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Worksite Email Management Toolbar
Emails are records of the Corporation and subject to the Records Management policy. To help you

iManage your emails, WorkSite adds a set of advanced email management features into Microsoft

Outlook.

These features are all accessed through the WorkSite Email Management toolbar.

WorkSite Email Management

|T" Search for WorkSite locati.. EI 4» |

Tt File

| X Delete (ZhPrint “ Priva | [Save Attachments v| |Actions v| |§| |§| |§|| - v|

i ibe o

<

The following table displays the icons and what their functions are.

Icon

Item

Description

E

Database drop-down menu

A drop-down menu that enables
you to define which databases
should be included when
performing a search.

Search for WorkSite locati.. E

Suggested Locations/Search field

A field that displays suggested
filing locations to choose from
and enables you to search for
workspaces.

BN

Recent searches drop-down

A drop-down menu that displays
your recent filing location

menu
searches.
File button An action button that enables
|W| you to file the selected email to
—_— the location specified in the
Suggestion field.
File and delete File the email and delete after
7 Delete -
_— filing
Eprint File and print Print the email before filing
., Private File and mark as private File and mark email as private

d

Resize slider

Drag to resize the suggested
locations/search field

Save Attachments v|

Save attachments

Enables you to save
attachments to iManage

Actions drop down menu

Enables you to perform FileSite
actions on selected emails, such

Move Email as copying or moving emails or
Copy Email importing documents to
[= Move Folder : |Manage. .
= Copy Folder Properties Dlsp!ays the Propertlgs ofan
B Add Documents email that has been filed or
) selected to be filed.
B Properties Where Filed Displays the location of an email
LlETE ol ' that has been filed or
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Icon Item Description

destination container of an email
selected to be filed.

— Document Search Opens a search form for a
@ document search.
= Workspace search Opens a search form for a
@ Workspace search
— Refresh button Refreshes the display when
2| showing WorkSite content.
e Help button Enables you to select the
%3 Worksite Help relevant online help file needed.

&2 Email Management for Outlook Help

Changes to the Outlook View
The Email Management component in Outlook adds new columns to the Outlook list view as well as
several new message icons.

Filing Information Columns
Enable the filing information columns for Outlook by clicking on the WorkSite menu -> Filing

Status.
-Ins WorkSite Marton
%] Document Profile Defaults Security Templates  [fEfl] Change Preview Orientation
"3 Email Profile Defaults 7= Navigation Options nchronize
'_=_j Local Applications 3-; General Options '}:, Filing Status
Configure

By enabling Filing Status, the following 3 columns will be added to your Outlook list view.

o Filing Location — the location in iManage where the email is stored.
e Filing Status — the status of the filing process (Queued, Sent, Filed, or Filing Error).
e Filing Date — the date the message the filed.

Search Inbox (Ctrl+E)

B 1| From Subject Recei.. Size | Categories Filing Location Filing Status Filing Date w7
] bl Ken Eell RE: iManage Wed ... 13 KB ‘\Personal - (LPL... Filed Fri 26/08/2011.
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Message Icons
When an email is filed from your Outlook mailbox, the icon is updated to reflect the filing status:

& Filed to WorkSite

:Q;g Sent and Filed - shown in Sent Items folder for Send and File

o Queued to be filed to WorkSite

R Filing error

e Sent and Filed - shown when user replied to an email that was filed to iManage

=1 Sent and Filed - shown when user forwarded an email that was already filed to
iManage

Filing an Outgoing Message
The best way to manage your emails is by filing them as you send them. There are 2 ways to accomplish
this: Using the message window filing toolbar or the Send and File option.

Message Window Filing Toolbar
A toolbar, similar to the WorkSite Email Management toolbar, appears in a new message

window.
REY e s Untitled - Message (HTML) =5 e
m Message Insert Options Format Text Review ] 9
_;] % o < A" A & I Attach File v \
By | B I O |:Z-i= iE iE 0 attach Ttem -
Past MNames Tags 700
af € @By . A E==|® . [ signature ~ .g oom
Clipboard s Basic Text Include Zoom
WorkSite Email Management v X

|E" |:| File To: | Search for WorkSite locati... ,T"E + Delete [—Print “ Priva [@

To.. || |

era | L% || |
Subject: | |
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To file the email to iManage on send using the filing toolbar:

1. From the filing toolbar, select a filing location using one of the following methods:
a. Type the name of a workspace in the Suggested/Search field to perform a search for
a destination workspace. A list of suggested filing locations and recent filing
locations will be shown. Click the + button beside the workspace to find a folder
within a workspace.

inform|
# [ Information Technology - K. AT-21200- 4. |
# [ Head Office Photographs AT-100 - TE..

