WS Outlook Processing Options

Overview

This document describes the settings associated with the WinSearch/Outlook integration. These options
are available from the last button on the WinSearch toolbar in Outlook.
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Processing Options

Inbox & Contact Defaults

WinSearch/Outlook Processing Options

Frocessing Options | Miscellanecus | Email Handing || Flags || Syne Setup | Sync Dptians |

Primary Database for Proceszing and Data Synchronization: | RSIDATA,

Chooze zeftings for new WS persons records, or for specific folder. Set which folders
process automatically (use Dutlook rules to move emails to these folders).

—
| Inbox & Contact Defaults b

[ Select/add Folder

Remowve Fram List

Falder Options

Calor Coding:
1] Auto processing enablef.
2] Folder cannot be found!

Automatically proceszz attachments [to emailz] placed in thiz folder a: Bezumes
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The Inbox and Contact Defaults option

provides the initial entries for Category,

Thesze standard data defaultz will be uzed when
creating person's records from items in folders N Status, Type, Class, StaffRep and Source for
that not been individually zetup.

all new records created directly from your

Categony: | <Uze WS Defauly v | Inbox.
Status: | <Usze WS Defaul v|
Type: |<N0ne> v|
Class: | ¢Mone> w |
Staff Rep: | <Uze Current Login w |

Source; |<Use Uzer MameFolder Path: v|

[ (]S ] [ Cancel




Select/Add Folder

WinSearch/Outlook Processing Options

Frocessing Options | Miscellaneaus | Email Handing | Flags || Svne Setup | Sync Optians

Primary Database for Proceszing and Data Synchronization: | RSIDATA,

Chooze zeftings for new WS persons records, or for specific folder. Set which folders
process automatically (use Dutlook rules to move emails to these folders).

[ Inbox & Contact Defaults |

L
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Select/tdd Folder |

Calor Coding:
1] Auto processing enabled.
2] Folder cannot be found.
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Select/Add Folder will allow you to choose a
folder that you want to have automatically
processed. Once you choose a folder you
will see the Folder Options button below is
now available where you can set the default
information for automatic processing.
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Folders:
= @ Mailbiox: - Cartie Leffew ~ oK
3 Admin
(3 Biling
| Bounces
i calendar (10)

=] Contacts
& Deleted Items (74}
LA Drafts
[ Help Desk {1}
3 HR
] trvox 10
[ Insider

éﬂ- Journal

L' Junk E-mail [2]

Miscellaneous

WinSearch/Outlook Processing Options

Processing Options

Ernail Handling | Flags || Swnc Setup | Spnc Options

Options when processing a single email message

Open Person's Form after creating a persol

Options when processing multiple emails & autormatically from maonitore

Create Perzon's record when pogzible duplicates afe found:

Start Up Options

Create Perzon's record when pogszible duplicates

Don't ask me if | want to login to a databasze when Outlook starts.

[ Always rum WinSearch if | login to a database when Outlook, starts.

The first two options allow you tell

a single email message.

WinSearch what do when you are processing

This option allows you to tell WinSearch
what to do with duplicates when you are

processing multiple emails at the same time.

The Start Up Options allow you to choose
how WinSearch behaves when you open
Outlook.




Email Handling

WinSearch/Outlook Processing Options

Processing Options || Miscellaneous | Email Handling | Flags

Sync Setup || Spnc Optiohs

|Jse these optionz to specify how emall messages are handled after they are
proceszed by WinSearch. These zettings apply to both automatic and manually
proceszed emailz.

Mew perzon's record created: | Do Mothing [Leave Email Alone] w

thing | & Email Alone]
: : : . [Mowe to WinSearch Processed Folder
Skipped, potential duplicates found: Delete [Move to Deleted Folder]

Skipped. no rezume/attachmentz found: | Do Mothing [Leave Email Alone] w
Skipped, problem email/attachments: | Do Mathing [Leave Email Alone] W
Attachments added to exizting record: | Do Mothing [Leave Email Alone] w
[
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All of the options on the Email Handling tab
allow you to specify how email messages are
handled after they are processed by
WinSearch.

For all 5 scenarios, you have three options;
you can Do Nothing which will leave the
original email as it is. You can Move to a
WinSearch Folder, (i.e. Processed, Skipped or
Problems), which will simply move the
original email to a folder inside of your
Outlook, or you can select Delete which will
delete the original. In general, deleting is not
recommended.

Flags

WinSearch/Outlook Processing Options

Sync Setup | Spnc Options

It Outlook. Yersion 2003 [only] you can have all incoming emailz checked against
wour “WinSearch database and flag those messages that are from known senders.

Set Outlook, flags for newly received email from known databaze senders

Contactsz: | Elue w

"Multiple Records: | vellow w

Applicants: | Red w After Processing: | Green w

“Multiple records with zame email addrezs found in Databaze

Ok l [ LCancel ]

The flags tab allows you to designate flag
colors for your incoming emails. When an
email comes in WSOutlook looks up the
sender in WinSearch, and based on the
persons Category the email will be flagged
the color you select here.

Also on this tab you can turn flagging on or
off using the checkbox that reads ‘Set
Outlook flags for newly received emails from
known database senders’.

Please note email flagging options work in
both Outlook 2003 and 2007.




Sync Setup

WinSeanch/Qutlook Processing Options

Froceszing Optiong | Miscellaneous | Email Handling | Flags 5 Sync Options

Calendar O ptions
Activity Code for dppointments Exported to WinSearc

Actions for Database Synchronization

Select how pou would like database swnchronizations performed between
WinSearch and Outlook for bath Appointmentz and Contacts

Action for Appointmentz; T Spnchronize in Both Directions

Action for Contacts™

Synchronize in Both Directions

AlwayzOnly Ovenarite D atabaze

Alvaayz/Only Ovenarite Databaze

Sync Options

WinSearch/Outlook Processing Options

Froceszing Options || Miscellaneous | Email Handling | Flags || Senc Setup

Set how to map WinSearch phone numbers to Outlook.
[f you spnc with a PDA, pick which techhnology vour PDA uzes to synchronize.
() Outlook Label Priorty [Default if not synchronizing to a PDA)
() GoodLink Technologies
() Microsolt ActiveS pne
(") Palm Operating System
(1 windows Mobile [Pocket PC)
(#) BlackBemy
(3 Other PDAs

Thiz only affects new WinSearch people brought into Qutlook. To alter existing
Outlook contactz, delete them in Outlook, then re-import them from WinS eanch,
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On the Sync Setup tab, you can specify which
activity code is used for Outlook
appointments synced to WinSearch.

The next two options allow you to select how
appointments and contacts are synchronized
between WinSearch and Outlook. The
section below details these options.

Conflicts can occur anytime you are syncing
two sources of information. These options
allow you to specify whether WinSearch or
Outlook should be overwritten in the event
of a conflict.

The Sync Options tab allows you to specify
what type of handheld device you have.

These settings only apply if you are syncing
your Outlook contacts to a handheld. They
are there because the various handheld
vendors handle data, specifically phone
numbers, a little differently.




