Xiant Filer™ User Guide:
Outlook 2003 and 2007

Xiant Filer is an add-in for Microsoft Office Outlook® that
helps you more efficiently manage your e-mail. Filer uses a
powerful algorithm that learns your filing habits and
recommends folders in Outlook where you are likely to file
a selected message, allowing you to file e-mail with a single click.

Filer also offers a Topics feature that allows you to actively monitor a subset of e-
mail from your larger mailbox. Each Topic watches for and collects only
messages from targeted e-mail threads, so you can create a Topic and use it as
an alternative to the inbox to stay focused on important e-mail.

Filing e-mail

Filer is completely integrated with Outlook, so you can use it to move messages
from the Outlook window or from an opened message window.

An optional automatic filing feature is also available to Outlook 2007 users. This
feature moves messages that arrive in the inbox from a specific sender to a
destination folder following a configurable delay.

Available filing actions

Filer offers a number of distinct filing actions:

-§l Move message, which moves only the selected message.

E)‘ Move thread, which moves the conversation thread associated with the
' selected message.

A move previous variation of this action is also available, which moves all
messages in the thread that were received prior to the selected
message.

,Q_. Move from sender, which moves all messages from the sender of the
3 selected message.

A move previous variation is also available for this action, which moves
all messages from the sender received prior to the selected message.
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Filing from the Microsoft Office Outlook® window
Filer offers three ways to file e-mail from the Outlook window:
1 The Xiant Filer toolbar,

1 The message shortcut menu, available by right-clicking a message
(unavailable in Outlook 2003), and

1 The Xiant Filer menu.

Using the Xiant Filer toolbar

Use the Xiant Filer toolbar in the Outlook window to quickly file messages. As you
select messages in the Outlook message list, Filer's most highly recommended
folder appears as a quick pick button for each filing action.

91 Click a quick pick button to move the selected messages to that folder.

1 Click a Move fo button to view additional recommendations for each filing
action.

o |If Filer doesn’t recommend any folders — or if you don't like any of the
recommendations — click the last remaining Move command to quickly
choose a different folder (see “Choosing your own folder” on page 4).

o Optionally, on the Xiant Filer Options dialog, add up to three default
folders that Filer will always recommend. See page x for more
information.

You can customize the number of quick picks, the filing actions displayed on the
toolbar, and even create default folder recommendations. See page 14 for more
information.
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Right-clicking a message (Outlook 2007 only)

As an alternative to the B Move To Prajects
Xiant Filer toolbar, right- S \
click a message in the
message list to access ¥ Move Thread To Projects
Filer's move commands. Meve Thread To P B Status
F|||ng actions and folder Move Previous From Thread To » E Projects
recommendations largely & Move From Sender To Projects % Move Thread To Folder...
mirror those found on the Move From Sender To ,
toolbar: QU/CK :O/Ck Move Previous From Sender To »
Addio Too \

10/4/2010 Xiant Filer User Guide


http://www.xiant.com/

»
r‘¢

KIANT
recommendations appear for each filing action, followed by a sub-menu with

additional recommendations.
Using the Xiant Filer menu

Each filing action is also available from the Xiant Filer menu. Select a command
to view folder recommendations; select a folder to move the messages.

Outlook window filing tips

1 Simultaneously move multiple message threads by selecting at least one
message from each targeted thread prior to selecting your destination folder.
The same method applies when filing by sender.

1 With multiple messages are selected in the message list, Filer’s folder
recommendations are based upon the selected message closest to the top of
the list.

1 Optionally, include messages from the “Sent Iltems” folder when moving a
message thread. You can make this the standard filing behavior on the Xiant
Filer Options dialog (see page 13).

1 On the Xiant Filer Options dialog, you can customize several aspects of the
Xiant Filer toolbar and shortcut (right-click) menu:

o Choose which filing actions (for example: move thread, move previous
from thread, and
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