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FEATURES OVERVIEW

Following installation you will note that ClearContext has added toolbars and a sidebar within Outlook.
These features allow you to quickly & effectively manage your email, tasks and Projects. For a quick

introduction to ClearContext, we recommend stepping through our getting started page.
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THE CLEARCONTEXT INBOX
Immediately following setup, ClearContext has automatically filed your bulk email and analyzed your
email history to provide relevant filing suggestions. Key features include:

One-click filing - ClearContext Pro 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.

Convert email to action - When using ClearContext Pro, 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.

Schedule your email - Use Defer to snooze email out of your Inbox for later, Followup reminds you if you
haven't received a response to emails you have sent
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AutoFile - ClearContext Pro has a built in library of filing rules that automatically move bulk email out of
your Inbox and provide a daily digest summary of those emails. Click the AutoFile button to create your
own filing rules, or view the AutoFile tab in the Dashboard to review filed messages and edit filing settings.

In addition, you will find that ClearContext has installed toolbars in the Inbox and open item windows to
provide greater control over email 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.
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GETTING STARTED WITH CLEARCONTEXT PRO

With ClearContext Professional, you're just minutes away from automatically keeping all your email, tasks,
and projects organized using the folders and filing system you already use! These 4 simple steps will get
you started — ClearContext will take care of the rest!

,\L—,i 1. FILE MESSAGES TO SUGGESTED FOLDERS
File Msg: ClearContext automatically suggests the right
work ¥ folders to file messages to based on your past
Select a Project » X email. Click File Msg to file to that folder or the
down arrow ¥ to see more suggestions.
|#® Prospects
B Work

or start typing

Ell:iﬂ Personal Folders
i (i) Management

i |4 Personal

©,

Defer

2. DEFER AND FOLLOWUP EMAILS

Click the Defer button to snooze email out of your
Inbox for later or the Followup button to remind
yourself if a response hasn’t been received on a
message.

Followup
Message

3. CREATE TASKS AND APPOINTMENTS

Click Task and Schedule on the ClearContext
toolbar to turn email into tasks or
appointments. If you haven’t assigned a project
to the email already, ClearContext will prompt
you to select one.

4. CREATE AND ORGANIZE TASKS

Use the QuickTasks feature to quickly create
e tasks throughout the day. Click Organize Tasks in
] QuickTasks by Organize Tasks the Dashboard to easily organize all your

tasks. Multiple tasks can be selected to change

their due dates, Project and Categories.
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5. VIEW YOUR PROJECTS
@ Now go to the ClearContext Dashboard sidebar in

o -
Projects Dashboard your inbox. Select Active Projects to see a
<lnassigned Tas summary of your projects and upcoming

0 #* . . .

tasks/appointments. Click on a project name to
Prospects switch to the Project Dashboard for detailed

H2z  EH W project information.

Sales
FILING
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AUTOFILE: AUTOMATICALLY FILE AUTOMATED EMAIL

AutoFile automatically moves incoming "graymail" messages - 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.
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AUTOFILE RULES

AutoFile comes pre-configured with filing rules for
, ClearContext AuteFile | = |
common senders of automated email. These rules

are updated over time as ClearContext users e e
identify new senders. Create your own custom file cumant and future messages from Sandar

AutoFile rules in one of two ways: Sender
mfoBdearcontext.com

o Highlight a message and press the AutoFile ® kpedific ema address,  (bany sender from domain
button on the toolbar or select AutoFile 3 fokd -
from the ClearContext menu. In the dialog | <strt tyrng 2 fkder reme >
that appears, choose the type of rule to E"";‘i.".,“i':“ -
create such as Sender or Subject, rule e
options such as a specific email (i.e. B m——
bulk@bulksender.net) or a domain (i.e. il v

bulksender.net) then select the folder you

Caree

would like to file to. All messages in the

current folder that match your rule will be
filed to the AutoFile Folder you selected. All future messages from that sender or domain will be
filed as well.

e C(Click and drag a message onto a filing folder in the Sidebar to create your rule. As above, all
current and future messages from this sender or domain will be moved to the AutoFile Folder.

e The built in ClearContext AutoFile rules always file to the folders under ClearContext AutoFiled
folders. Your custom rules can file to these AutoFile folders or any other filing folder you use with
ClearContext.

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 folders:

e Click on Unread to view all AutoFiled, unread Bachitnn] v =
messages. AutoFiled Messages Options =
e Toggle the Filing Folder view between All Folders Unread
and folders with Unread only via Options. »

e Select Options > Rules and Settings to configure
AutoFile.
e Select Options > New Filing Folder to create a custom filing folder for use with AutoFile.
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AutoFile Folders

Open the AutoFile tab on the ClearContext Dashboard to see an unread count of messages filed by folder
(Shopping, Social, Travel, etc.) :

e Click on a filing folder to see unread, AutoFiled | All AutoFile Folders

messages in that folder. B Shopping -
o Double-click a filing folder to open that folder.

e Click the check mark on the filing folder to mark all E Social y
messages in the folder as read. |E|
. . . - Travel =

e Right click a folder to disable/enable filing to 0 o

it. Open View AutoFile Folder Rules from the right |[—————————
click menu to manage the filing rules for the folder.

Unread Messages

The message list at the bottom of AutoFile tab shows all unread email for the chosen folder. 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 | ghopping Actions =
in the list. AMazon.comn Mark Read
e Delete messages that you do not want to keep. | Your Amaza Delete
e Select Actions > Jump to Folder to open the folder | Your Amazo
) Jump Te Folder
that contains the current message. ebay.com (2
e Select Stop Filing for messages that you no longer | eBay Saved stop Filing
want to AutoFile. | Updates for your purchase from maven_... ’_-
lenovo.com (1) B
| Save 10%: on the Performance Packed T...
hlnnminndales con 17 T
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AUTOFILE OPTIONS

r ™
CleaContext Options (-9 [

[ Configuration | AutoFie | Praject Options | Tasks/Appts | Ul/Tookar | Msc |
AutoFile Configuration
] Enable AutoFie message fiing
[¥] Create Daly Digest message in Inbox
[7] Alow automatic updating and sharing of rules
AurtoFile rules were automatically updated: 5/17/2012

Move AutoFiled messages to mail file: ||:u||mk '-|
AutoFile Folders
Filing Group: Description
[ Daily Deals Group buying and shopping offers
[ FEnance . Finandal statements and notifications | -
[ News &information | ClearContext AutcFile [
E Other
g Shepeing (@) Rules for AutoFile Group: News & Information
E Travel Sender -
User Rules

O  espralerts@espn.go.com
Automatic Rules
o] sccess@interactvewsiom [
0O communicationsi@e.dowjones.com I
computerworid_newsletters @owonline .computerworkd.com
computerworld_resources Eowresources.computerworld. com
daily himl@chronide.com
daily update @chronide.com L
dailynews allthingsd.com
ddj @rtechwebnewsletters, com
digitaledge Ptechwebnewsletters. com
dinewsletters@dowjones com
emal Pemai microsoftemad.com
emalnews Bcbsatianta.com
global. fit.com@Ffimal. ft. com
wkbinewsletters Btechweb.com

- . ~

*)00D000OD0CO0OOooOoo0

[ Oserde |

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.

