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QLEARONTEXTMSDAILYWORKFLOW

The ClearContext Inforation Management System DailyovWflow is the key to revolutionizing your
workday and getting more done. Following these simple steps will help save you an hour or more per
day in emaiprocessing.

9 First thing in the morning...
Identify the day's priorities:

1. Review your calendar
2. Review your daily task list
3. Review your alerts

Use the dashboard to size up the day.

B Twice daily

Manage your Inbox. Quickly review each message:

1. Act immediately?
Reply, Delegate, or Review and File

2. Act Later?
Defer, Create a Task or Appointment

3. Mo action required?

Unsubscribe or Delete S eiE

Get tasks out of the Inbox and onto the dashboard.

l ' Throughout the day
@ Succeed by focusing on what's important:

1. Work on your tasks by project
BLLEELY 2 Review high priority messages only
3. View all related information on To Do's

Get your work done.

This User Guide will show you how to integrate IMS features into your daily routine to help you save an
hour or more per day.
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FEATUREGVERVIEW

Following installatioryou will note thatiIMShas installed new views in your Outlook Inbox autdied
toolbars to the Inbox and open items. These toolbars allow you to quickly & effectively manage your

email.
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THEQLEARDONTEXTNBOX

Immediately following setup, you will see thHISis automatically prioritizing and colmoding your
email based orseveral key factors, including sender, message priority, thread participation, and email
directness. Automated features include:

A

Inbox prioritization - IMSuses contact and email message information to prioritize your emails;
highlighting your most impoant email in red and blue and placing junk/spam messages in black
and gray.

Color Coding- Customized ClearContext views group messages with similar priority scores
within the inbox and assign a color code based on the priority.

Thread Organization All o the responses in a thread (or "conversation") of emails with the
same subject are placed next to each other in your Microsoft Outlook Inbox, allowing quick
review all email on a given subject.

For more information on Inbox Views, see the Advanced Viewagament section of this guide.

In addition, you will find thatMShas installed toolbars in the Inbox and open item windows to provide
greater control over email prioritization and processing. Our user guide will help you take advantage of
these features.
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USAGEHIPS

At the end of each section of this user guide, wevide tips on utilizingMSs advanced features. W
encourage you to review and implement many of these suggestions to maximize the value you ga
the application. Here are some tips to get you started:

Marmal

High

Very High

Modify Contact PrioritylMS prioritizes your inbox based o
several key factors, including contact priority. To see
impact contact priorities have on email placement, select
email message from an important email address. Click
Contact button and adjust the contact's prity via the
ClearContext Contact toolbar. Select OK when asker
rescore. Inbox prioritization will automatically be adjusted
reflect the contact's new priority.

Assign TopicsTopics are the key to the IMS organizati
system. Click the Topic batt to assign a Topic to eme
conversations. All future messages in this thread, along
any tasks or appointments generated from it, will be tag¢
with this Topic. This will allow you to use the IMS Dashbc
to view all of your messages, tasks appointments related
to a given Topic.
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