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FEATURES OVERVIEW 
Following installation you will note that ClearContext has added toolbars and a sidebar within Outlook. 

These toolbars allow you to quickly & effectively manage email.  For a quick introduction we 

recommend stepping through Getting Started in this guide. 

 

THE CLEARCONTEXT INBOX 

Immediately following setup, ClearContext is automatically prioritizing email from VIPs in red and 

Known Senders in green. Automated features include: 

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

emails. See Contact Prioritization for more detail. 

Á One-click filing ς ClearContext suggests folders for filing based on email history.  Press the file 

button to accept the suggestion or the arrow next to it to see more suggestions. 

Á Convert Email to Action ς Create a task or appointment from an email with a single click.  Assign 

projects to them and view your work by project in the Dashboard. 

 

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. This user guide will help you take 

advantage of these features.  If you are implementing GTD in Outlook, see our GTD setup guide for 

additional reference.  

http://www.clearcontext.com/gtd/
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USAGE TIPS 

 

 
 

Mark Important: ClearContext highlights known senders in green and 
VIP senders in red. Press Mark Important on a message - all future email 
from this contact will be marked as a VIP. 

 

File to Projects (Pro only): Projects are the cornerstone of the 
ClearContext organization system.  When you file a message, you are 
assigning a Project to that email conversation.  All future messages in 
this thread, along with any tasks or appointments generated from it, will 
be tagged with this Project.  This will allow you to use the ClearContext 
Dashboard to view all of your notes, tasks and appointments related to a 
given Project. 
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GETTING STARTED WITH CLEARCONTEXT PRO 
With ClearContext ProfessionalΣ ȅƻǳΩǊŜ Ƨǳǎǘ ƳƛƴǳǘŜǎ ŀǿŀȅ ŦǊƻƳ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƪŜŜǇƛƴƎ ŀƭƭ ȅƻǳǊ ŜƳŀƛƭΣ 

tasks, and projects organized using the folders and filing system you already use!  These 4 simple steps 

will get you started ς ClearContext will take care of the rest! 

 

1. FILE MESSAGES TO SUGGESTED FOLDERS 
ClearContext automatically suggests the right 
folders to file messages to based on your past 
email.  Click File Msg to file to that folder or the 

down arrow  to see more suggestions. 
 

 

 

2. CREATE TASKS AND APPOINTMENTS 
Click Task and Schedule on the ClearContext 
toolbar to turn email into tasks or 
appointments.  LŦ ȅƻǳ ƘŀǾŜƴΩǘ ŀǎǎƛƎƴŜŘ ŀ ǇǊƻƧŜŎǘ ǘƻ 
the email already, ClearContext will prompt you to 
select one. 
 

 

 

3. ORGANIZE TASKS 
Click Organize Tasks in the Dashboard to easily 
organize all your tasks.  Select a bunch of overdue 
tasks in the Date tab to re-assign their due dates, 
then go to the Project tab and hit Assign Project to 
make tasks part of a project.  
 

 

4. VIEW YOUR PROJECTS 
Now go to the ClearContext Dashboard sidebar in 
your inbox.  Select Active Projects to see a 
summary of your projects and upcoming 
tasks/appointments.  Click on a project name to 
switch to the Project Dashboard for detailed 
project information. 
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USER GUIDE: CLEARCONTEXT PROFESSIONAL 
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AUTOFILE: AUTOMATICALLY FILE AUTOMATED EMAIL 

AutoFile automatically moves incoming "bacn" email - including newsletters, social networking 

notifications, shopping email, etc. - to categorized folders.  AutoFile comes pre-configured with filing 

rules for common automated email and is updated over time.  You can also create your own AutoFile 

rules.  

 

AUTOFILE RULES 

AutoFile Rules AutoFile comes pre-configured with filing 

rules for common senders of automated email. These 

rules are updated over time as ClearContext users 

idenitify new senders. Create your own custom AutoFile 

rules in one of two ways: 

¶ Highlight a message and press the AutoFile 

button on the toolbar or select AutoFile from 

the ClearContext menu. In the dialog that 

appears, choose whether you want to create a sender-based rule (i.e. bacn@bulksender.net) or 

http://en.wikipedia.org/wiki/Bacn
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a domain-based rule (i.e. bulksender.net) and select the group you would like to file to. All 

messages in the current folder that match your rule will be filed to the group you selected.  All 

future messages from that sender or domain will be filed as well. 

