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Introduction

Thousands of Outlook users already use QuickFile to automatically file emails from Outlook.
However many users also send out emails outside Outlook using BlackBerries, Iphones, Outlook Web
Access (OWA) etc.

These emails are then synchronized to users' Outlook Sent Items folders using different software
(depending on the device used to send the email).

QuickFile Version 4.1.37 (or later) has a new feature that identifies these emails and allows you to
file them using your QuickFile folder shortcuts. This feature can be used for processing both the
default Sent Items folder as well as other folders (to allow assistants to file emails).

NOTE:

1) This feature is currently only available in QuickFile Version 4.1.37 which is not available directly
from our website. You can use the following link to download QuickFile Version 4.1.37.
http://standss.fileburst.com/QuickFile/quickfilePRO _NetDocument 4 1 37.exe

2) Only emails sent after QuickFile Version 4.1.37 will be processed using this feature.
Step-by-Step

1. Go to your Inbox (or any Outlook Folder).

2. Click the More drop-down on the QuickFile toolbar -> Select Sent Items — Unprocessed Emails.

3. You will be prompted with the following message the very first time you process the Sent Items
folder.
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]

Process Sent Items Folder, - QuickFile for Outlook

This is the First time this Folder is being checked for unfiled emails.
o This may take some time if there are a laot of emails in the Folder,
(Processing will only kake time the First time this Function is run on a Folder)

Do you wish ko continue?

If you wish to continue processing then click Yes.

A list of emails in your Sent Items folder that were not processed by QuickFile will be displayed.
Generally these will be emails that were sent from outside of Outlook. If you need to display
emails in a different folder you can click on the Folder hyperlink on the screen.

Unprocessed Emails - QuickFile

Do you nieed to file the emailz friom Sent Items which were not processed using QuickFiley ["’}l‘
Folder “\ailbox - Rajeshni SinghbSent lhems
Unproceszed Emails in Sent [tems:
Date/Time [ To | Subject Thiz email needs to be processed by QuickFile
14-Sep 01:29 PM  goundarp@standss...  Customer Suppart
14-Sep 01:29 PM  Lataki@standsz.com.fi  Outlook 2010 The email above has not been processed by QuickFile. A

14-Sep 01:27 PM  singhr@standzs. com.fj
14-5ep 1256 P bhawsarmisstandss....

14-5ep 12:55 P | zinghriaiztan o, f

Rename and Upload file
CuickFile - MNew feature
Thiz email needs to be ..

“r'ou need o select this email and File it or Mark it az proceszed,

The drop-down below provides pou with options of falder to file the
email to.

If pou dohawe wour chosen folders in the list then zelect <Choose
another folded: from the drop-down

And click File,

Chooze the appropriate folder and file pour email.

Farmatting haz been removed from preview

" File/Move original email

=l Ee

File Ta:

Rajeshini - [\ ailbox - Rajeshni SinghhF ajgshni] Mark

f* Filz a COPY of email

LCloze

5. Select the email that you wish to file on the Unprocessed Emails screen above. The File To: drop-
down will display the last folder where an email to that contact was filed.

6. Click File to file the email to the selected folder. (You can choose a different folder using the
drop-down if you need to). The email will be filed and removed from the above list of

unprocessed emails.

7. If a selected email does not need to be filed then click Mark. The email will be left in the Sent
Items folder but will be removed from the list of unprocessed emails.
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Other Settings
New Settings have been added to the settings screen for this function. The settings can be accessed
by clicking in More-Settings on the QuickFile toolbar. Select the View tab on the Settings screen.

Settings E|

QuickFile Settings [E= P
General  View I Toolbars ] Data Files ] Shared Shortcuts ] MNetDocuments ] MNewsletter ]
Display options
[~ E=pand "Show Options »>" on QuickFile screen by default
_—‘.)\ [v Show Tipz on all zcreens

v Hide Introduction wWizard at startup
Show |10 = Recently Used Folders on the QuickFile screens
Multi-S elect made in QuickFils: |DD not show link to Multiple-Select j

When doing a search
[ Show Deleted [tems Folders for filing search

[ Show Deleted [tems Folders for Find & Goto Folders zearch

Sent Items Processing
[ Check if there are urfiled emails in Sent ltems on startup

Folder to process:

f# Diefault Sent [tems Folder

] J

1ntroductionWi2ard...| Help | ok | LCancel | Apply |

1. Check if there are unfiled emails in Sent Items on startup: Tick this checkbox if want QuickFile to
check your Sent Items anytime you start Outlook for emails that need filing. A message will be
displayed if any emails needing your attention are found.

2. You can also change the folder that you want to process to identify your unfiled emails. By
default, QuickFile will process your default Sent Items folder. You can select a different folder if
you are processing another user's Sent Items folder.

For Further Information

If you have any questions about this, please email your contact person at Standss. If you do not have
a contact person then please email at support@standss.com.

We also frequently update our Knowledge Base and Frequently Asked Questions (FAQ) pages on our
websites.
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