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Overview

What is NEO Pro

A new way to think about email

If you ve been struggling to organize your email, it s no wonder. As email piles up in
your Inbox you soon become swamped if you organize by fo Ider you re continually
filing messages, and if you don t, you can t find messages when you need them.

The problem with email programs is they shoehorn you into an Inbox/folder mentality
they only show your messages in one way. You can filter them but you can t easily
view the same messages in different ways.

Think of NEO Pro as an intelligent email sorter. It automatically organizes your email in
all the ways you think about email by date, by corre spondent, by mailing list, by
attachment, and so on.

Finding messages is a breeze

Your messages automatically appear in more than one location at the same time. That
makes finding them much, much easier, and when you do need to search, our search
is lightning fast.

Companion product for Microsoft Outlook

Nelson Email Organizer is a companion product for Microsoft Outlook 97, 98, 2000,
2002(XP), 2003, 2007 and 2010. It works with the Internet mail only, corporate and
workgroup, and Exchange Server platforms.

NEO Tutorials

Getting to know NEO Pro using our online tutorials is time well spent. There are
several bite-sized videos to choose from. We suggest you start with the NEO Primer.

http://www.emailorganizer.com/products/webinars tutorial.php

How NEO Pro Works with Microsoft Outlook

NEO is an add-on product to Microsoft Outlook and works with Outlook 97, 98, 2000,
2002, 2003, 2007, 2010 and Exchange Servers 5.5, 2000, 2003, 2007 and 2010.

Alternative interface for your email

NEO Pro is an alternative interface for the email component of Outlook. NEO Pro is
not intended to replace the other features of Outlook. You can easily switch
between NEO Pro and Outlook, and interact with some components of Outlook.

Although you must have Outlook installed, you don t have to have Outlook open to use
NEO Pro.



Using Outlook features from NEO Pro

Wherever practical, NEO Pro was designed to work the same as complementary
features in Outlook. You can compose, reply, reply all, forward, send/receive, mark
read, and so on - the usual message actions all from wi thin NEO Pro.

Here are Outlook actions you can take from within NEO Pro:

Switch quickly to Outlook, or switch to an area in Outlook such as contacts, calendar
(see the Outlook command on the NEO Pro toolbar).

Open a new item in Outlook such as a new appointment (see the New dropdown on
the NEO Pro toolbar).

Open the Outlook contact record for any NEO Pro Correspondent , or create a new
one (right-click any message or name folder).

Drag and drop messages to non-email Outlook folders such as contacts and journal.

NEO Pro also depends on some settings configured in Outlook.

Same message store

Your email messages are not duplicated in NEO Pro th e messages remain stored in
your Outlook or Exchange Server message stores.

Like Outlook, NEO Pro interfaces with your underlying message stores. When
messages arrive into your message store, NEO Pro is notified. When you send or
delete messages from NEO Pro, your message store is updated in exactly the same
way it is when you send or delete from Outlook.

Indexing and the Catalog

NEO Pro works by creating indexes to your messages and storing the indexes in a
separate NEO Pro catalog. Whenever messages are sent, received or updated in the
message store, NEO Pro automatically updates the indexes in the catalog.

Normally you would include all your message stores in a catalog.

How NEO Pro works with Exchange Server

NEO Pro works with Microsoft Exchange Server mailboxes.

However, NEO Pro is an email organizer. It does not organize other Outlook object
types such as calendar items, journal items, and note items although it does provide
ways to interact with them.

Here are some notes about using NEO Pro with Exchange Server:

NEO Pro is a client-side product

That means NEO Pro installs and operates completely on your computer. There is
nothing about NEO Pro that gets installed on the server or that is related to Exchange
Server. In fact, Exchange Server is completely unaware of NEO Pro.

You can organize your Mailbox and your PSTs

You can include your mailbox and as many PSTs as you like in your catalog. NEO Pro
will give you a seamless view to all your messages. NEO Pro makes it appear as
though it’s all in your Mailbox.

Using your offline message store (OST)

When using Offline mode or Cached Exchange Mode it is best to delete messages
from within NEO Pro. If messages are deleted outside of NEO Pro (in Outlook or via



an Outlook Rule), they may not disappear from NEO Pro until a Full Sync is
performed.

Offline mode using Outlooks prior to Outlook 2003

If you have offline access enabled (you use an offline message store), you should
select all your email folders for OST/Mailbox synchronization. In addition, you should
not set filters for your folders.

You will not lose messages when you do this; however, if you do not include all your
folders NEO Pro may spend quite a bit of time removing and adding messages in the
catalog each time you switch between your OST and your mailbox.

If you have instructed Outlook to automatically Outlook synchronize your Exchange
mailbox with your OST when exiting an online session, you must shut down Outlook
without NEO Pro running for the synchronize to be performed.

Cached Exchange Mode
NEO Pro works normally with Cached Exchange Mode.

Reminder Synchronize each time you re-connect to t he LAN

Whenever you re-connect to the LAN, you must synchronize to update NEO Pro with
new messages from your mailbox. Note that you can configure NEO Pro to
automatically Fast Sync on startup, or get general information about syncing.



Getting Started

What's New in the latest version

For what s new in the latest version of NEO Pro, please see our What s New for full
details.