# [ @ IDOCS - SECURED AT-100 - 2380
# [@ Ipocs AT-100 - 230
# @ ykpocs AT-100 - 2380

# & Information Technology De..  AT-200-11

b. Click the drop-down arrow on the Suggested/Search field and select from the
Suggested Location or from the Recent Locations.

Whenever you file an email to iManage, key information about the email message
and where it was filed is stored. This information is stored for 90 days. When you
send a new email message or attempt to file an email message to iManage, it
examines the following information in the email and offers suggestions based on
previous emails that you have filed:

e The subject of the email

e The conversation ID that Outlook applies to messages that are part of the
same conversation thread.

e The sender

e Any filing tags appended to the subject of the email. See “Tagged Messages”
on page 26 for more information.

iManage then ranks the suggested locations and displays them under the Suggested
Locations list.

Suggested Locations

+ %] Hydro Operations Maintenance Departmentall...\.. AT-12300-85

+ & Information Technology Departmentall...\_Corres.. AT-200-11

4 8 Information Technology Departmentall...\Supplier.. AT-200-11
Recent Locations

+ = Hydro Operations Maintenance Departmentall...\.. AT-12300-85

+ 8 Information Technology Departmentall...\Supplier.. AT-200-11

+ 8 Information Technology Departmentall...\_Corres.. AT-200-11

+ [ Personal - (LPLETT)\...\_Comrespandence PERS -LPLETT
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c. Click the Browse button in the Suggest Location/Recent Location box to manually
select a location from the Worksite Integrated Desktop window.

Suggested Locations

& [ Hydro Operations Maintenance Departmental)..\.. AT-12300-85

& & Information Technology Departmentall..\_Corres.. AT-200-11

& @ Information Technology Departmentall, .. \Supplier.. AT-200- 11
Recent Locations

=@ Hydro Operations Maintenance Departmentall.. | AT-12300-85
& @ Information Technology Departmentall,..\Supplier.. AT-200- 11

& @ Information Technology Departmentall..\_Corres.. AT-200-11

= @ Personal - (LPLETT)\...\_Correspondence PERS -LPLETT

Browse Locations *

2. Inevery workspace there is at least 1 _Correspondence folder. If you just select a
workspace, the filing location will default to this folder. For example, if | select a capital
project workspace from the document grid on the Select Destination window and then click
Select without choosing a folder within the workspace, it will default to the
_Correspondence folder.

*»% Select Destination - [\Recent Workspaces]

Look in: l[@ Recent Workspaces

I-Q vl | IWDrkspace vl |

L®

Recent Folders SetMame/Description

WorkSite Email Management
||3—-l [¥|File To:  Capital Projects - 1285651000000 - New Metering Tank FS Substatio\_Correspondence), Lr I~ &8s + % Delete (EhPrint 4 Priva @|

If the workspace has more than 1 _Correspondence folder within it, a dialog box will pop up
and ask you which of the _Correspondence folders you would like. For example, if | select
the Information Technology Departmental workspace it has more than 1 _Correspondence
folders.
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Select Default E-Mail Folder -
- - -

- The selected workspace contains more than one default E-Mail folder. You need to
C select one default E-Mail folder from the belowy list:

Location Path

** _Correspondence <Information Tec... \idocs\Information Technology Departmental\_Co
@ _correspondence <Information Tec... \idocs\Information Technology Departmental\Depz
@ correspondence <Information Tech... \idocs\Information Technology Departmental\zLeg
@ Supplier Correspondence <Informa... \idocs\Information Technology Departmental\zLeg

4 {11} 4

o [ concel |

3. Once you have selected the folder you wish to file to, the location will display in the
suggested location/search field and a checkmark will be added to the File To checkbox
indicating that when you send the email, it will be filed to the location shown. A greyicon

@ will also appear beside the drop-down arrow. This allows you to clear the field and

select a different filing location.