¶ Click and drag a message onto a filing group in the Sidebar. Select Move on the dialog.  As 

above, all current and future messages from this sender or domain will be moved to the 

AutoFile filing group. 

See below for AutoFile rule configuration options. 

AUTOFILE SIDEBAR 

The AutoFile tab on the ClearContext Sidebar provides a tool to view and manage these emails. 

AutoFiled Messages 

The top section of the AutoFile tab shows a count of all 

unread messages across all AutoFile groups: 

¶ Click on Unread to view all AutoFiled, unread 

messages. 

¶ Toggle the Filing Group view between All Groups and groups with Unread only via Options. 

¶ Select Options > Rules and Settings to configure AutoFile. 

¶ Select Options > New Filing Group to create a custom group for use with AutoFile.  This feature 

is available for Pro only. 

Filing Groups 

Open the AutoFile tab on the ClearContext Dashboard to 

see an unread count of messages filed by group (Shopping, 

Social, Travel, etc.).  From here: 

¶ Click on a filing group to see unread, AutoFiled 

messages for that group. 

¶ Double-click a filing group to open the folder that 

it moves messages to. 

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

¶ Right click a group to disable/enable filing to it.  Open View AutoFile Group Details from the right 

click menu to manage the filing rules for the individual group. 
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Unread Messages 

The message list at the bottom of AutoFile tab shows all 

unread email for the chosen group.  Messages are 

grouped by sender.  You can act on individual messages 

via the Actions or right-click menus: 

¶ Mark Read messages that you no longer wish to 

see in the list. 

¶ Delete messages that you do not want to keep. 

¶ Select Actions > Jump to Folder to open the folder 

that contains the current message. 

¶ Select Stop Filing for messages that you no longer want to AutoFile 

AUTOFILE OPTIONS 
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Open ClearContext > Options > AutoFile to configure the service.  The following options are available: 

¶ Enable AutoFile message filing turns AutoFile on/off. 

¶ Create Daily Digest message in Inbox directs ClearContext to place a summary of all AutoFiled 

messages in the Inbox once/day. 

¶ Check Allow automatic updating and sharing of rules to periodically download new AutoFile 

rules for automated senders.  When enabled, this will send the custom AutoFile rules that you 

create to ClearContext so that new bulk senders can be identified. 

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

¶ Double-click a filing group or highlight and click Open Details to see the rules designated for the 

selected group.  Turn off individual rules from this dialog. 

¶ Highlight a filing group and click Change Name to rename a filing group. 

¶ Press Apply to Inbox to apply all currently enabled AutoFile rules to your Inbox.  This is 

especially useful after an AutoFile rule update. 

 

DAILY DIGEST 

The Daily Digest is sent to your Inbox once/day and lists all 
messages filed over the last 24 hours.  Use this message 
to ensure that you don't miss an important AutoFiled 
email.  Click on a filing group to jump to the folder that 
contains the filed messages.  The Daily Digest also 
provides some email usage and responsiveness statistics 
for the last 24 hours.  Disable the Daily Digest 
via ClearContext > Options > AutoFile. 
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MARK IMPORTANT: HIGHLIGHT EMAIL FROM IMPORTANT CONTACTS IN OUTLOOK  

In the cƻƴǘŀŎǘ ŀƴŀƭȅǎƛǎ ǇǊƻŎŜǎǎ ǇŜǊŦƻǊƳŜŘ ŘǳǊƛƴƎ ǎŜǘǳǇΣ /ƭŜŀǊ/ƻƴǘŜȄǘΩǎ prioritization algorithm 

automatically identifies those contacts that you email the most and marks them as important. 

ClearContext uses this contact priority to highlight emails in the Inbox from your most valued contacts. 

Manually mark email important via the Mark Important button on the toolbar. 

 

CC VIP 

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 color-coded red.  Manually mark/un-mark a message 

as a VIP using the Mark Important button.  This will automatically adjust the contact 

priority and future messages will reflect the change. 
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 CC OK 

All messages from known senders are marked with category CC OK and color-coded 

green.  These include messages from contacts that are in your address book - but not 

marked important - and messages from contacts that are not in your address book but 

are replying to conversations that you have already participated in. 

 

CONTACT PRIORITY 

 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 designated CC VIP. 