Move AutoFiled message to mail file: select the mail file in which the AutoFile folders are located
and where AutoFiled messages will be moved.
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e Enable/Disable individual filing folders in the bottom half of the options dialog.

e Double-click a filing folder or highlight and click Open Details to see the rules designated for the
selected folder. Turn off individual rules from this dialog.

e Highlight a filing folder and click Change Name to rename a filing folder.

e 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 Dlgesj( is sent to your Inbox once/day and |ISt‘S ( Email statistics for the last 24 hmrsr‘mmpmﬁ
all messages filed over the last 24 hours. Use this Received Sent
message to ensure that you don't miss an important 62 8

AutoFiled email. Click on a filing folder to jump to the
folder tha'F contains the fllgd messages. The DallY Digest Autofile has automatically moved 31 messages o
also provides some email usage and responsiveness 9:18 PM:
statistics for the last 24 hours. Disable the Daily Digest
via ClearContext > Options > AutoFile. Social (22) :

messages Mmessages
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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.

roject
recently used:

= Work

= Personal

or start typing

search for existing Projects, or enter a new one:

{thiunskv

6)

Personal Folders
Management
Personal
Prospecis
Work

Archive Folders
Backup
Career
Past Sales
RS5 Feeds
Waork History

= File Message ./

v Archive Folders

@‘ Folders e

Personal Folders (Prirnary)

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
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* 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

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. Shortcut Key: ALT-d

4. UNDO THE LAST MESSAGE FILED
If you accidentally filed a message, Undo will return it to the current folder. Shortcut Key: ALT-u

* FILE PROJECT FILES ALL MESSAGES IN THE CURRENT PROJECT
Highlight a message with a Project assigned to it and select File Project from the ‘J

ClearContext menu. All messages in the current folder with this Project assigned to it File
will be filed. This button can be added to the toolbar via Toolbar Management. Project
* JumP TO FOLDER OPENS A PROJECT FOLDER -
Select Jump to Folder from the ClearContext menu to quickly open a folder. This button Jump to
Folder

can be added to the toolbar as well.
OPTIONS

5. EXPAND THE PROJECT SELECTOR
Press the right arrow to expand the selector and see suggestions in two columns.

6. 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.
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. ADD/REMOVE AVAILABLE MAIL FILES
Click Folders to add or remove available mail files. 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 > Filing

Ul/Toolbar, ClearContext only shows a project in the File Msg button Mark message(s) as read
when previous messages in that conversation have been filed. Show one dick fiing suggestions

ASSIGN PROJECT
To assign a project without filing, select Assign Project from the ClearContext menu. You can
Assign

also remove a project assignment with this button. :
Project

WHEN MESSAGES ARE MOVED TO A PROJECT

By default, ClearContext monitors projects folders and assigns that @ s

project to email conversations when messages appear - whomedvesgeiuect @ s s e
. . . . 3 wabhupiit aasapgned Pronect B Adu Siaacs Hread

there. Configure this behavior at ClearContext > Options > Projects

Options.

CATEGORY SYNCHRONIZATION
By default, ClearContext writes the Project name to the message s synhwanizaton

| Synchranire Prajects o Cabegones

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

Proe o, iy e P gt 1 bttt [ oot Mare ]

options in Project Options.

SINGLE FOLDER FILING

To file all messages to a single folder instead of individual project
Rioot Folder for Filing and Projects

fIrbox Processed Mai

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 e 3 messages toraat folder

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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AUTOMATICALLY FILE SENT MESSAGES

ClearContext can automatically file messages you send as well as the original message you are replying
to or forwarding. These options are set in the toolbar as you compose your message:

* FILE THIS EMAIL FILES THE MESSAGE YOU ARE SENDING
Enable File This Email when sending email. The message you are sending will be “%'"  =F"™"
. . . . L L (Es . .
automatically filed to the Project folder assigned. ClearContext remembers this = | File This Email

setting for future messages.

* FILE ORIGINAL OR DELETE ORIGINAL AS YOU REPLY OR FORWARD
Enable File under Original Message when replying. The message you are replying  Criginal Message:
to will be automatically filed to the Project folder you assign. ClearContext EI_}FHE )gneme
remembers this setting for future messages.

Delete works the same way, deleting the message you are replying to. This setting is not remembered.
See Options below to default to Delete.

OPTIONS

* SAVE SENT MESSAGES
Press the right arrow to expand the selector and see suggestions in two columns.

* DELETE ORGINAL MESSAGE IF NOT FILING
Enable ClearContext to delete all unassigned, non-Project messages as you reply.

* WHEN SENDING, ASK ABOUT PROJECT ASSIGNMENTS
Configure ClearContext to ask you about Project folder Sentand Replied Messages
assignments when sending a message, if one is not already [#]Save sent messages to Project Folder
assigned. [ | Delete Original Message if not filing

When sending, ask about Project assignment:

@ AsMeeded () Every Time () Mewver
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SHARED FILING: EFFICIENTLY COLLABORATE WITH YOUR TEAM

ClearContext allows the designation of a secondary message store (such as SharePoint Lists in Outlook
2007 and greater, Public Folders, or an alternate Personal Folders file) as a secondary Project Folder
repository for easing sharing of message conversations outside of the primary mail file.
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Designate the secondary message store via the Configuration panel and ClearContext will automatically
convert folders within the datastore to Projects. These shared Projects can then be assigned to message
conversations and ClearContext's file buttons will automatically move messages to the alternate location.
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ClearContext Opticns

Configuration | Project Options | Tasks/Appts | UL/Tc

Default Mail File for Filing and Projects

Personal Folders (Primary) v]

Root Folder for Filing and Projects
f

Enabled Mail Files

Personal Folders (Primary)
SharePoint Lists

[T archive

[ Public Folders

Check all  Check Mone

_ﬂ File M=g: Wiork [ _'.15 Thread w» ) Lnds File

Select a Project o
| Prospects
9 Wik
Optiosss w
or start typing
f Folders =
v Archive Folders [ i

CONFIGURING THE SECONDARY MESSAGE STORE

To designate a alternate message stores, open the
ClearContext Configuration menu at ClearContext > Options
> Configuration. After a restart of Outlook, ClearContext
automatically populates the Project list with folders in the
data store.

Select Public Folders to share to Exchange Server public
folders. ClearContext will convert all Mail and Post public
folders into Projects, while ignoring folders of other types
(Contacts, Tasks, etc.). (Please note that in some versions of
Outlook, the name for the public folders data store is listed
as Microsoft Exchange Server).

Select SharePoint Lists to instruct ClearContext to recognize
SharePoint discussion lists that have been connected to
Outlook 2007 and greater. To connect a SharePoint
discussion, open the discussion site in a browser and select
Actions > Connect to Outlook. This feature is not available in
Outlook 2003 and earlier.

FILING TO A SECONDARY MESSAGE STORE

After a secondary message store has been added via
Configuration, shared folders automatically appear at the
bottom of the Project list. Shared Project assignment and
filing then works exactly like Project assignment using
primary Projects; assign a shared Project and all current and
future messages in the conversation will be assigned that
shared Project. Use any of ClearContext's filing buttons to
automatically move these messages into the shared message
store.

ARCHIVE MAIL FILES

By default, ClearContext enables all open mail files as project folders. Remove archive folders from this
list at ClearContext > Options > Configuration if you don't file to them.
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MESSAGE ACTIONS

DEFER: HIDE INBOX MESSAGES UNTIL YOU ARE READY TO DEAL WITH THEM

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.

©C

Defer e

Defer Message
remove message from Inbox and return at time specified:
1 Hour
Tomorrow
2 Days (Sunday)
1 Week

Hours from Mow
1 2 3 4 & 8

Specific Date and Time

Y

Saturday . May 19,2012 »  330:008M = Defer

Highlight a message you want to postpone and click the Defer button. You can choose to defer for a period
of time from now or choose a specific date and time. ClearContext will move the message into a 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.

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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FoLLowur: REMIND YOURSELF TO CHECK ON THE STATUS OF A MESSAGE

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

Followup
Message

you are expecting.

Followup Task
create a followup task that auto cancels if a reply s received:
select a time period in which vou expect a response.

Tomorrow

2 Days (Sunday)

1 Week

2 Weeks

Hours from Mow
1 2 3 4 6 8

Specific Date

Saturday , May 19,2012 - Followup
Hide Options
Reminder Enable  9:30:00 AM =
Auto Cancel When I receive any response -
Status Mot Started -
Category @waiting

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:

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

sender
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= Cancel the reminder task when you receive a new message in the conversation from a specific
sender
= Never cancel the reminder task, regardless of whether you receive further correspondence in the

conversation or not

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.