WorkSite Email Management
IG—'l [/]File To:  Information Technology Departmental\_Correspondence) [_E + % Delete (EiPrint “ Priva [E|

4. If you wish to Delete or print the email immediately after sending, you can click on the
Delete and Print buttons.

+ % Delete (EiPrint % Priva [E|

5. Click Send.

Send and File
If you do not select a location from the filing toolbar before you click Send you will be prompted

to select a location. As with the filing toolbar, you can select a location from the Suggested or
Recent Locations list, use the Browse button to find a workspace and folder or use the recent
searches dropdown. Once you have selected a location click Send and File.
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%% Select Filing Location m

| 3 v|Search for WorkSite location (Ctrl+9) | Sh v|

Suggested L ocations
[ Personal - (LPLETT)\...\_Corresponde.. PERS-LPLETT
Recent Locations

- @ Personal - (LPLETT)\...\_Corresponde.. PERS-LPLETT

Browse. .. File To: Personal - (LPLETT)\...\_Correspondence

Filing Options
X Delete [B]Print “% Private

2 sendonly | [f SendandFile | [ cCancel |

If you choose not to iManage the email on Send, just click the Send Only button.

Filed Email Tags

When you send and file an email message, a tag is added to the subject line of the email in brackets.
The format of the tag is <Subject of the Email> [Company — Database.FolderID]. Every folder in iManage

has an alpha-numeric folder ID associated with it. To make it more user friendly, the actual name of the
workspace and folder is displayed in the CC line.

=™ W AT R A Meeting [NTPC-YKIDOCS.FI

i Ignore x _Qi _‘@ _% B Meeting 13 Mmove to: ?

% To Manager
& Junk - Delete | Reply Reply Forward E, pgre -

Al &4 Team E-mail

Delete Respond Quick Steps
WorkSite Email Management
||§—-‘ Hydro Operations & Maintenance Departmental..\_Correspondence |g
From: Leah Plett
To: Leah Plett
EE: Hydro Operations _ Maintenance Departmental _Correspondence
Subject: Meeting [NTPC-YKIDOCS.FID19683]
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If you receive an email, you can easily see from the tag that the sender has already filed the email to
iManage and to what folder. If you receive an email that has been iManaged and reply to that email,
leave the tag in the subject line and the email will automatically file to the same location as the original
received message. The Email Management system is intelligent enough to check for duplicates. If an
email has already been filed to a specific folder it will not file a second identical email to that folder.

Filing Existing Emails in Outlook
The email management toolbar enables you to quickly file existing emails from Outlook. These could be
emails residing in your inbox, sent items or cabinet folders.

1. Select the email message(s) to be filed.

2. Choose the iManage workspace and folder from the email management toolbar using any of
the following three methods:

a. Type the name of a workspace in the Suggested/Search field to perform a search for
a destination workspace. A list of suggested filing locations and recent filing
locations will be shown. Click the + button beside the workspace to find a folder
within a workspace.

inform|
# & Information Technology - K. AT-21200 - 4..
# [ Head Office Photographs AT-100 - TE.

# [@ 1DOCS - SECURED AT-100 - 230
# @ Ipocs AT-100 - 2380
# [@ ykpocs AT-100 - 230

# & Information Technology De..  AT-200-11

b. Click the drop-down arrow on the Suggested/Search field and select from the
Suggested Locations or from the Recent Locations.

Whenever you file an email to iManage, key information about the email message
and where it was filed is stored. This information is stored for 90 days. When you
send a new email message or attempt to file an email message to iManage, it
examines the following information in the email and offers suggestions based on
previous emails that you have filed:

e The subject of the email

e The conversation ID that Outlook applies to messages that are part of the
same conversation thread.

e The sender

NORTHWEST TERRITORIES
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e Any filing tags appended to the subject of the email.

iManage then ranks the suggested locations and displays them under the Suggested
Locations list.

Suggested Locations ]
# [ Hydro Operations Maintenance Departmentall. | AT-12300- 85

& & Information Technology Departmental\...\_Corres.. AT-200-11

& [ Information Technology Departmentall..\Supplier.. AT-200-11

Recent Locations

& [ Hydro Operations Maintenance Departmental|. .\ AT-12300- 85

= @ Information Technology Departmentall.. \Supplier.. AT-200-11

& @ Information Technology Departmental\...\_Corres.. AT-200-11

= [ Personal - (LPLETT)\...\_Correspondence PERS - LPLETT

c. Click the Browse button in the Suggested Location/Recent Location box to manually
select a location from the Worksite Integrated Desktop window.

