority to highlight emails in the Inboxdm your most valued contacts.
Manually mark email important via the Mahkportant button on the toolbar

T inbo - Microsoft Oution i
T |
zu:amuﬁolmmmomwm Mark
| Sabiew - B N X pReply iReplytoA) pFomad B ¥ L (W Seron sdces vocf (Important|
Q JDnhboald ‘Scof«lrd I)H.Msgwm - .';nrmd - -ounaoue ’ lmpmm .
| - Inbox ___ RE:Interested Customer |
| l'-».\n'.'.vu::u‘ P ':,i | Brad Meador l %
. | Aranged By Date mmu ontop ||| rE [ ?D
| & )| 2 wrywen 1029/2007 o - | | St Fri1073/2003 3:56 PM ]
o RE Wtere1led Customes Meador ?
g 3 Ladry ‘Weist 1019/72007 . 4 —— — ==
':'é‘ Re: Presentation Ready for Board Meeting” ] /E_!;\l' v R ﬁ[‘."’v_{y&‘cﬂm.i‘; =)
w2 i = Brad Meador 107192007 (e —
: S8 resentation Resdy for Soaid teing? | ! Contact Insent Format Test OutiookSpy v
Z | (4 RG Wod - Ievestment Research Group 1. Goidl | e h ) ] v y £7!
Wit & Pecr of Lang n Pungab ! Sent ~ant
el S Larry Weiss 11115/2008 To: Communice Optiont Spelling | Contact
RE Your interest in emall productivity w Sll'i o Clau X - "'W'""‘ Hotes
v k Adions ClanConted ool Oneligte
‘—f{ =k Brad Meador 11/15/2006 N g2 otod ] !
3 . A il hod i s Brad {’hﬂulab- ] Larry Weiss 1
= Compusa 1311572006 s ’
3_] g Fali Sav WD o SO% at CompUSA - O Tam j Comgany: Contoso Corp O
- 4 Yahoo! Music Backstage 1171572006 back ‘ b title: The Head Honcho | ‘
4! TERGIMTE DEpOnot. S0t Sapg: v 3 | T Welss, Lamy [=! | '
£ Ly Webs 10372005 o Than —_—
¥ Cocporate Update 9 ~ -
127 tems

During initial setup, ClearContext analyzes email history to determine email addresses
from which you send and receive the most email. Using this information, your VIP
contacts are marked as important. By default, email received from these contacts are
marked with category CC VIP and cetodedred. Manually mark/ummark a message

as a VIP using th®lark Importantbutton. This will automatically adjust the contact
priority and future messages will reflect the change.
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All messages from known s@ers are marked with categor@C Okand colorcoded
? green These include messages from contacts that are in your address- timaknot
marked important- and messages from contacts that are not in your address book but

Mark are replying to conversations thgou have already participated in.

Important

CONTACPRIORITY

2

Mark

Also adjust priority via contact records. Open the contact for an important sender and
press Mark Important. All future messages from this sender will be desig@aiedIP

Important’
ClearConte

VIEWS

In Outlook 2007 adh later, ClearContext color codes messages using Inbox category colors. In Outlook
2003, ClearContext changes the font color to indicate priority. To see font color coding in other versions
of Outlook, select a ClearContext view from the Outlook view un@tiew > Current View There are

three views installed during setup:

1 ClearContext By Datanessages ordered by received date
1 ClearContext Threadednessages grouped by conversation and ordered by date
1 ClearContext Prioritized by Categeryessages guped by category

If you change options below, the views above may no longer color code by priority.

PRIORITIZATIORPTIONEPROONLY)

Adjust prioritization options vi€learContext > Options > Configuration

I CC'd to meenable this option to prioritize messages that you are copied on

9 Category change category name, color (2007 and greater) and enable/disable

1 Importance Icon append the Outlook importance icon to messages according to pridxbte
that this priority may also be communicated in message forwards and replies.