Ways to start NEO Pro

It's best to start Outlook first and keep it running

NEO will normally perform better if you start Outlook before NEO starts and if you keep
Outlook running while NEO is running. Otherwise, some Outlook features and some
add-ins such as anti-virus tools may not perform properly.

For those not using Outlook actively, this may seem to be a waste of memory.
However, having Outlook running only minimally increases your memory usage over
not having it running because when not running NEO must open and work with a
hidden copy of Outlook anyway. Note that Outlook can be minimized, and that it can
be moved to the tray when minimized (for Outlook versions supporting that feature).

If you know you don’t use other Outlook add-ins or anti-virus programs that depend on
Outlook, then feel free to use NEO without starting Outlook first.

Start NEO automatically when you start Outlook

This is the recommended approach. Enable the option to automatically start NEO
when Outlook starts (see the Startup options on General Options), then always start
NEO by starting Outlook (which will then automatically start NEO).

Start NEO manually

After Outlook has started (recommended), you can also start NEO manually as you
would any application:

o Click NEO from Start | Programs.

o Double-click the NEO icon on your desktop

o Two special ways to start NEO:

0 Hold down the Shift key when double-clicking (and holding it down while NEO
starts) will start NEO without opening a catalog.

0 Hold down the Ctrl and Shift keys when double-clicking (and holding it down until
the confirmation appears) clears user interface settings such as Workspace Layout

and Toolbar configurations, but not your Options or any catalog-related information
(e.g., Correspondent names).

Starting NEO with a specific Catalog by using a command line option.

You can start NEO with a command line option to open up a specific catalog. For
example, you could then open more than one catalog without having to choose from
the File menu.

The best way to do this is to create a separate desktop shortcut:

1. Using Windows Explorer locate the program file for the NEO version you are running. This
will be in the folder you installed NEO into (probably c:\Program Files\NEO ...) and will be
NeoPro.exe.



2. Right-click drag the file onto your desktop. When you drop it choose Create Shortcuts
Here.

3. Close Windows Explorer. Right-click the shortcut you just created, and choose Properties
on the shortcut menu.

4. On the Shortcut tab, locate the Target box. It contains the path for the exe file. Put your
cursor at the end of the field.

5. Press the SPACEBAR once to type a space after the path, and then type -o Catalog
Name. Note that you must enter this at the end of the target field. A sample target might
look like this "C:\Program Files\NEO Pro\NeoPro.exe" -0 My Other Catalog. Note that the
guotes are important.

6. Click OK.

Start NEO from Outlook

Click Go to NEO on the Tools menu in Outlook, or click the NEO icon on the Outlook
toolbar.

Start NEO automatically when you start your computer
Locate your Windows Startup folder and copy the NEO desktop icon to it.

Note: If you want NEO messages to be automatically synchronized with your
Outlook messages, you must always have NEO open when you have
Outlook open.

Get help from within NEO

Help is available from within NEO via:

Tool tips For a short description of toolbar commands and other command
buttons, roll your mouse over the command. A tool tip will appear in
about one second.

Questions Also available on the Help menu, Common Questions are
answered.

Shortcuts Also available on the Help menu, its worth learning Keyboard
Shortcuts for actions your perform often.

Symbols Familiarize yourself with the icons and symbols in the Reference
section at the end of this document.

Help system Press F1 or watch for "more info" and Help buttons inside NEO.

If you are new to NEO, be sure to see all the items in the Getting Started section. After
you have used NEO for a while, you may want to visit the Productivity Tips section.

Support and Feedback

Click Get Support on the Help menu.

Things to do each day

Outside of your normal sending and receiving messages, here are the things you
should bring into your daily workflow.

1. If you use automatic Bulk Mail assignment (default is off ), clear out your Unsorted
Bulk Mail



When automatic Bulk Mail assignment is on, NEO identifies new bulk mail and puts it
here. If you don’t use the Correspondent filter to filter out Bulk Malil it will also arrive in your
Inbox and can be managed from there too. However, if you do use the Correspondent
filter, be sure to check this folder daily because the filter will prevent this mail from
appearing in your Inbox.

. Empty your Spam Senders folder
If you block spam senders, you need to go to your Spam Senders folder in Bulk Mail view
to view and empty it from time to time.

. Empty your Deleted Messages folder
When messages are deleted from NEO they go into the Deleted Items folder in Outlook
view.



Productivity Tips

Being Productive

You Il get the most out of NEO if you rely on its automated features to do most of your
organizing for you. With that base, you can then use other NEO features such as filters
to help you focus on the messages you need to.

NEO Application Notes

To help you implement the most efficient way of working please refer to our Application
Note on implementing time-management compliant workflow principles. You will find
this Application Note here: http://www.emailorganizer.com/kb/T1165.php.

Our Online Email Training

To boost your email efficiency and for a guided step-by-step implementation of the
most efficient way to manage your emails, please subscribe to our Online Email
Training. More information here: http://www.emailorganizer.com/training/training.php. .

An Introduction to NEO Pro

Use NEO Pro to create and send mail just as you would with Outlook. Here are a few
things to help get you on your way with NEO Pro.

@ First, get oriented by clicking each of the Viewtabs

# Hot For your favorites. Make an Outlook or NEO
folder hot. Most popular view.

& Outlook Manage your Outlook folders here just as
you would in Outlook’s Folder List.