MULTIPLE ADDRESSES

Specify multiple addresses in the "Once | 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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TASKS: QuickLY CREATE To Do's

The ClearContext Task button allows you to quickly add an email to your task list. Clicking Task will open
a new Outlook task with the subject of the email and contents pasted into it and the original message
attached. Set a due date and save to enter into your task list.

[ iz - Cutinek Dt Fil - Cutiock T ®m - O =
HOhE SEMD  RECENE FOLDER WIEW ClaarCribmd
7 7 +F
- % W = w LA DON 3] e
FleMay Fie L nde  bumpit AuboFle Auiohssgn | TR Dulspis Schedule Deler Followup Amign — Dashbaard Degarias DuickTagie | Dthes
<Sebers ¥ Thiead T F Falles | Task Mesage Picjecl ‘
riirg Acars Drgarice anz Pan -
Li Senigh il MmO Bl P | Cunnert Maiva s B Regly 5 Resy &1 ¢
& Al Ueread iy Tinde Hewesi b |2 -
3 | Hiireie; Lamy Welssisiarrygweiss@yahoo.com =
i Bl Smith L} RE: Presertation Ready tor Baarm Mesting
ChanCtee 116701 Dl Dgert 1053 AN
Ervas r|L|-‘||‘: 1 the p : .u.d' B -
e e Izclude sales indo and jectiozs. The board will be i ed
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Larmy.
o Thaee Weeks Ags I
Boa Smith L1 Brad Mesder = wraie: | |
Cheand priest 10 -
Fa tlatinticnte] [ H ® ) o= Preseriation Rescy for Bosrd MestingT - Tesk T O - O x
L TALK IMSERT FORMAT TEXT REVIEW Outlocispy
Loy Weiss . -
BE: Fresestatian L':"?_ x [ A % B -,1 « ?. “f O | Q
b sts el == Y =1
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Preseniation Real Syhject Fresendation Ready for Eoand Meeting?
Brad, | ibed g
Fred Letulle | Sbart date Hone | status Me Slartecd -
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Frorm: Larry Weiss [ larrygwe@si@yahoo.com]

Sent: Monday, Grotober (5, 2005 2250 BM

To: Brad Meador

Subject: RE: Presentation Ready for Board Meeting?

Include sales info and growth projections. The board will be very interested.

Thanks again,
Larry.
B4
Presentatsan

Foeady For Board ...
|CLEARCOMTEXT: REMAIMDER OF MESSAGE NOT DISPLAYED]

E — MesiageCarta

Once the task is created from a message, it is associated with the email conversation and will appear in
the original conversation's MessageContext.
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PROJECT ASSIGNMENT

The Project field in a task is pre-populated with the original email's project. If one has not been assigned
previously, ClearContext will query for a Project assignment when creating a task. This allows you to
view this information by Project in the ClearContext Dashboard. Turn this feature on/off via Project
Assignment on New Tasks at ClearContext > Options > Tasks/Appts.

FILE ORIGINAL

Ed T —— When creating a task from an email, ClearContext can automatically file the original
message, moving it out of the Inbox and saving the need to deal with it again. Enable
File Original on the task toolbar and ClearContext will move the message you are creating the task from
into the Project folder you select. ClearContext remembers this option the next time you create an

appointment.
TASK OPTIONS

By default, ClearContext truncates the text of long emails and attaches a copy of the message when
copying creating an appointment or task. Turn these features on/off via the miscellaneous ClearContext
Preference tab - ClearContext > Options > Misc.

The Summary and Detail Dashboards can be used to mark individual tasks as Next Actions. By default,
this appends a category of INext to the task. Change the category and category color assigned when using
Mark Next Action at ClearContext > Options > Tasks/Appts.

CusTOM FORMS SUPPORT

If you would like to use a custom Outlook form for task generation when pressing the Task button, specify
that form via ClearContext > Options > Tasks/Appts. Under Create Tasks and Appointments with Custom
Forms, add the message class you wish to use. For example, IPM.Task.MyTaskForm.

CREATING A SINGLE TASK FROM MULTIPLE EMAILS

If you have several emails that you want to convert to a single task, select one of the messages and click
the Task button. Before you save the task, drag the additional messages you want to associate with the
task from the Inbox onto the task. They will be automatically attached to the item.
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APPOINTMENTS: QuIcKLY MOVE EMAIL TO YOUR CALENDAR

The Schedule button will automatically create appointments from email. Highlight an email, click
Schedule, and the message contents will be pasted into a new appointment. Set the time and date for
the appointment and click Save and Close. As in the creation of Tasks, you can set project and message
processing options while you are creating the appointment and it will appear in the conversation's
MessageContext.
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PROJECT ASSIGNMENT

ClearContext will query for a Project assignment when creating an appointment. This allows you to view
this information by Project in the ClearContext Dashboard. Turn this feature on/off via Project
Assignment on New Appointments at ClearContext > Options > Tasks/Appts.

FILE ORIGINAL

=1 File Original When creating an appointment from an email, ClearContext can automatically file the
original message, moving it out of the Inbox and saving the need to deal with it again.
Enable File Original on the appointment toolbar and ClearContext will move the message you are
creating the appointment from into the Project folder you select. ClearContext remembers this option

the next time you create an appointment.
APPOINTMENT OPTIONS

By default, ClearContext truncates the text of long emails and attaches a copy of the message when
copying creating an appointment or task. Turn these features on/off via the miscellaneous ClearContext
Preference tab - ClearContext > Options > Tasks/Appts.

CusToM FORMS SUPPORT

If you would like to use a custom Outlook form for task generation when pressing the Schedule button,
specify that form via ClearContext > Options > Tasks/Appts. Under Create Tasks and Appointments with
Custom Forms, add the message class you wish to use for Appointments. For example,
IPM.Appointments.MyApptForm.

RESPONDING TO ATTACHED EMAILS

In the creation of Tasks and Appointments, ClearContext attaches the original email to the item. If,
while reviewing the task or appointment, you decide to respond to the original email, double-click the
message attachment to open it and click Reply.
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DELEGATE: TRACK ASSIGNED TASKS

The Delegate function supports the quick assignment of emails to other individuals you are working
with. Select the Delegate button from the ClearContext tab/menu or the ClearContext open message
toolbar. The first time you select Delegate you will be presented with the options screen below.

7

»
Delegate
\Task

(®)iCreate an Outlook managed delegated tazk. This may allow
the receipt of status updates from the recipient.

Delegate

(") Delegate thiz item by fonsarding this email
Create a tazk for myzelf on this item

Initial Tazk Status

MHat Started

[ ] Remember these choices and don't azk me again

k. Cancel

You have two options when delegating an email:

e Create an Outlook Managed Delegated Task: This creates an Outlook task with the contents of
the email pasted into it and attaches the original email. Enter a recipient name in the To: field and
click Send - the assigned task is sent to your delegate. A linked task is created in your task list as
well. If the recipient is an Outlook user, he can choose to accept or decline the task and task status
updates are communicated back to you.

e Delegate this item by forwarding this email: This option forwards the original email to your
delegate and allows you to create a task in your task list to remind you of the assighment. Much
like the ClearContext task button, the contents of the original email and an attachment are pasted
into the task you create. Designate the initial status for the task (Waiting for someone else, In
progress, etc.) from this dialog as well.

In both cases, use File Original in the task created to file the message you are delegating.
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REMEMBER THESE CHOICES

You can skip the Delegate options dialog in the future by checking "Remember these choices and don't
ask me again." If you change your mind, you can always alter the options from ClearContext > Options

> Tasks/Appts.

ER=)

ClearContext Preferences

Topic Assignment I Topic Options | Delegation | Contacts I Misc |

When I create a Delegated Task:

“) Create an Outlook managed delegated task. This may allow
the receipt of status updates from the recipient.

