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Xiant Filer™ User Guide for
Outlook 2010

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-mall
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. This feature moves
messages that arrive in the inbox from a specific sender to a destination folder
after a configurable delay.

Available filing actions

Filer offers a number of distinct filing actions:

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.

e Move from sender, which moves all messages from the sender of the
L,- 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 two ways to file e-mail from the Outlook window:
e Filer controls on the Ribbon, and

e The message shortcut menu, available by right-clicking a message.

Filing from the Ribbon

Use Xiant Filer controls on the Ribbon of 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 on the Home tab of
the Ribbon.

e C(lick a quick pick button to file the

selected message to that folder. Q‘é’ﬁﬁfﬂ’Ck Alternative
Additional folder recommendations filing controls
may also be available from a 3 @ oo
secondary Move to control. L 3 Move Thread To - ﬁ

o Alternative filing actions, for move e e

thread and move sender, are also
available as secondary move
controls.

Technology
Ernerging Technology

Flaylizt Manager
have Fram Sende%n Falder..,
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o |f Filer doesn’t recommend any

folders — or if you don’t like any of
the recommendations — click the
last remaining Move command from
one of the alternative filing controls to quickly choose a different folder (see
“Choosing your own folder” on page 4).

Additional
folder recommendations

Additional filing actions, including move previous variations by thread and by
sender, are available on the Xiant Filer tab. You can optionally customize the
number of quick picks as well as which filing actions are displayed on this tab.
See page 12 for more information.

Home Send / Receive Folder Wiew Xiant Filer
P rPrPRp o RS S A

Mewsletters [Move To| Mewsletters Move Mewsletters Maowve From From From Automatic Unda
Folder = Thread To Sender To = | Thread To = Sender To ~ | Filing by Sender | Move
Move ﬁ Seattle Times To Move Sender To Move Previous Rules Undao
Y Mewsletters
i Move To Folder..,
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Right-clicking a message

As an alternative to the Ribbon, you can also
right-click a message in the message list to
access Filer's move commands.

Filing actions and folder recommendations
largely mirror those found on the Xiant Filer
tab: quick pick recommendations appear for
available filing action, followed by a sub-
menu with additional folder
recommendations.

Outlook window filing tips
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Mowe Ta Personal

hiowe Ta

Mowe Thread To Personal I}

Mowe Thread To

Mowe Previous Fram Thread To

Mowe Fraom Sender To Personal
Mowe From Sender To

Move Previous From Sender To

P

]

P

P

e Simultaneously move multiple message threads by first selecting at least one
message from each targeted thread prior to choosing your destination folder.
You can do the same thing when filing by sender.

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

the list.

e Optionally, include messages from the “Sent Items” folder when moving a
message thread. You can make this the standard filing behavior on the Xiant

Filer Options dialog (see page 11).

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

o Choose which filing actions to display on the Xiant Filer tab and the
shortcut menu; all filing actions are displayed by default.

o Change the number of quick picks that can appear. You might display
additional quick picks to increase the likelihood of filing selected
messages with a single click. Alternatively, decrease the number of
quick picks to conserve space on the Ribbon.

More information about customizing Filer can be found on page 12.

Filing from an opened message window

From an opened message window, use controls in the Move to group on the

Message tab to file the opened message.

e Click a quick pick recommendation to file

the displayed message; additional

recommendations may be available from a

secondary Move to Folder control.

¢ Additional filing actions — move thread

and move sender — are also available as

secondary move controls.
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Choosing your own folder

If Filer doesn’t recommend any folders — or if }{ @
you don'’t want to use Filer’'s recommendations — L g
select the last Move to command for any of the Filer || P
available filing actions to display a custom dialog it Move To Folder.. [
that allows you to quickly find and choose your Aiant Filer
own destination folder.
[ 2] Move to Folder |£Jw
Select the folder where this message will be moved
ﬁ» e
Start j Folder ~ Located In
typ|ng to Brochures \\Personal Folders\Inbox\Projects
qu|Ck|y Newsletters \\Personal Folders\Inbox\Projects
f”ter the Projects \\Personal Folders\Inbox
folder list Web Sites \\Personal Folders\Inbox\Projects
i
Cancel |

Undoing a move

If you discover that you used Filer to move messages to the wrong
folder, you can undo the previous move by clicking Undo Move on either ﬁ
the Home or Xiant Filer tabs in the Outlook window. Undao

howe

Note that Filer tracks only a single level of filing history.