%, Comespondent All your regular mail is automatically
organized into Correspondent folders for
you.

El Bulk Mail For your e-newsletter type email. New Bulk
Mail goes into the Unsorted Bulk Mail folder.
Create your own Bulk Mail folders from
there. Bulk Mail can also be assigned based
on the subject.

&8 Category Automatically organized by your Outlook
categories. Easy to edit and manage.

& Status A folder containing all messages in each
state: Unread, Flagged, ToDo, Active,
Important, ..

& Date Date folders: Today, Yesterday, This Week,

.. Dec 1999, Jan 2000, .. Feb 2006, Mar



2006, ..

[ Attachment All your attachments auto-organized into
h folders by attachment type (e.g., DOC, XLS,
PDF, ..).

7 Search Enter your search words and NEO
automatically searches across all your
folders.

& How NEO works

NEO extends Outlook capabilities in many ways, but there’s one feature of NEO that’s
worth knowing:

Virtual NEO displays the same message in different ways.
folders

& £, Steff Graf

% Andre Agassi

~. /

¥ Flagged —— (& —— G| Tennis
/ ‘ 5 This Week
[ Inbox
5 2005 Sept

One more thing: don’t worry about trying to understand all of NEO right away. Over time
you will discover new things you can do.

@ Note you can continue to use Outlook just as before

Click the Outlook button on

I~ the View tab to jump to
[ cutlaok | Outlook.
— Or double-click any of the
oo Qutlock  Crl+O following in your NEO
= Inbox Chel+1 Outlook view.
I Calendar  Chel+2 Bn Calendar
|82 Contacts  Chrl+3 (@ Contacts
21 | Tasks Chrl+4 (7 Notes
7 Tasks
| | Mates Chrl+5
& ournal Chrl+a To return to NEO, click B
_ on the Outlook toolbar.
Options

Ways to use NEO

Using email involves managing messages and finding messages.
Here are three ways to manage messages with NEO:

@ Stay on top of your incoming mail



Like Outlook, all new mail comes into your Inbox. However, with NEO:

Messages are much easier to find - there’s less (no) need to file to specific
folders. Using NEO Pro you can easily use a single large archive folder

Keep your Inbox small. You can use it for your To Do or you can use NEO s To
Do folder for your To Do s - messages you still have to take action on.

Ok, so how do you keep your Inbox small without the hassles of filing?

The key is how you file. In NEO you can quickly move messages out of
your Inbox. You can file to your recently filed-to folders, and you can file to a
single 'quick file’ folder that you designate - perfect for messages you don’t
want to think about where to file (after all, isn’t that where most of the filing
frustration comes from deciding where to file a message) .

Turn your Inbox into your To Do: file messages you are finished with but
want save, and leave in your Inbox messages still requiring action.

Or, empty your Inbox by using NEO s To Do: assign messages still
requiring action NEO To Do flag (high, medium or low priority) and move
them also out of your inbox.

Use Quick File to keep your Inbox small

Click Quick File on the toolbar to file to your designated Quick File folder, or
click Quick File Recent on the toolbar to choose from other recently filed-to
folders. Pressing Backspace will also bring up your Quick File Recent menu.

It all comes down to two easy keys - Delete, Backspace:

Mot Nesded? E L
Delete Deleted Items
Read Action Now? Leave in Inbox
Message | ™ | Regly, Ferwand | — | Action bates? | Of azsign MEO's
ToDo
“
Done? Cuick File Recent -
i mowe out of Inbox
e to another folder

Remember: Backspace doesn’t delete the message! It just helps you file
the message to another Outlook folder, so you can keep your
Inbox small.

In NEO Pro, there are other organizing things you can do with messages
such as Keeping messages and Categorizing messages.

Flexible filing to any folders
As with Outlook, you can also file by dragging to folders, using File to Folder,
or Outlook Rules.
& Focus on your priority mail
Bring forward your Correspondent mail

You can let NEO automatically separate your regular Correspondent mail
from your Bulk Mail (e.g., e-newsletters).

If so you can choose when to just see your Correspondent mail, your Bulk
Mail or both. Most NEO users just want to see Correspondent mail during the
business day, and see their Bulk Mail at specific times such as first thing in
the morning.



= On the Filter tab, click icons to show just Correspondent or
4 Carrespondent Bulk Mail messages respectively.

£ Bulk Mail
Class
Zero in on folders with Unread messages
You can also filter NEO to just see folders that contain unread messages.
The Folders with Unread messages' filter is especially

(R Falders with Untead — helpful in Correspondent view but applies to Bulk Mai

Eﬂ Folders vith Active and Outlook folders too.

Folder

Notice that when a filter is set the background color changes to let you know
a filter is active (you can change the filter background color). To clear the
filters, unclick them.

@ Things to do each day - or at least often

Outside of your normal sending and receiving messages, here are the things you
should build into your daily workflow.

1. When using automatic Bulk Mail assignment (default is off ), check
your Unsorted Bulk Mail folder

You can let NEO identify new bulk mail automatically which puts it in the
Unsorted Bulk Mail folder. If you don’t use the Correspondent filter to filter out
Bulk Mail you'll set it in your Inbox and can be managed from there too.
However, if you do use the Correspondent filter, be sure to check this
folder daily because the filter prevents this mail from appearing in your
Inbox.