(7 Delegate this itern by forwarding this email

Create a task for myself on this item

@ Ask me what type of task to create each time

QK H Cancel H Apply

PLAN/ORGANIZE

QUICKTASKS: QUICKLY ENTER AND MANAGE NEW TASKS

QuickTasks allow the easy entry of tasks in batches or individually throughout the day as you are working
in Outlook or other applications. Quicktasks is launched from the button in the toolbar or the Dashboard.
Once open, the QuickTasks window stays above other windows so that it is easily accessible.
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QuickTasks

Add Mew Tasks

Press <tab= to move to next field, <enter= to save, <esc> to exit
Subject Date
Project Category

Recently Creafed

e iy Lregield

Vendor Review, Mo Date, [Management]

Send Welcome Package to Customer, 11/14/2014, [Sales]
Complete Presentation, 11/7/2014, [Management]
Review Corporate Update, 11/7/2014, [Work]

= Organize Recent Tasks

Save

* QUICKTASKS IS OPTIMIZED TO QUICKLY CAPTURE BASIC TASK INFORMATION
The only required field is the Subject field. The Date, Project and Category fields are optional and
feature a quick selection interface to quickly find and select the information

* REVIEW RECENTLY CREATED TASKS

Recently created tasks are shown in the lower portion of the QuickTasks window for easy reference.
Clicking on the links opens the task details window to edit or view the task.

* ORGANIZE RECENTLY CREATED TASKS

The Organize Recent Tasks button launches the Organizer in Recent Tasks mode. In this mode, recent
tasks can be reviewed and organized with Due Dates, Projects and Categories. The Recent mode groups
tasks in groups of tasks that do not have assigned Dates, Project or Categories to facilitate management

of the recent tasks.
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L' |

n ClearContext Organizer = = n

Dates Project Category I Weekly Planner Fewview Complated
Organize Recent Tasks
! B Subject Due/Scheduled ¢ Stathus Categories Project
Click here to add a new Task
Wa Due Date ~
] L1 Wender Revisw Hot Slarked Managemnsnt
Unassigned Project *
v O Complete Presentation 1172014 Hot Started
Unassigned Category L
g Ll Review Corporate Update 11)7/2014 Hot Starked Wark
Fj O Complete Presentation 1372014 Hot Started
b L1 Send Welsome Package to Customer 11142014 ol Started Sales
] O vendor Review Mot Started Management
(1| Due Date Project B Category % = =
Tips

Use the <tab> key to move between fields, and the <enter> key to create a new task.

The Date field enters a Due Date or Start Date for the new task, depending on whether the Organizer
is configured to manage Due or Start Dates.
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SUMMARY DASHBOARD: MANAGE PROJECTS IN OUTLOOK

Divided into three panes — Search, Projects or Categories and Tasks/Appointments - the Summary

Dashboard provides a control panel for your workday. Use the Dashboard button on the main toolbar to
open and close it the Dashboard sidebar.

S

Dashboard Dashboard

W Detail | Au

Search Projects, Tasks and Appts O

Projects

0 <Unassigned Tasks=> o
. EET:E izc: B W

3% = %
Tasksfﬂpptg

] QuickTasks by Organize Tasks

2 [0 Review Corporate Update =
6122010
[Prospects], [My Folders. ..

&] O Buy Gift for Mom and Da...
Today
[5ales]

.ﬂ [T Complete Corporate Pla...
Today
[+ [Sales]

.ﬂ [0 Get Graphics from Corpo...
Today
[5ales], [Management]

5 ExpectPayment from Ju... =
4 DueDate ¢ Priority

PROJECTS OR CATEGORIES

Below the search field of the Dashboard, switch between Project and Context Category views of your tasks
via the menu at the top right.
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PROJECTS 1 Dvad | futorie G_‘

The Projects pane shows a summary of your Projects. Large
status indicators to the left of each project give a countof due | & Gl v Active Projects
tasks.

Fropecis Actras =

T Tauke Favoribe Projeces

m b Due Projects
@ H'“':'“_‘“""""' Inective Project

The count to the left of each project indicates the Epﬂ:m... i, s

1 Sctese by Conbest Category

number of overdue, due and in progress (start date E].._.,. ) ) D by Combist Crbgivy
of today or earlier) tasks for the project. The count is Ao e i
%

asip

highlighted in blue if there are any tasks due today

and red if there are any overdue tasks.

Mark important or current Projects as a Favorite by pressing the star icon i to the right of a
project name.

Use the view menu to filter your project list:

Active by Project shows projects with tasks assigned to them plus all favorite projects.
Favorite Projects displays only favorite projects.

Due by Project shows all projects with tasks that are due today or earlier.

Inactive Projects shows projects that have no tasks or appointments

O O O O

All Projects opens a search box. Type a Project name in the filter to narrow the list of
Projects down.

A yellow small arrow to the left of the Task count indicates that a task in the Project has been
marked as a Next Action.

Double-click any Project in the list to drill down to a Detail Dashboard tab.

Double-click <Unassigned Tasks> to open the ClearContext Organizer and view tasks without
Project assignments.

The Organize Tasks button shows a total count of overdue | g organize Tasks (7 Overdue) |

tasks. Click it to launch the ClearContext Organizer.

CONTEXT CATEGORIES

Like the Project summary, the Context Category summary ” Detal | AutoFile ®_\
shows a summary of all of your Contexts - categories with a | Categories ctre
special character (@, !, etc.) in front of the name. Large .,?1..= e :::P':";“,

[/ 1 N i
status indicators to the left of each category give a count of ™" "~ :’“*1""’1:“’ .

N ’T'_‘ nactiew Project

due tasks. 4 Projects

(e e :

Lo Dms @ W Acteee by Conbest Categary

e The count to the left of each Context Category |1 i7" T
LT &I Contest Categores
indicates the number of overdue, due and in progress | Help

(start date of today or earlier) tasks for the
category. The count is highlighted in blue if there are any tasks due today and red if there are any
overdue tasks.
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e The count to the left of the /Next category is highlighted in yellow and indicates the number of

due and overdue tasks you have marked as Next Actions.
e Use the view menu to filter your project list:

o Active by Context Category shows categories with tasks assigned to them.
o Due by Context Category shows all categories with tasks that are due today or earlier.
o All Context Categories opens a search box. Type a category name in the filter to narrow

the list of categories down.

o Double-click any Context Category in the list to drill down to a Detail Dashboard tab.

e Double-click <Unassigned Tasks> to open the ClearContext Organizer and view tasks without

Category assignments.

TASKS/APPOINTMENTS

This pane lists all of your tasks and appointments. Quickly act on tasks from here:

e Check a task to mark it complete.

e Highlight multiple tasks to act on them at the same time.

e Use the Due Date button to reassign a due date to the
currently selected tasks.

e Use the Priority button to elevate the priority of the currently
selected tasks.

e Right click tasks to act from the context menu. You can Mark
Complete, set the Start Date or Due Date, change the Priority
and Mark Next Action from here.

e Double-click a task or appointment to open it.

Tasks are formatted as follows:

e Tasks with a due date of today are highlighted in blue.
e Tasks with an overdue due date are highlighted in red.
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Change Pricrity
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e Tasks with a start date of today are underlined.

e Tasks designated as Next Actions have a small  Tasks/Appts

arrow to the left of the Subject. All
Filter the list from the view menu: v | Today
Today By Priority

o See All tasks and appointments, items with a due This Week
date of Today or items with a due date This Week. High Priority

e Today by Priority shows all items due today, Favarite Projects
ordered by task priority. Next Actions (Category: INext)

e  Favorite Projects displays items from projects that Show Appointments

you have marked as a favorite in the Projects list. o
] Task Crganization: »
e Next Actions shows only those tasks that have been

designated as a Next Action. These tasks have a Refresh
category of /Next assigned to them.

e Deselect Show Appointments to remove appointments from the list in this pane.

e Switch between organization by Due Date and organization by Start Date via the Task
Organization menu. This will also switch the date button at the bottom of the panel between Due
Date and Start Date.