Automatically filing messages by sender

Filer includes an optional feature that automatically moves messages that arrive in
your inbox from a particular sender to a designated folder. You may specify a
delay prior to filing or request that messages be filed immediately.

Before using the automatic filing feature, you must first enable it on the Xiant Filer
Options dialog (see page 11).
Setting up automatic filing

1. From the Outlook message list, select a message from the sender whose
messages you want to automatically file.
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2. On the Xiant Filer tab, click Automatic Filing by Sender. If this button
doesn’t appear, you may need to enable the feature (see page 11).
3. On the Automatic Filing by Sender dialog, select the Auto File e-mail
check box, define the filing rules, and then click OK:
o Define a ﬂllng [ | Automatic Filing by Sender ﬁ1
delay.
o Choose a [¥] Aute File e-mail from Janet Filer after: | |
K . 2 hours - to folder | Vacation. W\Personal Folders\Inbox'\Vacation v]
destination
folder. Filer may
recommend ok ] [ Conedl |
folders based
upon your

history of filing messages from the sender; choose a recommended
folder or select Move to Folder to browse for one.

Disabling automatic filing

e To disable automatic filing for all senders, open the Xiant Filer Options dialog
and on the Message Filing tab clear the Automatic filing by sender check
box.

e To disable automatic filing only for a particular sender, select a message from
the sender in the Outlook message list, on the Xiant Filer tab click Automatic
Filing by Sender, clear the Auto File check box, and then click OK.

Working with Topics

Use Filer’s Topics feature as an alternative means of organizing and monitoring
your e-mail. Each Topic appears as a small window that resembles a sticky note
and collects e-mail messages from targeted message threads (conversations) in
Outlook.

You might create a Topic, add to it messages from conversation threads that
pertain to a particular subject, and then use the Topic as an alternative to your
inbox to monitor correspondence related to that subject.

If you aren’t interested in Topics, you can disable the feature on the Topics tab of
the Xiant Filer Options dialog (see page 13). Disabling Topics prevents Topic-
related elements of the Filer user interface from appearing.

Creating a Topic
The quickest way to create a Topic is by using the Ribbon:

1. Inthe Outlook message list, select a message from the thread you would like
to track, then on the Xiant Filer tab click New Topic.

Note that only e-mail message can be added to a Topic; you cannot add
other items such as tasks, contacts, or meeting invitations.
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By default, Filer uses the message subject text as the Topic name; however,
you can change this if you like. Note that you cannot change the name of a
Topic after it has been created.

i MNew Topic l&]
Topic Name: Community newsletter ideas
Create a new topic. [ OK l l Cancel l

After you create the Topic, it appears in its own window and displays the selected
message. Filer soon searches your mailbox — including your “Sent Items” folder —
for other messages in the thread and adds them to the Topic as well.

As with Filer’s move commands, there are alternative methods for creating a

Topic:

e Right-click a message in the Outlook message list, or

¢ Open a message and then use Topics controls on the message window

Ribbon.

About the Topic window

A Topic appears on the screen in its own window and displays the messages it
has collected from watched message threads.

Topic title bar

To move a Topic on
the screen, drag it by
its title bar or its
status bar.

Click the wrench
menu to change
Topic color, delete
the Topic, or move
the Topic’s
messages to an
Outlook folder.

Click the * button to
hide the Topic.

4/7/2010

' Summer travel plans

= Summer travel plans

Janet Filer 6/8/2008 3:51 PM
Re: Summer fravel plans
Freddy Filer 6/8/2009 3:50 PM |:
RE: Summer fravel plans
Janet Filer 6/8/2009 3:49 PM
Re: Summer fravel plans
Freddy Filer 6/8/2008 3:49 PM
RE: Summer fravel plans
Janet Filer 6/8/2008 3:45 PM
Re: Summer fravel plans
Freddy Filer B/E/2009 344 Plek
0 Messages

Message list

Displays the
messages tracked by
the Topic, grouped
by thread.