By default NEO will place all new Bulk Mail under Correspondent folders so
you can do the Bulk Mail assignment manually yourself.

2. Empty your Spam Senders folder

If you block spam senders, you need to go to your Spam Senders folder in
Bulk Mail view to view and empty it from time to time.

3. Empty your Deleted Items folder

When messages are deleted from NEO they go into the Deleted Items folder
in Outlook view.

Finding Messages Quickly

Conversation View

To enable click the Conversation View button on the
e Quick Access Toolbar or on the View Tab.

% All messages can be viewed within their e-mail thread.
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S Curtent + 8 Caelo Support 18-Jul-10 14:35
o[ Inbox i Beta release (2)
i Lew ToDo [£] _ 8w Paul Laan 15-Jul-10 14:37
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Search for a message using the Search entry box

Inbox EE G il

*Em R E Y E Q4 Mame Subjeck Date/Time ©

Enter a search word into the Search entry box which is available in all views
above the message listing. Press Enter (or click the left icon) to search through all
message stores or press Shift+Enter (or click the right icon) to search only in the
current folder.

Search for a message using the Search tab

Click the New Search button on the ribbon
(Shift+Ctrl+F). Enter the search term and press Enter
or click Go.

Search =]

You can use
logical operators

-
H Z like and, or and

Eraining

near.
Folder: Al Folders
Or change options
In: []Subject []Body or parameters to
Mames/addresses limit your search
F'.I:tachment Marme such as Searching
Dake: (Al () Recent a within a folder.

Match: [ ] Similar words

Search on Conversation (alternative for Conversation View)

}3 To find the conversation for a single message, highlight the
message (e.g., with subject Marketing Plan ) then click the
Search on Conversation button on the ribbon (Ctrl+Alt+F) to
find all messages in the same conversation. Alternatively the
Conversation View can be switched on.



Current Search Results

EB G &

DatefTime ©

87 E Y Q4 Name
[

a 4+ Paul Laan 19-Jul-10 10:27
RE: Marketing plan

8wy Paul Laan 18-Jul-10 14:37
RE: Marketing plan

a2 4 Paul Laan 18-Jul-10 14:34
Marketing plan

Find a Correspondent quickly

Click the Find Correspondent button on the ribbon
(CtrlI+F3). If looking for Fiona Mackay, enter mac in
the Folder List filter to short-list your Correspondents

for easy selection.

.-.__.__H‘_\_..._ i -

The changed

mac Clear T= |y background color

| Hare | tells you that you
£, Macleod, Della have a Folder List
£, MacDonald, Karen filter active.
B Macdonald, Noel _
@ Macintosh, Ian To clear the filter,
. Mackay, Fiona click Clear or press
§ Machlintch, Robie the Esc key.
£, MacPherson, Janice

Jump to all messages for a Correspondent (or Bulk Mail folder)

(g8 Jump to Folder. ..

Click the Jump to Folder (Ctrl+J) button on the
ribbon to display all messages for the person from

the currently selected email.

Learn keyboard actions

Using the mouse is generally great but it can be slower for actions you do over and
over again. Using the mouse along with keyboard shortcuts provides the best

performance.

Consider all the time you spend moving your hand off the keyboard and onto to the
mouse, then back again. Not everyone is a keyboard enthusiast, but even if you learn

a few (or a few more) you'll save time.

Here’s a technique for learning more:

1. Print the Keyboard Shortcuts on the Help menu.

2. Don't use your mouse for a few hours and instead use the keyboard shortcuts from the list.

3. Learning them all is too much - focus on the operations you perform over and over.

E.g. Press F8 to jump to the Inbox from anywhere in NEO.



Some basic tips

Here are some basic tips for making NEO more productive for you.

Work from Hot view and make folders hot

Spend most of your time in Hot view and go to the other views when you need to. Make
folders from other views hot so you can see them quickly. Some hot folder suggestions:
o Correspondents you are currently working with
o Date folders - This Week, Last Week, etc.
o frequently-used Categories
o frequently-used folders from your Outlook view Folder List

Keep your Inbox or Active Mail small

Whether you choose to work out of your Inbox or out of Active Mall, it really helps if you
actively use the Quick File features or make messages Inactive to help reduce email clutter.
Set your Backspace key appropriately. You can set the Backspace key from Tools | Options |
Workflow tab.

If you file to folders frequently, take advantage of Quick File Recent’s accelerator
keys

First of all, set your backspace key to display the Quick File Recent menu (Tools | Options |
Workflow tab). Notice that the first letter of each of your recently file-to folders is the
accelerator key. When used in conjunction with Backspace, you can file without using a
mouse. Here’s what you type for these sample folders on your Quick File Recent menu:

Reviews  Press Backspace then R to

RS immediately file it.

Eniryenee Meetings Press Backspace then M to
KAST immediately file it.

Meetings Budget Press Backspace then B to
Gold CoM immediately file it.

Budget

DuickFiled

File to Any Folder... Shift+Cirl+y

[ SetQuick File Folder. ..
Clear List

Disable List Updates

Use Active Mail actively and reset it often

The Active Mail folder shows new mail (when defined under Tools | Options | Workflow tab)
that you have received since the last time you reset it. If you reset it whenever you look at a
message, you |l be able to quickly see when new mail has arrived.