Suggested Locations

& [ Hydro Operations Maintenance Departmental)..\.. AT-12300-85
& & Information Technology Departmentall..\_Corres.. AT-200-11

& @ Information Technology Departmentall, .. \Supplier.. AT-200- 11
Recent Locations

=@ Hydro Operations Maintenance Departmentall.. | AT-12300-85
& @ Information Technology Departmentall,..\Supplier.. AT-200- 11

& @ Information Technology Departmentall..\_Corres.. AT-200-11

= @ Personal - (LPLETT)\...\_Correspondence PERS -LPLETT

Browse Locations *

3. After selecting a destination:

il
e To file the message, click the File button M

e You can use the File button along with the buttons, Delete, Print and Private. For
example, to file, print and simultaneously move the message to your Deleted Items
folder, click Print and Delete. Then click File.

| TFile | X Delete (ZyPrint i, Priva
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Saving Attachments

You can save up to 14 attachments from emails to iManage at one time. They can be saved as new

documents or as new version of existing documents. You can also simultaneously save attachments

from separate emails.

1. Select one or more emails from Outlook.

Click the Save Attachments button.

File | 7 Delete (ZPrint “ Priva [Save Aftachments - | [Ach'ons v||
B 11O 0| From Subject
b}. Wl D'arcy Delorey WarkSite [ Sort by: Su
. —
& W Darcy Delorey RE: Curious

3. To save an individual attachment, click the attachment in the list. You will be given the

August 2011 11

option to save it as a New Document or as a New Version.

Save Attachments =] | |actions - | [ @[~ [T -

| WorkSite Searching.pdf L MNew Document
WorkSite - Custom Values Table.JPG  » MNew Version
RBRO CA Error Values Query.sgl [ Receivec
Select Attachments from List Sun 07/0

If saving as a New Document, select the location from the WorkSite Integrated Desktop
window. If saving as a New Version, select the original document from the worksite
integrated desktop window, check the profile information and click Save.

To save multiple attachments, click the Select Attachments from List option.

Select Attachments ﬂ
Select Attachments To Save As:
RBRO CA Error Values Query.sql
WorkSite - Custom Values Table.JPG
WorkSite Searching.pdf [z e
Close

NORTHWES‘I’ TERRITORIES
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6. Highlight the document(s) you wish to save and once again you can select to save the
document as a New Document or as a New Version.

Attaching iManage Documents
You can attach an iManage document to an email by using the Insert Attachment From Worksite button
on the message window filing toolbar.

&l o il Untitled - Message (HTML) EE

File | Message Insert Options Format Text Review o @

e = = Sﬁﬂ @] B ¥ Follow Up -
A A FESS g . 3& ﬂ il
¥ High Importance
Paste B I U | % \ = = = | i¥ i= Address Check | Attach Attach Signature

T ‘ Book MNames File  ftem - - ¥ LowImportance
Clipboard = Basic Text MNames Include Tags % | Zoom
WaorkSite Email Management v X
E“ [CIFile To: | search for Worksite location (Ctrl+9) =13 ¢ » pelete hrint s Pris [ G|

To.. | |l
=1

o
Send

Subject:

ol |

»

Browse to the document in the worksite integrated desktop window and you can choose to insert a link
or a copy of the document. If emailing inside the Corporation it is best practice to email a link. If
emailing external to the Corporation to recipients with no iManage access, you will need to email a

copy.

Insert Link
Insert Copy

Setting up Filing Folders

You can link folders in your Outlook mailbox to a corresponding iManage folder so that when messages
are added to the Outlook folders, they are copied or moved to the corresponding iManage folder
automatically.

Create a new Outlook folder and make it a Filing Folder
1. Right click your mailbox in the Outlook folder list and choose New Folder.

m NORTHWEST TERRITORIES
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‘ E’q Inbe=- o
=)

Open in Mew Window

[ e
e I

Mew Folder...