Create and manage new tasks with QuickTasks and the Organizer at the top of the pane:

 Click the QuickTasks button to open the QuickTasks  Tasks/Appts

window for task entry /] QuickTasks =3y Organize Tasks

e o(lick the Organize Tasks button to open the Organizer
window to manage tasks

GET THE MOST OUT OF THE DASHBOARD

The Dashboard allows you to view all of your Outlook information by Project or Category. To take full
advantage of this functionality, instruct ClearContext to query for Project assignment to Messages,
Tasks and Appointments as you create them.
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DETAIL DASHBOARD: MANAGE PROJECTS AND CATEGORIES IN MICROSOFT OUTLOOK

The Detail Dashboard displays all notes, tasks, appointments, contacts and attachments by Project or by
Context Category.

S)

Dashboard Dashboard

‘ Ovenview Al

PROJECT

v Sales

1
1

MNotes

[ Add Mote

57 6/13/2010 1:56 FM
Sales Call Motes:
Customer is very interested,
waorking to deploy productivity
solution by end of year.

=

Tasks/Appts
Add Task

Lid E \__

iﬂ [0 Complete Corparate Pla...
Today
[5ales]

iﬂ [0 Get Graphics from Carpa...
Today

[ [Sales], [Management]

= Send Brochures to Mew ...
Today
[5ales]

ﬁ Sales Meeting =

44 DueDate ¢ Priority

2
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PROJECTS Dashboard > X

There are several ways to open a Project in the Detail Dashboard:

e Double-click a Project name in the Summary Dashboard. T ET -

e Navigate to a Project folder in Outlook and then click on the
Detail tab in the sidebar.

e From the Detail tab, click on name of the current
Project/Folder with the down arrow. From the menu that
appears, select from a list of favorite projects or click Open

Project to open the Project selector.

Cwverview AutoFile

f ir Management

g Prospects
9r Sales
Open Project
;@ Explore Attachments

Once open, the Project Detail view is divided into three sections that can be navigated via the button bar

underneath the tabs - Project, Files and Contacts.

Cwerview AutoFile

PROJECT SUMMARY

Add notes to the project and view all of your project-related tasks and appointments in the Project

Summary. This section is available for Project folders, but is not present in non-Project folders (such as

the Inbox). There are three buttons across the top of this pane:

e Click the Favorite Icon to toggle favorite status on or
off. ¥r Manageme Qt - d
e C(Click on the Folder header to open menu with list of N 1 ; 2 -
- ', - |‘r- " J
[

favorite Projects and other actions |
e Click the Jump Icon to navigate within Outlook to the
Project folder.

PROJECT NOTES
Click Add Note in the Yellow bubble at the top of the Project Summary
to add a note about the project:

o Use CTRL-ENTER to add a new line.

e Press ENTER to complete the note.

o Notes are listed in descending date order. Use the pin icon to
pin notes to the top of the list.

e Click X to delete a note.
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dose this deal.




TASKS/APPOINTMENTS

Tasks/Appts Al -
This section displays all Tasks and Appointments with the current addTad o | A
Project assigned to them. All of the options in this pane are the same o O Today
as the Tasks/Appointments section of the Summary Dashboard. When §  loderOrfoodty
adding a task from the Project dashboard, by default the current Project B :::E::w
is assigned to the task. Select Include Sub-Projects from the Tasks/Appts o= d B:mqw »
menu to show tasks for the current project (i.e. MainProject) and all sub- ’ Show Appointments
projects of the current Project (i.e. MainProject/SubProject). The option =k Task Organization: »
to organize tasks by either Start Date or Due Date is available via Task [ Include Sub-Prajects

= BTG Y Fom S D s i,

Organization on the menu.

FILES

Owerview AutoFile
The Files section shows all attachments found in the messages that reside in  [paibea - x|
the Project folder. For attachments that appear in more than one message, - R

click the more button to see a list of all emails that contain the file.

Perform the following actions from within the Files pane: Files [

i Board Meeting Notesd_. -
- Frageritation Ready for ...
10,/ 15/2007 = Brad Meadar

e Double-click a file to open the most recent message to contain that
= Board Meeting Présen...
attachment. ’J Freseniaton Ready for 8.

10 15/ 2007 - Brad Meaoor
e Highlight message(s) and right click to open the message containing | . ewk_the problem with..
| Empd Informatan

the attachment, open the attachment itself or forward or save the == 4/24/2008 - Brad Meadar
. - Financials, pdi
selected files. L) Fresentaten Ready fors...
e Sort the file listing by clicking the sort icon. e e
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CONTACTS

Cwverview AutoFile

The Contacts pane shows all Contacts in the From: fields for messages that

Drashbrcand - x
appear in the Messages pane. The colored contact icon indicates the assigned T AulcEile
priority for the contact. For contacts that exist in the Outlook address book,
click more to show additional contact details. For contacts that do not existin |+ Sale v
the Outlook address book, click create to quickly add a record for the current Contacls [
sender. (7 Brad Meador

= -
Perform the following actions from within the Contacts pane: Q Fred Letulie
M
iy Lary Weis
e Double-click a contact to open the contact record. Adjust priority from g oy
R
here to improve Outlook prioritization.
e Highlight contact(s) and right click to email or set up an appointment
with the group, export contacts to a file or create a distribution list. Sl
e Sort the contact list by clicking the sort icon.
CATEGORIES
Open a Context Category in the detail dashboard by double- 0 @work
clicking a category name in the Summary Dashboard. The Detail ) QuickTasks| [y Organize Tasks

Dashboard displays all tasks and appointments with the associated
Context Category assigned to it (categories with a special character in front of the name - @, !, *, etc.).
Most of the options in this pane are the same as Tasks/Appointments section under Projects above. When
adding a task from the Detail dashboard, by default the current Context Category is assigned to the task.
The option to organize tasks by either Start Date or Due Date is available via Task Organization on the

menu.

FAVORITE PROJECTS

Make your most frequently used projects favorites so that you can quickly open them from the Project
tab.
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ORGANIZER: MANAGE AND REVIEW YOUR TASKS

The ClearContext Organizer provides an efficient way to assign due dates, projects and categories and a

central place to review your work.

4,

Organizer

Category Hecent Wesekly Flanner Hewview Completed

Cirganiza by Dus Dats
! B Subject

Click heare to add & new Task

verdue and Today
O Sevew Corporate Updats 117572014 Mok §taried
Complete Corporate Flanming 11/6/2014 Mot Started
Complete Fresentation for Board Meating 11/ 104214 Mot Started
Send Wekcomes Padksge to [nteresbed Customer 1171072014 Mok 5 tarbed
Aeviewe Corporate Lipoate 111044014 Mot Skarted

]
re
'
-
I'a
W
o
Ca
.
a

Complebe Presentation 11/1142014 Mot Started
S networiann seroos 111135014 Mok S tarted

Today &  Tomorrow Y  CuzDate

WA

Open the Organizer by pressing Organize Tasks on the Summary Dashboard, the %y Organize Tasks
. . . . I—I
Organizer icon on the Detail Dashboard or select it from the ClearContext

tab/menu.

The organizer is divided into six tabs to quickly sift through your data - Dates, Project, Category, Recent,
Weekly Planner and Review Completed.

‘ Dates ‘ Project ‘ Category ‘ Recent Weekly Planner Review Completed

Throughout the organizer:

e Right click selected tasks to act on them (Mark Complete, Change Due Date, Change Start Date,
Change Priority or Mark Next Action).

e C(Click on a list header to sort tasks. Grouping will not change when you sort - tasks will be sorted
within the tab's defined groups.

e Click on a group header to select all tasks in that group.

e Select Options to organize tasks by Start Date or Due Date.
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The following formatting is applied to tasks:

Tasks with a Start Date of today are underlined.