Press F11 to go to Active Mail from anywhere in NEO
Press F12 Make the current message inactive (reset Active Mail flag for
this message)

To reset Active Malil flag for groups of messages, use the following:

Press Shift+F11 to reset All Active Mail messages
Press Ctrl+Shift+F11  to reset Correspondent Active Mail messages
Press Ctrl+F11 to reset Bulk Active Mail messages only

Develop your own email workflow methods

There’s plenty of flexibility in NEO to work with. Think about how you like to process mail and
then put NEO'’s features to work for you. Review NEQO'’s options and ensure they match the
way you want to manage your email. Everyone will want to do it a little differently. Connect to
our online Application Notes for workflow ideas you will find them on our Knowledge Base.



Use To Do

By diverting messages to To Do that you have to take action on, you won t have to keep
seeing them as new messages arrive in the Inbox or Active Mail.

Press Alt+1,2or 3 to assign a To Do to your message (high, medium or low
priority); you can now file the message as it will stay in your To Do folder.

Press Alt+0 to clear the To Do status (it remains in the filed location!)
Press F10 to go to To Do from anywhere in NEO

Don’t get distracted by unimportant mail

Reorganize less relevant email to Bulk Mail and use filters to filter them out until you want to
read it. Edit the New Mail options so you are less distracted by unimportant new mail
notifications.

Don’t forget daily housekeeping tasks

See Things to Do Each Day.

Learn keyboard commands for actions you perform often

There s a keyboard command (e.g. F8 to jump to the Inbox) for just about any action you
take. You Il save time if you learn even a few.

Use Conversation View and Search to find messages

Switch on Conversation View to find related messages instantly. Search is very fast in NEO.
Consider using it to quickly find messages. Use the search entry box available in all views to
quickly get to your messages. Or press Ctrl+Shift+F to start a new search from the Search
tab.

Use the Folder List filter to find folders quickly

At the top of each Folder List you can enter characters to narrow down the list of folders.
Using this, especially in Correspondent and Category views, can be a huge time-saver.

Press Ctrl+F3 to quickly find a correspondent in Correspondent view.
Press Shift+Ctrl+F3 to quickly find a category in Category view.
Press F3 to go to the Folder List filter of the current view.

Create Bulk Mail folders

Bulk mail consists of your mailing list messages and other less relevant messages.
Reorganize these messages into Bulk Mail folders so your less relevant mail will be
organized separately. Using Active Mail as an alternative for the Inbox, you can configure to
only show (relevant) Correspondent Mail in your Active Mail folder (from Tools | Options |
Workflow tab).



Options & Customizing

Your Addresses

About Your Addresses

NEO needs to know which addresses are yours in order to automatically organize your
messages. If all your addresses are not entered, your messages will not appear
correctly.

Note that NEO must know all your addresses - not just your currently used ones. Be
sure to include your old addresses if you have messages that used them.

Auto-detecting your addresses on catalog creation
NEO automatically detects your addresses when you create a catalog, and you can
add to the list NEO auto-detects. Addresses you enter are displayed in bold.

Important Note: NEO does not auto-detect addresses you use after creating the catalog.
You have to enter these manually.

Adding and removing addresses

You can add addresses and you can remove addresses you add. Addresses NEO
auto-detects cannot be removed - however, you can choose not to include them by
unchecking them).

Click the Application Button menu | Your Addresses to keep your addresses up to
date.

Your Addresses

MEQ Pro needs to know which addresses are yours in order to
automatically organize your messages.

Bold addresses are ones that you have entered. Unbolded addresses
are automatically determined (vou can't remove these but you can
uncheck them},

: Elarney'-(:nnpersmith
booopersmith@my_kiue_heaven.com
hcoopersmith@fbi_MY.com

(=] (o=




To add an address, click the Add command. POP3 email addresses are entered in the
usual way (e.g., bcoopersmith@fbi_NY.com). Exchange Server addresses are enter in
X.500 format.

Options

General Options
These options control NEO startup and other general settings.

Fast Sync on startup
When NED starts, it "fast” synchronizes your messages.
5 Mow yvou are sure all your messages showin NED.

Options Ed
Start NEO Pro when Outlook starts

Prevents NEQ from getting out of syncwith Outlook - this
is the recommended setting.

General | workflow | Reading Pane

Startup f f [
; . Check for updates
7| Fast H kark Mote info : 2
Rt L RNl L St Keep vour NEOQ current by keeping this
Start MEQ Pro when Qutlook skarts option selected. altematively, vou can click

Check for Updates on the Help menu.
Cpen most recently used catalog on startup P : P

Check For NEQ updates on starkup
Close NED when Outloak closes

Your email addresses
Be sure to add new email
addresses when you get them.

Your Addresses. .. Ensure MED Pro knows all wour addresses

Confirmation
Check to be warned before
combining Correspondents.

Your Addresses

Confirmation

Warn before permanently deleting messages

Warn before combining names or categories |
Update Word Index

Search update MEQ indexes all wards in your messages to quickly find
e them._ This setting spedfies how oftento update the
Aukomatically update word indes every |60 rinLkes word index. You can always perform a manual update

of the word index from the Tools menu.
Enter 0 to disable automatic ward indexing.
Toolbar Layout |

|Jse Ribbon (%) Blue ) Black ) Silver

Ribbon or Toolbars
To use tradibional toolbars deselect 'Use Ribbon’,

Also you can choose the Ribbon main color.