1 Flag- add a flag or check for each prioritin 2007 and greater, flagged messages will appe:
the To Do List.
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AUTOMATEMHLING QUICKLYHLE TABUGGESTEBOLDER

S

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

remembering where you previously filed email.

a a o O

(B File Msg: Work | w [B# Thread w ) UndoFile

Select a recent Project:

@ Prospects

@ Wark

or start typing to find a Project:

Options w 3 X

6Y0

EI@lI Personal Folders
I Management
----- Perzonal

----- Prospects

P b Wark

Eliﬁ'I Archive Folders
..... Backup

----- Career

----- Past Sales
----- RSS Feeds
----- Wark History

@ Mail Files w

v Archive Folders

File v | Personal Folders (Primary)

v

1. HLEMSGFILES EMAIL TO THETED FOLDER

™ indicates that you previously filed messages in this conversalPhindicates that this is a

suggested folderShortcut Key: A

2.PRESS TO SEE OTHERIE CHOICES

¥ opensother choices in the Project selectoBelect a recently used folder or start typing to filter
the full folder list. Hide or add additional suggestions using the links in the sele&oortcut Key:

CTRIALTM
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3. THREALFILES THE ENTIRE ZBRSATION
File all messages from this conversation thread into the folder listed on the File Msg bttess

¥ to see other choices.

4. UNDOTHE LAST MESSAGEBIL
If you accidentally filed a message, Undo will return it to the current folder

* HLEORIGINAIORDELETEORIGINAL AS YOU REPLY
Enable File under Origind Messagewhen replying. The message you are replying to will be
automatically filed to the Project folder you assig@learContext remembers griginal Message:

this setting. T3 File | X, Delete

Delete works the same way, deleting the essage you are replying toThis setting is not
remembered. Enable ClearContext to delete all unassigned,-Rosject messages as you reply via
ClearContext > Options > Misc

* HLETHISEMAILFILES THE MESSAGE XBE SENDING Boe wpnune
EnableFile ThiEmailwhen sending email. The message you are sending il [#5 gije his Email
automatically filed to the Project folder assigne@leaContext remembers thiS ~.icie-i biaccama
setting

* FLEPROJECFILES ALL MESSAQESHE CURREPROJECT ClearContext | Help

SelectJump b© Folderfrom the ClearContext menu to quickly open
folder. This button can badded to the toolbar as well.

Jump Te Felder

Highlight a message with a Project assigned tani selectFile Project 33 Dashboard
from the ClearContext menuAll messages in the current folder with thi @ Emei -
i ) o : . mail Scorecard
Project assigned to it will be filed'his buton can be added to the toolbar :
via Toolbar Management ¥ File Message
(& File Thread
* JUMPTO FOLDER OPENS A PROJECLDER (B File Project
i

OPTIONS

5. CHANGE THE NUMBER SIFGGESTIONREDITSUGGESTIONISPLAYED
Click Options to configure the number of suggestions shown in tleetee. If there is a suggestion
listed that you would no longer like to be displayed, select Edit Suggestions.

6. EXPAND THPROJECEELECTOR
Press the right arrow to expand the selector ase@ suggestions in two columns.
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. ADD'REMOVE AVAILABLE IMKILES
Click Mail Filesto add or remove available data stores5o to ClearContext > Options >
Configuratiornto add Public Folders and SharePoint Lifdgsignate a Personal Folders file as your
primary here as welllf all of your folders reside urd a single folder (i.e. sdiolders of the Inbox)
designate theRoot folder for Filing and Projectsere (i.e /InboX).

ONECLICK FILING

When you disable onelick filing viaClearContext > Options : cestonesosens S N
Ul/Toolbat ClearContext only shows a project in fite Msgbutton | centguasn | ot cosers | Taskaisoots | UiTestn
when previous messages inathconversation have been filed One Chck Filag

¥ Shom one Ak filng mugoestors

ASSIGNPROJECT

To assign a project without filing, select Assign Project from the ClearContext mdduhis button

to the toolbarvia ClearContext > Options > Ul/Toolbafou can also remove a project assignment
with this button.

