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Mail Manager

Implementation guide

1. The following 5 key steps provide a quick overview of how to implement Mail Manager
throughout your office:

Review configuration options
Review your email filing procedures
Setup the default user preferences
Deploy Mail Manager

Provide user training

Review Mail Managers configuration options

o User preferences are controlled via the Admin user preferences tool.

o Admin user preferences tool is used to set, lock and update User preferences. To aid
adoption, make it as simple as possible for users to file their emails, don’t be too restrictive
by locking everything down. At any time, you can review the options and update users the
next time they open Outlook.

Review your email filing procedures

Using Mail Manager, take the opportunity to optimise the process of filing emails, e.g.
¢ Aim to reduce paper copies to a minimum

o Automatically delete filed emails from the user's inbox by default

¢ Use the Mail Manager Send a link option rather than forwarding emails

Setup the default user preferences

o Use the Admin user preferences tool from the Tools > Administration > drop down menu
on Mail Manager Toolbar. Wherever possible use the defaults.
» Use the lock feature to prevent user's changing an option
» Use the update feature to reset user's exiting preferences

Deploy Mail Manager

e See Multiple PC installations

Provide user training

e Typically training would be in a show-and-tell type format rather than formal classroom
training.

e Ensure that the basics are covered e.g.
» How to add new locations — try using the right-click Add Mail Manager Filing location
from Windows Explorer
» File project-related emails to project folders
» Explain that Mail Manager will learn where you file messages and suggest a location/s
» Try using the “Filter displayed list” to quickly reduce a long list of locations

e Explain how existing or multiple emails can be filed using the shift and/or control keys or the
Tools > File all messages in a folder

o Explain the use of the options
» Send a link
» Send a task request
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» Saving attachments
» Setting defaults via User preferences

¢ How to search for filed emails
» Search single and multiple locations
» Using the Options pane
» Advanced queries
» Right-click options

o Explain the main business benefits of using Mail Manager in your firm, e.g.

» Emails are quickly and easily filed into project folders, improving compliance with QA
procedures

» Promptly filed emails aids team working, i.e. other users can quickly search for filed
emails

» Increase the reliability of Exchange Server by reducing the storage load

» Laptop users not connected to the network can still file, search & preview their emails
whilst offline

1.1  Admin user preferences tool

Why use the Admin user preferences tool?

The Admin user preferences tool is used to update the file called AdminEmailFiling.cfg, which
in turn will updated the User preferences file (EmailFiling.cfg) when Outlook is opened.

In use:

From the Mail Manager toolbar select Tools > Administration > Admin user preferences
tool...
The Admin User Preferences dialog will appear:
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=" Olasys Mail Manager - Admin User Preferences =
= General |5 General
I Filing defaults Update Lock
I Filing location types My Iritisls 0 I
= Filing ) ;
Fienames ¥ Activate deuble-chek o fle i

4 Bttachments

- | Prompt to fle sant mescagss [#] #
E¥ Received Messages
B Sent Messages [~ Enforce filreg cotions view ¥
g Review .

| Enforce filng (Cancel dissbled) &
| Fle messages in non Unicode format
| Buteenatically check for updates to Mai Manager 1+ il
Location Reference Tags
Primary Ref: Project Mumber [+
Secondary Ref:  Filng Reference [&]
Description: Description

This dialog resembles the User Preferences dialog, but with the additional options to update
and lock each feature.

i When using Windows Vista to edit and save the AdminEmailFiling.cfg file you will need
modify the default user permissions to enable you to write to the folder called:
C:\ProgramData\Oasys\Mail Manager

Update

Selecting the update check box for a particular feature will ensure, once deployed, that the
next time the user opens Outlook the new setting for that feature will be applied.
Where the update check box has not been set user's machines will not be changed.