[# Dral
= senl &
& Deli 1
Lg Juni ™
3 outl =
[ Rss| =
- 0@ Seal f

I =
i FileSite w5

Copy Folder

Mark &ll as Read
Clean Up Folder

Delete All

Remove from Favorites

‘?_-!j HRs & Properties..
2. Give it a name and select where you would like to located in your Outlook mailbox.
Create Mew Folder . u
Name:
Meetings

Folder contains:

Mail and Post tems

Select where to place the folder:

4 & LPlett@ntpc.com

> [ Inbox|(28)
A Drafts
5 Sent Items
@ Deleted Items (91)
& calendar
185 Contacts
& Journal
L@ Junk E-mail
= | Nntec

| »

m

-

o) [ coneal |

When you click OK on the Create New Folder window, you will be prompted if you would
like to link this new folder with a WorkSite folder in iManage. Click Yes.

WorkSite

e

9 Do you want to link 'Meetings' to a WorkSite folder?

il |

Click the Browse button to select a folder from iManage. All emails you put in the folder in

Outlook will automatically be filed to this iManage folder.

August 2011
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Link New Folder Options

p -y amel

2 - =

—| %4 Select Destination - [\Recent Workspaces\Personal -

(LPLETT) <Personal Wo..\My Do...@

Filing location: = N
ling location Loakin I[_J My Documents ‘I 02 X ~ & Search v
File messages to:
=
li vl | [Wurkspace v] | Q v‘
RO
Filing options: Recent Folders SetMame/Description
: . [ Subject2
Leave messages in QOutlook after filing %
["] File messages as Private
Recent Workspaces
€ Horks 3
ey WorxSite o
My Workspaces
T
Projects .a‘i r = ‘ -
pondence [WorkSite] = [ ——
[ Select J [ Cancel ] l Help
bs 7y HRSRVIDOC...
fi LPLETT i litems

By default, the email is filed to iManage and then deleted from your Outlook folder. If you

wish to file it and leave it in your Outlook folder, check the “Leave messages in Outlook after

filing” checkbox.

Leave messages in Cutlook after filing

appended with the word WorkSite.

=g Meetings [Worksite]

Edit an Existing Outlook folder to make it a Filing Folder
To configure an existing Outlook folder as a filing folder:

1.
WorkSite tab.

August 2011
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Click OK. The folder in Outlook is updated with the WorkSite icon and the folder name is

Right click on a folder in the Outlook folder list and select Properties. Select the File to
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Capital Projects Properties @

General | Home Page | AutoArchive | Permissions | File To WorkSite | Synchronization
(@) Do not file items in this folder to WorksSite

File items in this folder to WaorkSite
Filing location:
File messages to:

Filing options:

Leave messages in Outlook after filing
File messages as Private

Do not file messages already in the folder (Only Reset
applies on initial setup or Reset)

%Y WopkSite

[ ox [ cancel ][ coy

2. Choose the radial button File items in this folder to WorkSite.

3. Click the Browse button to select an iManage folder.

4. By default, the emails put in this Outlook folder will be filed to iManage and then deleted
from Outlook. If you wish to leave the email in Outlook, check the Leave messages in
Outlook after filing option.

5. By default, iManage files all of the existing messages stored in this Outlook folder. To ignore
the existing messages and file only new messages added, select the Do not file messages
already in the folder option.

6. Click OK. The folder in Outlook is updated with the WorkSite icon and the folder name is
appended with the word WorkSite.
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Using the Action Buttons

The Actions button lets you perform the following actions on emails and documents:

Action button

Action

If.;{, Maove Email

Will move the highlighted email to the iManage folder selected.
Moving an email files the email in iManage and then deletes it from
Outlook.

‘ Copy Email

Will copy the highlighted email to the iManage folder selected.
Copying an email files the email in iManage and leaves it in Outlook.

[ Move Folder

Move an entire Outlook folder and its contents from the Outlook
folder list into iManage. Move will delete the folder and its contents
once they are iManaged. You cannot perform this action on the
Inbox, Contacts, Calendars, Notes, Tasks or Journal folders.

Copy Folder

Copy an entire Outlook folder and its contents from the Outlook
folder list into iManage. Copy will iManage the folder and its
contents and leave them in Outlook after filing.

[# Add Documents

Imports existing files on your computer into iManage.

| Properties

Will display the properties dialog box for any iManaged document
highlighted in the document grid.

Where Filed »

Will display the filing location for the selected document in the
document grid.

August 2011
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