ClearContext Optona

SENTMESSAGEILING e B U T TR
EnableSave messages to Project FoldarClearContext > OpPLtioNS ©|  sew protect roider creation
. . . . & Ak oleler o Coatr Create rmedately
Project Optionsto automatically move sent messages to proje
A i Seot and Repled Messages with Projects
folders as you sendYou can also enable this feature by selecti 7 Sare messages 1 Srogect Fokde
File This Messagas you send email. T i

AsNpeded @ Bvary Teve Sw o

WHEN MESSAGES ARE BDWO APROJECT

By default, ClearContext monitors projects folders and asSigNS “wam messsses are moved to s roject

project to email conversations when messageappear oSSR @ e s fres
wehout assgned Project 9 Asugn messace tread

there. Configure this behavior alearContext > Options > Projects
Options

CATEGOR®YNCHRONIZATION
By default, ClearContext writes the Project name to the mess @ st

Category field with Brackets around iffurn this on/off and messmsmomcmme @ moase |
change optionsn Project Options

SNGLEFOLDERHLING

To file all messages to a single folder instead of individual pro’ o, - ... for Fing and prosects
folders, select File all messages to root foldemn Project ... processedmai
Options When you press any Filing button, ClearContext V iri s messages to root folder
assign the ProjecCategory to the message and move it to the

folder you specify.
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PROJECMANAGEMENTIPS

Multi-level Projects To create multievel Projects enter the project names separated by a "/". Fc
example, "Work/Project" would store the message in the "Prdjextbfolder underneath the "Work'
main folder.

New MessagesAssign grojectto a new message via thoject buttonon the open message prior t
sending. All email responses to that message will automatically includerdject name. In addition, it
you are utilizing the Save Sent Messages option, this new message will automatically be filec
appropriateprojectfolder.

Category DelimitersChange the Prefix and Suffix appendedPtmjectnames when duplicated in th
category field viaClearCordxt > Options >Project Options Leave these fields blank to remove t
delimiters.
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UNSUBSCRIBROMITHREADREMOVEIJNWANTENCONVERSATIONS FROM INBOX

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

« Inbox - Microsoht Outiook \
file fda Yew Go Jools Actions CleacContet Help
Silew - O3 X CpBeply C@ReplytoAll ipForgard B W & i Send/Regeve - (B L) Sewchdd
& (Dosnbomws W Scocecand D Fie Mg Work w [Jf Tivead v W0 UndoFie ) Tosk (Y Schedute @ Defer 8 Uniubicrde »
» ||=3 Inbox | Grasshopper joke M
—- iss <myboss@mycompany.com>
= L7 Inbox s e 3
[ ClearContext Dashboard T b
[ ClearContext Deferred g
[ ClearContext Unsubscribed =
— - er walks into a bar. The bartender says, "Hey, we have 1 drink =
= s named after vou!" The grasshopper savs “Really, vou have a drink named z
= aaNoanatioy Frank????" !
- Interested Customes
& Topw: Worpects
S ] 3 Bead Masdor 1072008 v
i RE: Iteretted Custoner -
Topec Prospecty §
4 Brad Meador 11152006 :
4 Larry Wests 1112572006 i
Grasshoppes joke v
L Topwc Personal
- 4 Mike fon 2 esrConrdent Relatediew
' " v
28 eemns ]

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, clidksubscribe and all Inbox messages from that
conversation will be automatically moved to the ClearContext Unsubscribed folder {fldab of
Inbox). All future messages that you receive from the same conversation will automatically be moved to
this folder as wellTo resubscribe to the thread, go to the ClearContext Unsubscribed folder, highlight a
message from the thread, click Unsubscribe, and future messages you receive viillte&inbox
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UNSUBSCRIBE PROJECFOLDERS

If a Projectis assigned to theurrent thread, ClearContext can send unsubscribed messagesofect
folders rather than the ClearContext Unsubscribed folder. To turn this option on, GtetwContext >
Options> Project Optionsind check If Projectis assigned, file unsubscribed rmeggss toProjectFolder'!

B Ack whethes to create ) Create mmedately

12 Save messages to Praject Folder
Wihen sendeny o message, ask sbout Project assgrment:
Ohsheeted $BroyTme O Never
When messsges are moved to a Project

Wit ety sssgned Project ) Ao message thread o Project ) Do ot assn Project
WiootasedPioiet 8 Ao mesiage Sveod I Project 00 oot asn Project
Unsubscribed Messages

¥ Me irabsorbed messages with & Project to the Project Folder

¥ Syrdwonze Promets 1o Categones
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DEFERPROCESBIESSAGES OfODURSCHEDULE