 

 

VIEWS 

In Outlook 2007 and 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 menu (View > Current View).  There are 

three views installed during setup: 

¶ ClearContext By Date - messages ordered by received date 

¶ ClearContext Threaded - messages grouped by conversation and ordered by date 

¶ ClearContext Prioritized by Category - messages grouped by category 

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

 

 

PRIORITIZATION OPTIONS (PRO ONLY) 

Adjust prioritization options via ClearContext > Options > Configuration: 
 

¶ CC'd to me - enable this option to prioritize messages that you are copied on 

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

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

¶ Flag - add a flag or check for each priority.  In 2007 and greater, flagged messages will appear in 
the To Do List. 
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AUTOMATED FILING: QUICKLY FILE TO SUGGESTED FOLDERS 

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

remembering where you previously filed email. 

 

1.  FILE MSG FILES EMAIL TO THE LISTED FOLDER 

 indicates that you previously filed messages in this conversation.   indicates that this is a 

suggested folder.  Shortcut Key: Alt-M 

2. PRESS TO SEE OTHER FILING CHOICES 

 opens other choices in the Project selector.  Select a recently used folder or start typing to filter 

the full folder list.  Hide or add additional suggestions using the links in the selector.  Shortcut Key: 

CTRL-ALT-M 
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3.  THREAD FILES THE ENTIRE CONVERSATION 

File all messages from this conversation thread into the folder listed on the File Msg button.  Press 

 to see other choices. 

4.  UNDO THE LAST MESSAGE FILED 

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

*   FILE ORIGINAL OR DELETE ORIGINAL AS YOU REPLY 

Enable File under Original Message when replying. The message you are replying to will be 

automatically filed to the Project folder you assign.  ClearContext remembers 

this setting. 

Delete works the same way, deleting the message you are replying to.  This setting is not 

remembered.  Enable ClearContext to delete all unassigned, non-Project messages as you reply via 

ClearContext > Options > Misc. 

*   FILE THIS EMAIL FILES THE MESSAGE YOU ARE SENDING 

Enable File This Email when sending email. The message you are sending will be 

automatically filed to the Project folder assigned.  ClearContext remembers this 

setting. 

*   FILE PROJECT FILES ALL MESSAGES IN THE CURRENT PROJECT  

Highlight a message with a Project assigned to it and select File Project 

from the ClearContext menu.  All messages in the current folder with this 

Project assigned to it will be filed.  This button can be added to the toolbar 

via Toolbar Management. 

*   JUMP TO FOLDER OPENS A PROJECT FOLDER 

Select Jump to Folder from the ClearContext menu to quickly open a 

folder.  This button can be added to the toolbar as well. 

OPTIONS 

5.  CHANGE THE NUMBER OF SUGGESTIONS OR EDIT SUGGESTIONS DISPLAYED 

 Click Options to configure the number of suggestions shown in the selector.  If there is a suggestion 

listed that you would no longer like to be displayed, select Edit Suggestions. 

6.  EXPAND THE PROJECT SELECTOR  

Press the right arrow to expand the selector and see suggestions in two columns. 
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7.  ADD/ REMOVE AVAILABLE MAIL FILES  

Click Mail Files to add or remove available data stores.  Go to ClearContext > Options > 

Configuration to add Public Folders and SharePoint Lists.  Designate a Personal Folders file as your 

primary here as well.  If all of your folders reside under a single folder (i.e. sub-folders of the Inbox) 

designate the Root folder for Filing and Projects here (i.e. /Inbox). 

*   ONE-CLICK FILING  

When you disable one-click filing via ClearContext > Options > 

UI/Toolbar, ClearContext only shows a project in the File Msg button 

when previous messages in that conversation have been filed. 

*   ASSIGN PROJECT 

To assign a project without filing, select Assign Project from the ClearContext menu.  Add this button 

to the toolbar via ClearContext > Options > UI/Toolbar.  You can also remove a project assignment 

with this button. 

*   SENT MESSAGE FILING 

Enable Save messages to Project Folder at ClearContext > Options > 

Project Options to automatically move sent messages to project 

folders as you send.  You can also enable this feature by selecting 

File This Message as you send email. 

*   WHEN MESSAGES ARE MOVED TO A PROJECT 

By default, ClearContext monitors projects folders and assigns that 

project to email conversations when messages appear 

there.  Configure this behavior at ClearContext > Options > Projects 

Options. 

*   CATEGORY SYNCHRONIZATION 

By default, ClearContext writes the Project name to the message 

Category field with Brackets around it.  Turn this on/off and 

change options in Project Options. 