Workflow Options

These options help you configure what happens when you take action on messages,
whether Active Mail operates, and how you want Backspace to work.

Save steps

When yvou take an action, voucan have NEC Pro
- automatically perform other actions for you.

0 ptions

W

Generall: WorkFlow EReading Pane | Format | Mews Mail Alerts | Miscellaneous

Automatic Actions
Mark Read  Make Inactive

When I make a message Inactive

When I set To Do for a message |
When I move a message ko an Outlook Folder
Wwhen I Categorize a message |:| |:|
When I Flag a message | E
When I Keep a message |:| |:|

Active Mail
[CPuk miew Correspondent mail in the Ackive Mail Folder Mare info

[CIPut neve Bulk mail in the Active Mail Falder

Backspace
|Jse the Backspace kev as an alternate key For;

{2 File to the Quick Fils folder (permanent key is Chrl+T)
(%) Display the Guick File Recent menu (permanent key is Chri+-al-+v)
{7 Make Inactive {permanent key is F12)

Unread Mail

[#]Mark read after viewing |5 ::: seconds in the Reading Pane

Mark Unread mail "Read’

Active Mail
Choose which mail classes go into Active Mail.

You can optto either use the Inbox or Active Mail for
your new mail.

Select both options to have Adive Mail show same
content as your Inbox. Or choose to leave Bulk Mail out
of your direct viewto reduce number of messages in
Active Mail.

These options take place from the moment yvou set them
(they don't operate on existing messages).

Backspace key
Make filing very easy by defining vour Backspace key.

If you mostly file to a single folder choose File to Quick
File folder.

Try them out and see what works best.

Define after how many seconds viewing in the Reading
Pane the message will change to *Read’.

Disabled in 'Unread’ folder or with "Unread’ filter active.




Reading Pane Options
These options relate to the Reading Pane.

Get HTML images online

Check here to automatically get HTML images from
the web for the Reading Pane.

When unchecked, you can always see the images

P—
when you open the message.

ﬁp'i'iu ns

]

-HTML
et images from the web when displaying Mmessages
[¥] cet i from the web when displaying HTML
[Juse internal HTML viewer Mate info

-ess bhe web

Fork:

]

Relative bext size For HTML kexk: iMedium

Plain Text

Set Font characteristics For displaving Plain Text

Item preview

[ ]Enable exchuded Falder items preview (not recammendead)

Compact layout

(&) automatic () Always (multi line) ) Mever (single line)

Default Mote Text

Set default Font characteristics For notes

Mote Text formatting
Define default Font format for message Motes.

o

| | o ]

Use simpler Internal HTML
viewer

Check this box to use NEQ’s
internal HTML viewer. Click
"Maore info” for details.

How plain text is viewed in the Reading Pane

Whether Spam and other excluded items are previewed

Compact Layout
Reducing size of Message Listing will switch to double
line below a certain size. This can be controlled here.




Formatting Options

Mames in Correspondent View

These options set how items are formatted.

Warious arrangements of Last, First and Company

-~

‘Options

values for these folders.

—

X

i-Genere_ll | Warkflow | Reading Pane | Farmat | Mew Mail Alerts | Miscellaneous |

Manie Format

Folder lisk: |Lasl:J Firsk - Compans

Ttemlist: |First Last

Date Format in Lists

) Relative dates (e.g., Today 14:43)

(%) absolute dates fe.q., 04-Mov-10 14:43)

YWeek begins on: |rl"-'1|:|n|:|a~;.-' !vl

Colors

Date/Time columnin list pane

Relative dates apply for most recent two weeks,
then absolute dates are used.

Sent messages:

| B window Tewxt

[ Apply J

| W Bl

Received messages:

Filter background: ||:| Cuskarm, ..

Conversation Parent: ||:| Custon, ..

Conversation Child: ||:| Cuskom..,

Hot ¥iew folders

Add store name ko Qutlook folders {restart needed)

Hot View folders
When selected, Outlook folders in Hot wiew coming from

non-default message stores will show with store name
(e.g. Deleted Items in PST2009].

Color Settings

¥ou can choose standard colors or define
your own color by selecting Custam.
Click Apply to see howthe changes look.

After changing this option, NEQ Proneeds to be
restarted to update Hot view folder format.



New Mail Alert Options

These options set automatic notifications that take place when new mail arrives (you
can also learn how to change Outlook’s new mail settings).

What happens when new mail arrives
For each type of message, indicate whetheryvou
want to show an icon in the system tray (with or

r— without popup], and/for play a sound. —
Options -
General | Workflow | Reading Pane | Format | New Mai dlerts | piscellaneous |
When new mail arrives
Show Icon Show Popup Play Sound
Hot messages E b
Correspondence Y 4
) Click here to test
Bulk. rnail % » your selected sound
Outlook new mail Quick overrides
) Popup
How to disable Outlook's [ ] Disable sounds :
new mail sound and bray icon Sapm window e
[ ] pisable popup window showing newly arrived mail.
MED sound scheme
T T - Disable Dutlook’s notification?
|Bels -q a3 Click here for information how ta disable

Cutlook’s mail notifications.

Choose a sound scheme
Pick fram the list to choose wour sound scheme.