Double-click a
message to open it.

A EEE icon appears
next to a message if it
iS new or unread.

Status bar
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Showing and hiding Topics

Topic windows can be shown or hidden. Even when hidden, a Topic continues to
track and collect message from the threads it is monitoring. Shown Topics are
displayed on the screen only when the Outlook window is also displayed.

¢ Minimizing the Outlook window hides any shown Topics; restoring the
minimized Outlook window also restores each shown Topic.

¢ When starting Outlook, all Topics are hidden by default.

You can show and hide Topics from the Xiant Filer tab of the Outlook window.

Showing/hiding all Topics
e To show all available Topics, click the Show button and then click Show Al

e To quickly hide all Topics, click the Hide All button.

Showing/hiding particular Topics

e To show a particular Topic, on the Xiant Filer tab click the Show button and
then select the Topic by name.

Note that if the Topic was stacked when it was last shown, it may appear in a
stack once again.

e To hide a shown Topic, click * in its title bar.

Monitoring messages from a Topic

When a Topic is shown, a EEH icon appears next to new or unread messages.
You may also notice a flash effect on the Topic window after new messages
arrive. Double-click a message to open it directly from the Topic window.

For Topics that are not shown, you can quickly check which Topics contain new
messages from the Xiant Filer tab on the Ribbon by clicking the Show button. If a

. . L] . .
Topic contains new messages, a L% icon appears next to its name.

Topic~
T0F [ Filer code branch 1.2.700

|5 Project plan review
LE) Mewsletter rewiew Ié
=] Showe Al
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Arranging Topics

When Topics are shown, you can arrange them on the screen to your liking. When
you show a Topic window, it should appear in roughly the same position and size
from the previous time it was shown.

Moving and resizing

o To move a Topic on the screen, drag it by either its title bar or status bar to a
new position.

e Toresize a Topic, click and drag the perimeter of the Topic window.

Changing color

To change the color of a displayed Topic, select Change Color from the Topic’s
wrench menu. Note that you cannot select a specific color; instead, Filer toggles
the color among a handful of available choices.

Docking

You can dock a Topic to the outer perimeter of the Outlook window. A docked
Topic remains fixed in its relative position on the perimeter of the window as you
move and resize the Outlook window. Filer may also dock Topics automatically
when you show them.

e To dock a Topic, move its window close to the perimeter of the Outlook
window (it will snap into place).

e To undock a Topic, move it away from the Outlook window.

Stacking Topics

. Un-selected Stack cap

You can stack shown Topics to Topics

conserve space on the screen. The 1

message list is displayed only for the Project status

selected Topic in the stack. A stack Brochure for condo project

can be moved, resized, and docked. . Summer travel plans

e To stack Topics, drag one Topic J';f:m::r RS S1005 554 A
on top of another Topic (or stack Re: Summer travel plans _
of TOpiCS)- Selected ;I-Ee:cgf|:i1|$;r:'e.'.-'el plans 6/11/2005 553 AM |7

e To select a Topic in the stack, Topic R Summer zvelplans o
ClICk Its tltle bar ;rfelcgtlliif;['.'&'{ﬁ plans BIAIE00S SR FM

e Toremove a Topic from a stack, B e e pians 00 F4IPM
move the Topic off of the stack by :ME’FF';'B' : LEEL DAL
dragging its title bar. Community newsletter ideas

o Toresize the stack, drag the
perimeter of the stack.

e To close the entire stack, click the # button: closing a stack closes all Topics
in the stack.
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Managing Topics

You can add message threads to be monitored by a Topic, remove messages
from a Topic, delete a Topic, or move the messages contained in a topic to an
Outlook folder.

Adding a message thread

A Topic can monitor multiple message threads. Add a message to a Topic to start
tracking its conversation thread. After you add the message, Filer searches your
mailbox for other messages that are part of the thread and adds them to the
Topic for you.

To add a new message thread to a Topic:

e |Ifthe Topic is shown, simply drag a message from that thread to the Topic
window.