Lock

Selecting the lock check box for a particular feature will ensure, the next time the uuser opens
Outlook that feature is locked as the example below:
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=" Qasys Mail Manager - User Preferences =
5= General = General
I Filing defaults
- Filing location types My Tritiais
I Filing )
i [¥] Activate double-cick to fle

A7 Attachments
¥ Recenved Messages
B Sent Messages [ Enfores Bing aptiens view
Q Reiew |
Enforce fing (Cancel disabled)
|| File messages in non Linicode format

[+] Awtomatcally cheds for updates to Mall Manager

Lacation Reference Tags
Primary Ref: Prajact Nusiber

Secondary Ref:  Filing Reference

Desciplion: Description

How it works:

e Selecting the OK button will update the values in the AdminEmailFiling.cfq file including a
date and time value (AdminUpdateDateTime).

e When a user opens Outlook and Mail Manager loads, the date and time value in the users
EmailFiling.cfqg file will be compared with the one in the AdminEmailFiling.cfg file.
If the value is greater in the AdminEmailFiling.cfg, the user's preferences will be overridden
by those in the AdminEmailFiling.cfg where the "Update" box was checked. If the values are
the same, no changes will occur.

1.2  Configuration files

Mail Manager uses the following configuration files:
¢ MailManager.mdb

e EmailFiling.cfg
¢ AdminEmailFiling.cfg

1.2.1 MailManager.mdb

Used to store and manage the list of "All" and "Suggested" locations. This file is maintained
automatically and should not be edited manually. See Add a new location to populate and
amend the locations.
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s Oasys Mail Manager - File message
Ak M Lacabion ) Mare about Bing message
Location Fiter A

Suggested Locations (@) All Locations

| Project Mumber & Filing Rieference Description Liscation
119635 All Froject Emad G:\1190004119635%0.00 Emal

119805 Mon Chent Emad Cooper Street G:\1190004115805%0.00 Emad
119805 Chent Emal Cooper Skrest G:4 11900041 15805'0.01 Chent Email
120322 &l Project Emad Frith Riow 5241200004, 1203220, 00 Emad
120489 ANl Project Emad Market Square G\ 1200004 L20459'0.00 Emad
121034 All Project Emad Landon Dodeside G:\1200004121034%0.00 Emad
121672 all Project Emad Bridge Bypess G:4, 120000412 1672%0.00 Emal
Administration Quakity Assurance N:\Quality Assuranoe
Agdminisirabion Health and Safety N:'Health and Safety
Fingnoe Salaries Staff F:\Galaries \Staff
Finance Salaries Diractors F:\Galaries \Diractors
Finance Office Maintenanoe F:\Office Maintenance
Finance Company Auditors F:\Auditors
Personal ‘Work Cr\Users\alan ogden\Documents My Emals
Personal Family CriUsers\alan. ogden\Docurments Py Emaids)
Work Mews Ouook: \\Madboy - Alam Ogden|Inbox es
4 nr *
Location

G:\11900011 196361000 Emal

Licensed to QASYS LTD

1.2.2 EmailFiling.cfg

The EmailFiling.cfg file is used to define the options in the User preferences dialog and is
located in:

%userprofile%\Application Data\Oasys\Mail Manager (typically C:\Documents and
Settings\<User name>\Application Data\Oasys\Mail Manager)

Editing the EmailFiling.cfg file is carried out via Mail Manager toolbar i.e. Tools > User
preferences...

1.2.3 AdminEmailFiling.cfg

The AdminEmailFiling.cfg file is used to control the values in the EmailFiling.cfg file and is
located in:

%allusersprofile%\Application Data\Oasys\Mail Manager (typically C:\\Documents and
Settings\All Users\Application Data\Oasys\Mail Manager\AdminEmailFiling.cfg)

Editing the AdminEmailFiling.cfg file is carried out via Mail Manager toolbar i.e. Tools >
Administration > Admin user preferences tool...

How to remove the Administration menu:
o Before copying the AdminEmailFiling.cfg to the network folder open it using Notepad
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and edit the following line:
RemoveAdmin=0 to #RemoveAdmin=1

How to reinstate the Administration menu for a user:

e Open the file called: %Userprofile%\Application Data\Oasys\Mail Manager\
EmailFiling.cfg using Notepad and edit the following line:
RemoveAdmin=1 to RemoveAdmin=0

¢ Exit and re-open Outlook. You should now find that the Tools > Administration menu
is available.

© Oasys Ltd. 2009






	Implementation guide
	Admin user preferences tool
	Configuration files
	MailManager.mdb
	EmailFiling.cfg
	AdminEmailFiling.cfg