Click Set Custom Sounds to set yvour own sounds. Opens the Windows
Sounds Properties dialog. Sound scheme must be "Custom’.

(o] 4 ] [ Zancel




Miscellaneous options
In this tab several additional options can be set as described below.

Keep focus on messages
When browsing through different folders focus will
f - always remain onthe message listwhenseleding
Options this option. @

| General | Workflow || Reading Pane | Format | New Mail Alerts | Miscallansous |

Keep older messages out of NEQ's catalog
Browsing Messages older thanthe selected date will be excluded from NEO's catalog.
Afull sync and update ofthe word index will follow changing this seledtion.

Synchronize options Keep the Word Index up to date

[[Juse time limit For old messages When selectedwill force an up date ofthe word
I o index after performing a full synchronization,

T s e i |

Define options for minimizing NEQ

- Hidewhen minimized: MEC hidesinsystem tray
; o - Minimize on startup: NEQ will minimize upon starting
H'de NEO Pro when minirized Selecting both options causes NEQ to hide immediatelyin the

|:| Minimize MEC Pro on skartup system tray upon starting.
|

[[Jkeep Focus on message list when changing Folder

Do nat svnchranize messages older then

[Tupdate word index after Full sync

Minimize options

Inbox options
This defines whether to show the ‘Filed' iconfor messages in
Show Filed' status For messages in subfolders of Inbox subfolders ofthe Inbox.
I
Unread Folder options

i ; When seleded, unread messages showinginthe
Delayed cleanup of Read’ messages Unread folder {on 2tatus tab) will remainvisiblein
this folderfor ~1-2 hours after becoming ‘Read’,

Inbox options

Unread Folder options

Conversation view
Use all Folders except Excluded and Deleted Items

Conversation Integrity Conversation view settings
Conversation Integrity will propagate actions onthe

‘parent also to underying ‘chilcs’, e.g. Status

Exernal devices A I
changes, Category actions, Filing and Delete.

Avaid conflicks with external devices (restart needed)

External devices

UsingNEQ Pro together with another external device like smart-
phone can generate conflids when using an Exchange Serverin
Cached Exchange mode, Selecting this optionwill prevent this
from happening. After changing MEQ: needsto be restarted.

Other Ways to Customize

Resizing the Reading Pane

The Reading Pane can be positioned either at the bottom or to the right of the screen.
This can be defined on View menu. Size of the Reading Pane can be changed to any
desired size by dragging the pane separator to a hew location. Switching off the
Reading Pane is done on the View tab.

Note that you don’t have to see the Message List pane in order to read them in the
Reading Pane. You can use the following shortcut keys to move from message to
message:

Ctrl + Up Move to previous message
Ctrl + Dn Move to next message



Resizing panes

The panes in NEO can be resized. Place your cursor on the divider between the panes

you want to resize and drag in desired direction.

-

I*
.

Changing Folder List sort order

Each view can have its own sort order. Change the sort order by clicking one of the

three buttons at the top right.

Tree Order

Shows top-level folders, group
folders and folders in a

Alphabetical Order

Strictty alphabetical. Location shows which
top-level or mezzage ztore the folder

ol belongs fo.

¥ Correspondent E] ¢ Correspondent ]
& |B= R [ # T=RdE3

= Hew e Mame Locaton
& Crockett, Morton (1) & (Entex), KarinMeier  Dommant A
£ Delarosa, Buford (1) @ 25035283838ms... Dommant

4 Dillard, Roland (1) § 2503528383@tex.,. Dormant

& Jennings, Mary & 759533Egkenayre... Domant

4 sophia@mind.net (1) B hanfisins Darmant

L Swan, Barry (1) & abc@casio.com Dormant

L Valenti, Billie (1) & About.com Compu... Dommant

L White, Taylor {1) 8 eccounts@perthwe... Current

= Current & ACD Systems Dormant

8 accounts@perthweb.co... & Admnistrater, Sys.. Current

§ administrator, System § offlsiteGcacko.com  Domant

8 Amaral, Bob & offilate@casio.com  Dormant

8 Amazon,com & Amaral, Bob Current

8 i, & 8 Amazon.com Current

& Arne, shirley 8 Anderson, Christy ~ Dormant

Recently used order
Folders that have had the most
recent activity display first.

Changing Reading Pane fonts

7 Correspondent =l
& B R

e Lecstion

% Lane, Bennett (1) New -~

§i Furrow, Linda (1) Cusrent =

& Valent, Billie (1)  New

5 sophia@mind.net New

& Taves, Ruth Anne Current

@ Chichmanian, Vi... Current

L Cark David (1)  Curent

§ Dillard, Roland {1) New

5 Swan, Barry (1) New

§ Delarosa, Buford | MNew

L Johnston, Terry (! Currsnt

& Crockett Morton New

8 White, Taylor (1) New

& Jernings, Mary M

& Bracewsl, David Current

There are three message formats for the Reading Pane: HTML, Microsoft Outlook
Rich Text, and Plain Text. Here’s how the change the text characteristics.

HTML messages

Change the relative size of HTML text in two ways:
Click View menu | HTML Text Size.

Set on via Reading Pane options (Tools menu | Options | Reading Pane tab)

Plain text messages
Change the characteristics of Plain Text messages:

Set on via Reading Pane options (Tools menu | Options | Reading Pane tab)

Microsoft Outlook Rich Text

This message format cannot be modified in the Reading Pane.