If you are already caught up on a message thread and want the Topic to track
only newer messages, right-click-and-drag the message to the Topic and then
choose Add Single Message.

o Alternatively, you can also add a message thread to a Topic by:

0 Selecting a message from the thread in the Outlook message list, then
on the Xiant Filer tab clicking the Add to Topic button.

o Right-clicking the message, then selecting Add to Topic.
o Opening a message, then on the Message tab clicking Add to Topic.

Removing messages

You can remove messages from a Topic

[ S r travel pl
individually or by thread by right-clicking |- Summer frave' plans

either a message or a thread header and 2 SUmmer A Remove Threadm |
selecting a Remove command. | Janet Filer BIGTI00s 57T

.__"3 Summer fravel plans
After you remove a thread, the Topic no  — FIRIRARS AT
longer monitors and collects messages from the thread.

Deleting a Topic

To delete a Topic, show it and then select | Summer travel plans

Delete Topic from the wrench menu. BT
P S Summer travel|  ©hange Color

Note that deleting a Topic does not delete its = Delete Topic
messages in Outlook. & Move to Trave%

IMove to Folder...

Filing messages from a Topic

You can quickly move the messages collected by a Topic to a folder in Outlook. If
you are finished with a Topic, you can also have Filer delete the Topic after the
move.

To file the messages in a Topic to a folder:
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1. Use one of two methods to initiate the move. If you use the wrench menu,
Filer may recommend likely destination folders.

e Drag the Topic by the upper-left area b Summer travel plans

of its title bar to an Outlook folder, or
Drag Topic to Folder b
Janel Filer Brev2009 3:51 PM

Sa- Cuparnar frosial mlooe

e From the wrench menu of a displayed . Summer travel plans
Topic, either choose a suggested Summertravel|  Change Color
folder or select Move to Folder to Delete Topic
browse for or create a destination
folder (see “Choosing your own
folder” on page 4).

L

& Move to Travel
IMove to Folder. .

2. Fllerprompts you to [ _-.-x: Move Topic Mezsages to Folder =&
confirm the move. If
you want the Topic to Destination: Traveé - =]
continue monitoring Ml messages from Topic ‘Summer travel plans’ wil be maved 1o the chasen destination
Folder

message threads,
clear the Delete Topic

after Move check box I T e = Carn
before clicking OK. ; ;
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Changing Xiant Filer™ behavior

Open the Xiant Filer Options dialog from the Xiant Filer tab in the Outlook
window to change Filer’s behavior and to customize its user interface.

Message filing behavior
Click the Message Filing tab to

_— ; ;
change folder recommendation |~ @t fier Optens ER
and flllng behavior. |Message FiIingICustamize CommandslTopics]
Filing behavior
,C///ng behavior section [l Include Deleted Items folder in filing recommendations
[l Include Sent Items when filing message threads
° InCIUde Deleted Items [ Mark messages as having been read after filing
folder in filing Send aptions
recommendations CheCk D Close criginal message after reply or forward

box

Automatic filing

By defaU|t Filer doeS not DAutomaticﬁIing by sender

recommend Outlook system
folders such as “Sent Items”
and “Deleted Items”. If you Mailbax and data file exclusions

use the “De|eted |tems” Exclude mailboxes or Personal Folders (.pst files) from Filer's
f |d . kﬂ recommendations. Default and delegate mailboxes cannot be
olaer In your wWorkriow as an excluded.

archive, select this check box Mailbox - Freddy Filer

so that this folder is included
in Filer's recommendations. [

Default delay: | 2 Hours

Reset All Message Filing Dialogs l

¢ Include Sent Iltems when
filing message threads
check box

| appy || ok || cancel |

Select this check box to
include your sent messages when moving a conversation thread if they are
part of the conversation.

e Mark messages as having been read after filing check box

Select this to have Filer mark each message it moves as having been read.

Send options section

Select the Close original message after reply or forward check box for Filer to
close an opened message window after you send a reply to the message or
forward the message. Contrast this with the optional auto-close feature native to
Outlook that closes the message after you initiate the reply or forward.

Note: To use Filer’s auto-close feature, you first need to ensure that Outlook auto-
close is disabled: on the Outlook Options dialog, under the Replies and
Forwards section make sure that the Close original message window when
replying or forwarding check box is cleared.