Tasks with a Due Date of today are highlighted in blue.

Tasks with an overdue Due Date are highlighted in red.

Tasks marked as Next Action show a small arrow in the priority field.

O O O O

ADDING OR EDITING TASKS

In any Organizer view, create new tasks on the fly by selecting the Click here to Add a new Task box
above the list of existing tasks and typing in the task subject. To optionally set other attributes such as
date, status, category or Project, tab or mouse click over to another field. Pressing the enter key, or
clicking off the new task fields will save the new task and move it to the list of existing tasks. The escape
key can be used to discard the new task.

Tasks can be edited in a similar fashion to creating tasks. By first selecting a task item to edit with the
mouse, then clicking on the field to change, the task item will enter edit mode and can be saved and
changed with the same method as adding tasks.

DATES

The Dates tab lets you quickly identify
overdue tasks and/or tasks with no due date
so that you can reassign due dates in bulk. Highlight the tasks that you want to reassign. Use the buttons
at the bottom of the window to assign the due date on the selected tasks to today, tomorrow or to a due
date of your choosing. When organization by Start Date is selected, the Due Date button becomes a Start
Date button.

Toda Tomorrow 1 Due Date
Y 1

PrROJECT

View a list of all of your tasks by Project. Tasks which have not been assigned
Projects are listed at the top of the list. Highlight the tasks you want to assign
Projects to and select Assign Project to assign via the Project Selector.

1 Assign Project

| Start typing to find a Context Category: > X |

CATEGORY EEE
B @cals
The Category tab works in the same way as the Project tab. Assign a E;‘;ﬁﬁ;er
Context Category to tasks by pressing the Assign Category button at the n g‘wew
argo Office
bottom of the panel. The category list will only display contexts - B coffce
ERead Review

categories with a special character (@, !, etc.) in front of the name.
Mark a task as a /Next by pressing the Next Action button.

Clear
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RECENT

Use the Recent tab to view and organize tasks that have recently been created. This organization mode is
effectively used with the QuickTasks feature. Once a number of tasks have been basically entered in
through QuickTasks or through Outlook, the Recent mode allows you to easily see which tasks lack dates,
categories or Project and efficiently assign those attributes.

Note: the same task may be repeated under different groups, since it may meet the attributes of multiple
group types. For example, when a task is first created, it may lack a date, category and Project and be
listed under the groups No Date, No Category and No Project.

WEEKLY PLANNER AND REVIEW COMPLETED

Use the Review tab to view tasks and appointments for a given date range and to drill down on your
activities by Project or Category. The buttons across the bottom of the dialog filter your view:

Filter: (W Project - EI:I Category _ﬁ Weeks: 1 2 4 | &

e The Project and Category buttons allow you to filter your list by an individual Project and/or and
individual Category. When filtering by Project, enable Include Sub-Projects to see tasks from the
current project (i.e. MainProject) plus all its sub-projects (i.e. MainProject/SubProject).

e Click the calendar icon to show/hide appointments.

e Use the Weeks buttons to select the number of weeks you want to view in your list.

ORGANIZER TIPS

While in a project, quickly launch the Project tab of the organizer by pressing the Organize button.
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MESSAGECONTEXT: SEE THE WHOLE CONVERSATION 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 as well as tasks and appointments generated from
that conversation thread. The MessageContext is integrated in all messages, tasks, and appointments;
expand it by pressing + at the bottom of the item.

E & 0 + 4 s RE: Presentation Ready far Board Mesting? - Message (HTRAL) T H = 0O X
MAFLSAGE OutlackSay

- Ty - ® Defer | 1]
| x - - 2 [ Meet Faib r’
T lgnare (l é | 3 [F2 Meeting = -k . im
gs.lunk' Lelete  Beply Heply Fosward 'E Y —_ File Msge = Mark Calegonze Follos
&l <Selectr ™ MoeT npeag - Up~
Delete $H B2t 4 s Presentation Resdy for Board Megting - Task T E - O =%
TASKE INSERT FORMAT TEXT REVIEW Cuthookipy
- - e ] -
]
- i W a ril 5"
g X5 M[E : v e iy O
Save & Dedete Forward Oneblote | Task  Detsis Praject Mark  Assign Send Status  Recurrence
Te  Grad Mesdor Clese = TR i L Dok Harush
Arh H = & ¢+ 4 = Baoard Meeting - Appointmerl T EH - O X
Include sales D Due in & days APPOINTMENT INSERT FORMAT TEXT REVIEWY DutlookSpy
= — T4
[Praspects) E? x ﬁ 2| Calenar E -] a® [l
Thanks agair = e  Im
subject Save & Delete Conyto My O Foped - SPPAINtment Scheduling Froject: Invit= Categorize
O — MessageCan Llose Calerdar < Unassigned> | Atterdess g +
HAGELEN Sart date Actions Shaw ClearCantest | Atterdees Tags -~
Date  ©
Due dale .
Eoard Meet
E 1212004 6 . Cubject [ oard Meeting |
SRRt BIINEE ) oation -
- . . .
= 117672004 Starttime | Mon 12712014 6ol PM = | [ All day eyent
£ 1032005 3
S 107372005 Englime | Man 12712014 EF| 630 P -
£ Messages, 2 Ty o - -
C T Messagelen | e nme Larry Weeiss [larrygweiss @yahoo.corm) [
3 Larry Weiss RU Date  * sent: Monday, October 03, 2005 2:50 FM
12/1/2014 & | To: Brad Meador
¥ 11132014 subject: RE: Presentation Ready for Board Meeting?
v 11E2014 -
S 10v3s2005 %
O AWI2005 2B = MessageContest
2 Meszages, 2 Ta| Date  © Locationy Status Drescription P resiew
= 12172004 6:00 PM Appt - Bioandd Meeting
¥ 1 Tesk - Mot Started Presentation Ready for Board Mesting?
¥ e Task - Mot Started Cormglete Presertaticn for Board Meeting
=1 104372005 3:50 PM Inbox - From: Lanny Weiss Incluede sales info and growth projections. The board will ...
21 100352005 3:00 PM Imba - Fram: Lanny Weisd Brad, | meed Lo reviews your presentation for the bosed m..,
2 Mesages, 2 Tashs, 1 Appt Diszhle
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Double-clicking an item in any MessageContext list will open it if it is available.

The MessageContext can be enabled/disabled for each type of open item window via ClearContext >

Options > Ul/Toolbar.

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.
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MORE

TooLBAR MANAGEMENT: CONFIGURE CLEARCONTEXT TO WORK THE WAY You Do

There are a number of options to customize the toolbar to best fit the way you work:

" ClearContext Optio | |

| Configuration | Project Options | Tasks/Appts | U1 Toalbar |Misr_ |

One Click Filing
Show one dick filing suggestions
Folder/Project Name Abbreviation

[Shuw up to 2 rightmost names v]

Enable MessageContext
Message Preview Messages Tasks Appointments

F[n-u-lbar Configuration

Arctive Commands Available Commands

Dashboard
Scorecard
File M=g
File Thread
IUndo File
Task
Schedule

Defer

<START MEW TOOLBAR. =
ActionView

Attachments

AutoAssign

Delegate

Do Mot Disturb

Followup Msg

Important

Jump To Folder

e One Click Filing: Choose whether ClearContext displays suggests Filing folders for messages
whose subjects has not previously been filed to a specific location before. These suggestions are
based on recent filing history and the sender of the message.

e Folder/Project Name Abbreviation: Choose how ClearContext abbreviates the display for
Project/Folder names in the toolbar. For example, with the default option of showing the 2 right
most names, the folder Client/Contoso/Billing would be shown as ../Contoso/Billing. When the
mouse pointer is held over the filing button, a mouse over window will display the full

unabbreviated name.
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e Enable MessageContext: Choose whether the Outlook window integrated MessageContext is
enabled for the listed types of windows.

e Toolbar Configuration: This section appears for Outlook 2007 only. For customization of the
toolbar in Outlook 2007, or customization of the Ribbon in Outlook 2010 and newer, please see
below.