*   SINGLE FOLDER FILING 

To file all messages to a single folder instead of individual project 

folders, select File all messages to root folder in Project 

Options.  When you press any Filing button, ClearContext will 

assign the Project Category to the message and move it to the 

folder you specify. 
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PROJECT MANAGEMENT TIPS 

Multi-level Projects: To create multi-level Projects, enter the project 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 project to a new message via the project button on the open message prior to 
sending. All email responses to that message will automatically include the project name. In addition, if 
you are utilizing the Save Sent Messages option, this new message will automatically be filed in the 
appropriate project folder. 
 
Category Delimiters: Change the Prefix and Suffix appended to Project names when duplicated in the 
category field via ClearContext > Options > Project Options. Leave these fields blank to remove the 
delimiters. 
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UNSUBSCRIBE FROM THREAD: 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.  
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UNSUBSCRIBE TO PROJECT FOLDERS 

If a Project is assigned to the current thread, ClearContext can send unsubscribed messages to Project 
folders rather than the ClearContext Unsubscribed folder. To turn this option on, go to ClearContext > 
Options > Project Options and check "If Project is assigned, file unsubscribed messages to Project Folder." 
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DEFER: PROCESS MESSAGES ON YOUR SCHEDULE  

Much like you can snooze tasks and appointments in Outlook, Defer allows you to snooze a message for 

a given duration. When you click Defer, ClearContext moves the message into a special, dated deferred 

folder and automatically pulls it back into the Inbox, unread, at the time of your choosing. 

 

Highlight a message you want to postpone and click the Defer button. You can choose to defer for a 

number of minutes/ hours/ days/ weeks/ months or choose a specific date and time. ClearContext will 

move the message into a special dated ClearContext Deferred folder (a sub-folder of the Inbox). At the 

chosen time, the message will re-appear unread in the Inbox. Alternatively, click on one of the 

ClearContext Deferred dated folders to view upcoming messages. You can defer a message as many 

times as you want. 

QUICK DEFER OPTIONS (OUTLOOK 2007 ONLY) 

In Outlook ribbons (2007 and greater), quick defer options are provided to 

bypass opening of the Defer Options dialog. Select the arrow in the Defer combo 

box to quickly defer a message for 1 hour, 1 day, 2 days, etc.. 

 

DEFER TIP 

The Defer reminder time defaults to the task reminder time you have set in 
native Outlook (usually 8 AM). To change, go to Tools > Options > Task Options 
and change the reminder time in the Tasks subsection. 
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FOLLOWUP: REMIND YOURSELF TO CHECK ON THE STATUS OF A MESSAGE 

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

you are expecting. 

 

As you send email, Followup Msg will create a task to remind you if you have not received a response in 

a designated amount of time. As you compose a message, click the Followup Msg button and select the 

time period for your reminder. Choose from the following completion options: 

Á Cancel the reminder task when you receive a new message in the conversation, regardless of 

sender 

Á Cancel the reminder task when you receive a new message in the conversation from a specific 

sender  

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

the conversation or not  
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When you send the message, a task with the message subject and the prefix "Followup:" will be created 

in your tasks list. It will pop-up to remind you of the follow-up at the time you chose. 

To assign a specific status or category to the Followup task, assign Followup Initial Status as you create 

the follow up. 

You can also create a Follow-Up task for any message conversation at any time by 

highlighting the message within Outlook and selecting ClearContext > FollowUp 

Message from the ClearContext menu. 

QUICK OPTIONS (OUTLOOK 2007 AND LATER) 

When creating a follow-up from a composed message, click the top half of the 

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

a follow-up using one of the options provided (1 day, 2 days, etc.).  Once a follow-

up has been created for the current message, the button will remain highlighted. 

 

 

 

MULTIPLE ADDRESSES 

Specify multiple addresses in the "Once I receive a response to this message conversation from a specific 
email address" field by separating them with a semi-colon. If you receive a response from any of the 
addresses in that field, the task will be automatically marked as complete. 
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MESSAGECONTEXT: SEE THE WHOLE PICTURE WHEN DEALING WITH MESSAGES  

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 appointments 

generated from that conversation thread by pressing the Tasks and Appointments link in the bottom 

right hand corner.  In Outlook 2007 and greater, MessageContext is integrated in all messages, tasks, 

and appointments; expand it by pressing + at the bottom of the item.  In Outlook 2003, open 

MessageContext by clicking the MessageContext button on the ClearContext toolbar. 

 














































