Much like you can snooze tasks and appointments in Outlook, Defer allows you to snooze a message for
a given duration. When you cli@efer, ClearContext moves the message intspacial, dated deferred
folder and automatically pulls it back into the Inbox, unread, at the time of your choosing.

b

Defer Message

@ Tirme Fram Maow

:

kirites

i Hours
) Specific D ate an [FETE
Weeks

. I Months

Friday

@

Defer

-

2:00:00 &b

oK |

’ Cancel

A

Highlight a message you want to postpone and clickDleger button. You can choose to defer for a
number of minutes/ hours/ days/ weekshonths or choose a specific date and time. ClearContext will
move the message into a special dated ClearContext Deferred folder faldab of the Inbox). At the

chosen time, the message will -eppear unread in the Inbox. Alternatively, click on onethu#
ClearContext Deferred dated folders to view upcoming messages. You can defer a message as many
times as you want.

QUICKDEFEFOPTIONEOUTLOORO07ONLY)
In Outlook ribbors (2007 and greater)quick defer options are provided to

]

= ™
@ [w] Task
LY Schedule

Defer

|
- |l Delegate

1 Hour
1 Day
2 Days
3 Days
1 Week

@ Options

\
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bypass opening of thBefer Options dialog. Select the arrow in the Defer combo
box to quickly defer a message for 1 hour, 1 day, 2 days, etc..

DEFERIP

The Defer reminder time defaults to the task reminder time you have se
native Outlook (usually 8 AM). To change, gdtmls > Options $askOptiors
and change the reminder time in the Tasks subsection.
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FOLLOWUPREMINDYOURSELF T@HECK ON THRTATUS OF M ESSAGE

With Followup Msg quickly and easily create automated reminders of important email responses that

you areexpecting.

oA

Followup
Create Task for Followup wessagev

.

Followup Time

(@) Time From Mow

:

() Spedific Date and Time

Fridzv Movember 03, 2006

Followup Initial Status

[Waiting on someone else -

Category

Followup Completion
Cancel Followup Task:

@) Once I receive any response to this message conversation

() Onece I receive a response to this message conversation
from a specific email address

DEearconTeX T, Com

() Do not automatically cancel task

I

| canel |

"

As you send emaikollowup Msgwill create a task to remind you if you have not received a response in

a designated amount of time. As you compose a message, cli¢kotlmvup Msgoutton and select the
time period for your reminder. Choo$em the following completion options:

A
sender

sender

the conversation or not
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Cancel the reminder task when you receive a new message in the conversation, regardless of
Cancel the reminder task when you receive a new message in the conversation from a specific

Never cancel the minder task, regardless of whether you receive further correspondence in



When you send the message, a task with the message subject and the prefix "Followup:" will be created
in your tasks list. It will pepp to remind you of théollow-up at the time you chose.

To assign a specific status or category to the Followup task, assign Followup IritslaStgou create
the follow up

You can also create a Folldyp task for any message conversation at any time ‘3= .
highlighting the mesage within Outlook and selectinglearContext > FollowUy ] Task

Messagdrom the ClearContext menu. sched
[Fallowup lE-; B

b (Message ~| (3

QUICKOPTIONEOUTLOOKRO07AND LATER | Day

When creating a followap from a composed message, click the top half of tl ! 2 Days

button to open the options dialog. Alternagly, click the arrow to quickly create

a followrup using one of the options provided (1 day, 2 days, etc.). Once a-ol [ 3 Days |

up has been created for the current message, the button will remain highlighte [ ek I
] B8 options |

MULTIPLADDRESSES

Specify multiple addressestime "Once | receive a response to this message conversation from a sy
email address" field by separating them with a sealon. If you receive a response from any of |
addresses in that field, the task will be automatically marked as complete.
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MESSAABONTEXTSEE THEVHOLEPICTURBVHENDEALING WITMESSAGES

MessageContext provides a complete picture of the current item you are viewing. Open
MessageContext to view all messages in the current email conversation. See all tasks and appointment
generated from that conversation thread by pressing the Tasks and Appointments link in the bottom
right hand corner. In Outlook 2007 aggdeater, MessageContext is integrated in all messages, tasks,
and appointments; expand it by pressing + at the bott@f the item. In Outlook 2003, open
MessageContext by clicking tMessageContexiutton on the ClearContext toolbar
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