Toolbar Customization
Outlook 2010/2013

The ClearContext tab of the Outlook window lists all available ClearContext functions. A subset of
frequently used ClearContext features are also listed in the default Home tab under the ClearContext Filing
and Actions sections. The home tab buttons can be customized to add or remove most available functions:

s o 1O
. =x Al

File Msg: AutoFile Maore Task Defer  More

<Select> ¥ Filing = Actions -

ClearContext Filing X Actions

a0 x H&" Y
Customize Filing Toolbar *\J;,/' \;J‘

select the buttons wisible in the Filing toolbar

&4 File Thread
&) File Project
# Undo File

# Jump to Folder
za AutoFile

BEEOOOO

4 More Filing

Apply

Opens the Filing customization window to select which Filing buttons are shown
Opens the Actions customization window to select which Action buttons are shown

Outlook 2007

ClearContext adds a single toolbar to the Inbox with the applications most-used functions. Add or remove
buttons from this toolbar via ClearContext > Options > Ul/Toolbar. To add buttons to the toolbar, highlight
the button name in the Available column and click Add. To remove, click items in the Active column and
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click Remove. Use the arrows below the Active field to change the order of the toolbar buttons. Reset
All will put the buttons back in their factory default positions. You will need to restart Outlook for the
changes to take effect.

ADD A SECOND TOOLBAR

Add <START NEW TOOLBAR> to the active column to create a second toolbar. Any items that appear
in the active list below <START NEW TOOLBAR> will be placed on a second toolbar. One caveat - the
items marked "Drop Down Selector" must appear on the first toolbar.

ATTACHMENT EXPLORER: PREVIEW OUTLOOK ATTACHMENTS LIKE FILES IN WINDOWS

The Attachment Explorer allows you to preview attachments within Outlook folders as if you were viewing
them in a Windows file folder.

& CearContent Attachment Explorer ’ @

; e . - ttachments,
Deletod [ters B i
a Some attachment types were nat automaticaly previewed, chick -
Outhox Tor eptisea
Senit Tterns - |
Drafts T What is Lorem Ipsum?
RSS Feads P -
News Feed = ' : -
Manasgamert = : e |
Progpects S Lorem ipsum dolor sit amet, consectetur
Sales ) — VOANNSS : . P P
o adipisicing elit, sed do eiusmod tempor incididunt
Annual Meeting ppee organizer previewd.png ut labore et dolore magna aliqua. Ut enim ad
minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.
Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non
prosdent, sunt in culpa qui officia deserunt mollit
lesi jpy What is Lerem lpsum.docx QRRX v
anim id est laborum, *
¥
4
PREVIEW

Launch the Attachment Explorer:

e Qutlook 2010: Click on the ClearContext tab, and then the Attachment Explorer button.
e QOutlook 2003/2007: Select ClearContext > Tools > Attachment Explorer from the ClearContext
Outlook menu. This button can also be added to the ClearContext toolbar.
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The Attachment Explorer will default to displaying the files in the current folder in Outlook. A different
folder can be selected for preview in the folder list to the left. The middle window pane will show the list
of attachments in the folder, and the right window pane will show a larger preview once a file is
selected.

* The types of files that are capable of being previewed will vary according to the Windows version and
Office version.

CHANGE VIEWS

While in the Attachment Explorer, there are several ways to change the file display:

e Select the Views button to choose another view: switching to a smaller detailed list of the
attachments in this folder, larger thumbnails, etc..

e Click the Sort button to change sorting by attachment name, type, received date, etc..

e Dragthe bar between the 3 window pane areas to change the width of these areas.

ACTIONS

Select files in the attachment explorer by clicking on them. Right

. . . . . 8] Pl
click for available actions on these attachments. Choices include: pen viessage

Open Attachment
e Open the messages containing the selected attachments Save Attachment
e Open the attachments themselves Forward Attachment

e Save the attachments to a file folder
e Forward the attachments via email

QuIckLY OPEN MESSAGES

Double-clicking an attachment in the file list will automatically open the message it is attached to.
Quickly open the email that contains the attachment you are previewing by clicking the link at the
bottom of the preview pane.
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MARK IMPORTANT: HIGHLIGHT EMAIL FROM IMPORTANT CONTACTS IN OUTLOOK

Marking Important emails is an optional ClearContext feature that can be enabled in the ClearContext-
>Options screen. When enabled, ClearContext marks messages as known or important when the sender
of the email is found in your Outlook Contacts. Contacts that have Mark Important enabled have emails
marked with the CC VIP tag and contacts that exist but do not have Mark Important enabled are marked
with CC OK. Individual email conversations can also be marked important via the Mark Important button
on the toolbar.
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—— The Mark Important button is available when opening Outlook contacts. 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.

CCOK

r—  Allmessages 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
Mark
" Important

H

to conversations that you have already participated in.
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CONTACT PRIORITY

Also adjust priority via contact records. Open the contact for an important sender and
g press Mark Important. All future messages from this sender will be designated CC VIP.

kAark:
Important

ClearConte

VIEWS

When the appropriate ClearContext view is selected in the Outlook view menu, messages are color coded
using Inbox category colors. The ClearContext views can be selected from the Outlook view menu (View
> Current View). There are three views installed during setup:

e (ClearContext By Date - messages ordered by received date
e (learContext Threaded - messages grouped by conversation and ordered by date
e (learContext Prioritized by Category - messages grouped by category

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

PRIORITIZATION OPTIONS

Enable or adjust prioritization options via ClearContext > Options > Configuration:

ClearContext Options + IEH
Canfguratun | aurme | project Opsees: | Tackejants | Lnroasa | Hec e Prioritize Inbox messages — enable message
Pebvacy prioritization
o] e ClacirCan st b gabned fova b wsadag and aial vakais Statistcs Srscy Pobiy , . . o
et vt it e (C'd to me - enable this option to prioritize
| Db CearContint Tt tulodisl meisages messages that you are copied on
Message Prontization
S— R e Category - change category name, color and
- — enable/disable
OCedtome; ¥ Indude [Cedtmme: [ indude
R o R e Importance Icon - append the Outlook
ww [ ecox - importance icon to messages according to
L 1 trpoxtance fon 1 ¥ ovpertanca can priority. Note that this priority may also be
Fag B rore w = Flag W None 4 w . . .
communicated in message forwards and replies.
Secondary Computers ClearContbext Views
J.}e::ulu'r:: sctons to reduce conficts and dupbcstes Bisaat Vs (] F/ag - add a ﬂag or Check fOI‘ eaCh
" — o priority. Flagged messages will appear in the To
Do List.
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EMAIL SCORECARD: MEASURE YOUR EMAIL EFFECTIVENESS
The Email Activity Index provides an overall assessment of how effectively you’re managing your email

and how heavy a workload you’re facing.
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To view your Email Activity Index:

e Qutlook 2010: select the ClearContext tab and press the Email Stats button
e Qutlook 2007: select Email Scorecard from the ClearContext menu.

A browser window will open, displaying your some basic stats about your email usage along with the

ClearContext Email Index.
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CLEARCONTEXT EMAIL INDEX RATING: EFFECTIVENESS

This score is an overall measure of how effectively you are managing your email communications. The

higher your score, the better you are doing with email!

Excellent (80 - 100): great job at staying on top of email and getting a lot done!
§§ VeryGood (60 - 79): you are doing a good job at keeping up with email!

OK (40 - 59): you are managing to stay in control of your email.
L] Warning (20 - 39): you are falling behind in your email communications.

@ Danger (0-19): Your email is getting totally out of control.