4/7/2010 Xiant Filer User Guide


http://www.xiant.com/�

4
KIANT

Automatic filing section
e Automatic filing by sender check box

Select this check box to enable the automatic filing feature, which allows you
to create auto-file rules for messages received in the inbox from particular
senders. See page 4 for more information about this feature.

e Default delay list

This list value defines the default delay that appears in the feature dialog
when you set up automatic filing for a user for the first time.

e Clear All Auto-File Settings button
Click to purge all sender-to-folder filing associations start fresh with new auto-
filing rules.

Mailbox and data file exclusions section

This section lists each available mailbox and Personal Folders file (.pst). Clear a
selection to prevent Filer from recommending folders in a mailbox or .pst. Only
the default mailbox and any delegate mailboxes are required.

Reset All Message Filing Dialogs button

Click to re-enable all of the filing-related dialogs that you might have dismissed
previously by selecting a Remember and do not ask again check box.

Filer user interface

Click the Customize Commands

b h h ¢ Hiant Filer Cptions B
tab to change the appearance o
. . . M Filing | Customize C ands | Topi

the Xiant Filer Ribbon controls MILUS Sries memmen SI OPICSI
and commands on the message Quick picks o o

Mumber of quick picks, which display Filer's mast
shortcut menu. 1 =1 highly recommended folders directly on the nbbon

= and message shortcut (right-click) menu for each
filing action

Quick picks section
Displayed filing commands

Use the box tO CUS.tomize the Cn the Xiant Filer ribbon and message shortcut (right-click)
number of quick picks that can menu:

appear on the Ribbon and the Show Mave From Thread

message shortcut menu By Show Previcus From Thread

. (] Show M Fi Send
default, the number of quick ¥l show S O SEnaEr
Show Previcus From Sender

picks is 1.

Cptional shortcut (right-click) menu commands
Displayed filing commands B Forvard To

7] Undo Move

section

Use these check boxes to
display only the filing actions that
you want to be available on the
Xiant Filer tab of the Ribbon and
the message shortcut menu,

| meply || ok || cancel |
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which appears when you right-click a message. Only the move message filing
action is required to be displayed.

Note that these check boxes do not affect the filing actions available on the Home
tab of the Outlook window and the Message tab of an opened message window.
Optional commands section

Use these check boxes to control which Filer commands show up in the shortcut
menu that appears when you right-click a message.

The Forward To command appears for a selected message only if you previously
forwarded messages from the sender. This allows you to quickly forward
messages to frequent recipients of your forwarded messages.

Topics behavior

Click the Topics tab to change Yiant Filer Options &
the Topics display behavior or to
disable Topics entirely.

Message Filing] Customize Commands[ Topics

Enakle Topics

Enable Topics check box Topic docking behavior

Clear this check box if you don'’t 88 2] MNumberof layers in docking spiral
use Topics and want to prevent
Topic-related aspects of the Filer Default topic color

user interface from appearing.

Preview:

This check box is selected by
default.

Topic docking behavior section

When you show all Topics, Filer
docks them to perimeter of the
Outlook window, spiraling Topics
around the window in a
clockwise fashion. This setting
defines the number of layers of
Topics around the Outlook
window that Filer attempts to | aeply || ok || cancel |
display before it begins to
automatically stack Topics.

Reset All Topic Dialogs

The default value of 99 ensures that Filer displays topics on as much of the
screen as possible. Reduce the number of layers if you prefer Filer to stack
Topics instead.

Default Topic color section

This defines the default Topic window color that Filer assigns to newly created
Topics.
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Reset All Topics Dialogs button

Click to re-enable all of the Topic-related dialogs that you might have dismissed
previously by selecting a Remember and do not ask again check box.

© 2009 - 2010 Xiant. All rights reserved. Reproduction of any part of this
manual without the prior written permission of Xiant is strictly prohibited.

Information in this document is subject to change without notice.
Xiant and Xiant Filer are trademarks of Vulcan Technologies LLC dba Xiant.

Microsoft, Outlook, Windows, and Windows Vista are registered trademarks
of Microsoft Corporation in the United States and/or other countries. All
other trademarks are the property of their respective owners.
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