RATING AREAS

Your email effectiveness score is made up of three components:

e Response Time: This factor measures how promptly you are responding to emails. Getting back
to emails that require responses within 24 hours will result in a good response time score. Use

the ClearContext Daily Workflow to get through your email faster.

e Inbox Control: This factor measures how effectively you are processing the messages in your
inbox. The more messages you have in your inbox and the longer it takes you to read, file, and/or
delete messages, the lower your score will be. Manage your Inbox more efficiently with these

tips.

e Communication: This factor measures how well you are doing at sending out messages and

processing messages that require response/action.

CLEARCONTEXT EMAIL INDEX RATING: WORKLOAD I B

Your workload score measures how heavy your email communication volumes are. The more emails you
send and receive, the higher your workload score will be — and the harder it is for you to keep on top of

your email! Review Top Five Ways to Reduce Email Traffic.

CLEARCONTEXT ONLINE

Register with ClearContext Online to see additional email usage
metrics. After registering:
e Compare your stats with individual users
e Join groups to compare with colleagues
e Share your email activity index with others
e View additional, detailed graphs including responsiveness,
effectiveness and workload

A learContext
@ s ClearContext Emall Index: Global Averages
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CONTACT EXPORTER: IDENTIFY AND EXTRACT YOUR HIGH PRIORITY CONTACTS

The Contact Exporter lets you create and export groups of email addresses found in messages stored in

the Outlook folders you select.
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Select the email addresses from a prioritized list of contacts generated for you to create an Outlook
distribution list, Outlook contact records, or a CSV export file.

e Send a group email to people on your team - Select your work or team folder and create an
Outlook distribution list.

o Create a party invitation for your friends - Select your personal correspondence folders and
generate a list that you can send an email to or export to an online invitation service.

o Add all your business contacts to LinkedIn or your personal contacts to Facebook - Select the
appropriate folders and create an export file you can upload.
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To use the Contact Exporter:

Go to ClearContext > Tools > Contact Exporter from the main menu.
Select the folders containing emails you want to export contact information from.

3. The contacts found in those folders are divided into a list divided into three groups: More
Relevant, Relevant, and Less Relevant. Use the selection links to select/deselect groups of those
contacts or the checkboxes to individually select/deselect the contacts you want to export.

4. Check the export formats you would like for the email addresses and enter names for the files —
Outlook distribution list, Outlook contact records, or CSV file.

IMPORT CONTACTS INTO POPULAR WEBSITES

Once you've created the list, you can import these contacts into any services that accept CSV files. Here
are import links for a few popular sites (log into the sites before clicking the links below):

e LinkedIn

e Facebook (click Email Application and scroll down to Contact File)
e Evite

e Socializr
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DEPRECATED

UNSUBSCRIBE FROM THREAD: REMOVE UNWANTED CONVERSATIONS FROM THE INBOX

Unsubscribe is a deprecated feature enabled only for Outlook 2007. For users using Outlook 2010 and
newer, the built in Outlook function Ignore is suggested.

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.

-, [nibox - Micrasoft Outleok
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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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Do NoT DisTurB: Focus oN YOUR WORK WITHOUT DISTRACTION

Do Not Disturb is a deprecated feature enabled only for Outlook 2007.

Do Not Disturb disables all default Outlook notifications for new messages, including New Mail Desktop
Alerts, changes in the mouse cursor, the envelope icon in the system tray and the default new mail sound.
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To use this feature, select Do Not Disturb from the ClearContext menu. In the Do Not Disturb dialog,
select the length of time that you would like to have new mail notifications disabled and click OK. When
the time frame specified has past, ClearContext will re-enable message notifications. If you would like to
reset your notifications prior to the expiration time, select Do Not Disturb from the menu again. Do Not
Disturb will also reset notifications if you restart Outlook.

By default, the Inbox toolbar does not include the Do Not Disturb button. You can add it to the toolbar
via toolbar customization.

* Do Not Disturb is available for Outlook 2007 and earlier only.

SUCCEED

When you're ready to focus on your projects, use Do Not Disturb to ensure that you aren't distracted
by incoming email.
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AUTOASSIGN: CREATING RULES TO AUTOMATICALLY ORGANIZE EMAIL

AutoAssign is a deprecated feature enabled only for previous users of ClearContext who have
active AutoAssign rules. AutoFile is the replacement feature for AutoAssign.

ClearContext AutoAssign functionality lets you create rules to automatically prioritize and/or file your
incoming email based on parameters that you set. By using AutoAssign, you can easily organize messages
such as newsletters, business email, and personal correspondence. AutoAssign rules take precedence over
AutoFile rules. When a message is received that meets the criteria of both and AutoAssign and an AutoFile
rule, the AutoAssign rule will be applied.
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TYPES OF AUTOASSIGN RULES

You can create an AutoAssign rule by selecting the AutoAssign button on the Inbox toolbar or by accessing
AutoAssign in the ClearContext options menu. AutoAssign rules can be created based on any combination
of the factors below. In italics, we have highlighted examples of the types of email messages that might
be filed using these rules.

= Sender email or domain address - These parameters are used to execute a rule based on the
email address or domain that sent the email. Enter multiple addresses separated by a comma.
Designate emails from your boss with a project such as Work. Designate messages from a certain
domains as a project such as Newsletter and automatically file them out of your inbox where you
can read them later.

= Message is addressed to - This parameter can be used to apply a rule to an incoming message
based on who the message has been sent to. Enter multiple addresses separated by a comma.
Flag emails sent both you and your boss with project Management. Mark Important messages
sent to a business or private email address so these emails are automatically highlighted in your
Inbox.

= Keywords contained in the message body or subject - ClearContext can search incoming
messages for keywords that you designate. Designate an exact phrase or multiple keywords via
the radio buttons above the rule. Set the project for regularly received emails with a certain
subject (like "Order Information") to a project such as Receipts and automatically file these
messages. Search for keywords such as a stock symbol or major client name and Mark these
messages Important.

AUTOASSIGN ACTIONS

The following actions can be taken on messages that meet the criteria you designate in the AutoAssign
rule:

= Assign to project - designate a specific project to be set for these messages. This project can be
used to both identify messages by project in the Inbox and for automated filing.

=  Assign Priority - assign a priority to these messages. This priority will set the color of messages in
your Inbox.

= File Immediately - messages processed by the rule can be automatically filed to the designated
project folder. This is very useful for messages such as Newsletters and Mailing Lists that can be
automatically moved out of the Inbox into their own folders.

= QOverwrite existing project — this forces the rule to overwrite the project on messages that are
part of a thread with a previously assigned project name.
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MANAGING MULTIPLE RULES

The AutoAssign Management Dialog allows the user to create and maintain AutoAssign Rules. The dialog
can be accessed directly from the ClearContext Menu (ClearContext > AutoAssign Management). Use the
arrows on the right hand side of the window to move a rule up or down in priority. Once a single rule is
executed against a message, the following rules are ignored. To execute all rules against the inbox, click
the Apply Rules to Inbox button on this dialog.

AUTOASSIGN TIPS

Automated Rule Creation: To create an AutoAssign rule for a type of message (for example a newsletter
that you would like automatically filed), highlight the email message, click the AutoAssign toolbar
button, and the email's parameters (address, subject, etc.) will be pre-filled in the AutoAssign rule
creation dialog.

Automatic Filing: For messages that you want filed, but do not wish to see in your inbox, set up an
AutoAssign rule with the message criteria you desire and click the File immediately checkbox. On
receipt, new messages that meet your requirements will be automatically filed in the folder you have
designated in the "Assign to project" drop down menu.

Inbox Cleaning: Do you have a bunch of messages that you want to prioritize, add project names to,
and/or file away? Use the Apply rule to existing Inbox messages now feature when creating AutoAssign
rules to ensure that existing messages in the inbox that meet your criteria are processed appropriately
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ADDITIONAL RESOURCES

If you didn't find what you were looking for in this User's guide, additional product information is available
on http://www.clearcontext.com. If you use the GTD system to manage your workday, download our GTD
setup guide. Finally, if you can't find what you are looking for in these pages, head to our help pages at
http://www.clearcontext.com/help/.
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