Moving the View tabs

The NEO View tabs are positioned by default at the top of NEO because the tabs are
easier to access there. You can position them at the top or the bottom of NEO.

Right-click on any part of the View tab and make your selection:
. unu:icujq .
Top
v Bottom

Undocking and docking views

When you start NEO for the first time you will see the default NEO workspace. In it,
Hot view is in the top left panel, Outlook and Correspondent views are below it, the List
Pane is in the middle and the Reading Pane is to the right of it.

The top left view is the home view position. When you click a view on the Viewtab, it
replaces its contents. The home view position, the List Pane and Reading Pane cannot
be moved but they can be resized.

Optimize view positions to suit your workflow

All view positions are configurable in NEO. You can undock any view and have it float
above your workspace, you can dock the views onto the workspace surface in any
position, you can change the order of the views on the View tab, and you can even
hide a view.

From the View | Layout tab, you can load a predefined view with NEO views left and
right of the Message Listing / Reading Pane. To illustrate, here’s an example layout
with views left and right.

Hot List Fane Category
Wiew Wiew
depends
on
ourment

WY

Reading Pane

Cutlook Search
Wiew View

Save your Layout settings by exporting them

When you have finalized setting your layout, it is best to save your layout settings by
exporting them: View | Layout | Export Layout.... When it is necessary to reset your
User Interface it is easy to restore your layout by importing the saved settings.

How to reset the User Interface

When you like to restart with the original layout, or when the User Interface needs to
be reset:

Reset your layout On the View menu, click Layout | Reset Layout. This will restore
your layout to the default layout.
Reset User Interface Close NEO, click Ctr+Shift while double-clicking NEO icon to start

the program. Confirm dialog to reset the User interface settings.



Configuring your views

The key point to remember when moving views is that a view can only be moved to a
new location when it is undocked (floating).

Undock a view that is currently docked on the Viewtab
Double-click the view on the Viewtab.

Undock a view that is currently docked on the workspace surface
Double-click the titlebar of the view panel.

Dock an undocked view back onto the Viewtab

Drag the floating toolbar’s titlebar on top of the Viewtab. As you move it over the
tabs, drop it when the insert indicator appeatrs.

Dock a view onto the workspace surface

If it is not already undocked, double-click the tab (if on the Viewtab) or double-click
the titlebar (if already docked on the workspace surface).

Now that it is undocked, drag it by the titlebar to a dockable location. As you get
close to a location it will snap into place with a line marker indicating its location.
Drop it where you like.

To move it so that it appears as a vertical column, place your cursor exactly on the
juncture between two stacked panes (for example, the dividing line between the
List Pane and the Reading Pane).

Hide and restore a view
To hide a view, press Alt+F4 when the view has the focus and is undocked.

To restore a hidden view, go to View menu | click Views then click the view you
want to make visible again.

Adding and changing columns

Column sort order

Sort your messages by changing the column sort order.

¢|E|ﬁ||‘§‘||ﬂ|TD|Name |Su|:|ject |Date,l'Time o

The indicator on the Date/Time column signifies the current sort column. Click it again
the change the sort direction, or click another column to change the sort column.

Each folder can have a different sort order.

Changing column width

Place your cursor at the start of a column until the resize icon appears (see below),
then drag it right or left.

| Ta | Marne éiul:uject

When you change the column width for a view, it changes for all views except
Attachment view which can be set independently.

Changing column order

Left-click drag the header of a column and drag it to the new location.



Selecting which columns to display

Right-click on any column. This list of available columns will appear for you to check or
uncheck.

Imporkance
Correspondent
Filed

To Do Ackive
Status

Flag

Keep
Atkachment
Senk Message
Mame

Subject
Categories
Drate Time

Size

HENNERENNNERREE

Folder name

List pane Name column

The Name column in the List Pane shows the From name for incoming messages and
the To name for outgoing messages. This is fine for simple correspondence between
you and another person.

For mailing list messages, however, the actual originator of the message is different
than the Folder name. In fact, there are often many different originators and it's
important to know who the message is from in addition to the list the message is to.

Here are the different ways to set this property:

Property Setting How it looks in the List Pane
Show in Name column M ame
OL

Folder name

QL
[] criginal name from message s
Show in Mame column Mame
Criginal name from message
Sue Masher
Show in Hame column Mame

............................. 0L [bufocalvin@aol.com]

............................. oL [Dani]
Criginal name from message
L] orig s L [Sue Masher]

Notice above that the folder name is very short to make more room for the original
name. Also, specifying the folder name in upper case makes it stand out from the
original name.



You can set what's included in the Name column by right-clicking any Correspondent
or Bulk Mail folder and choosing Properties.

Customizing the ribbon

By default, NEO comes with a Ribbon with a Quick Access Toolbar on top of it. You
can customize these in several ways:

Add commands to the Quick Access Toolbar

Customize the Ribbon
- add commands
- modify commands
- remove commands

When switching to Toolbars, standard Windows toolbar customization can be made.

It's very useful to modify your Quick Access Toolbar to add commands and filters you
use frequently, or remove ones you use infrequently.

Hide or show the Ribbon

To save space, the Ribbon can be minimized by clicking Ctrl+F1. Clicking this shortcut
again will show the Ribbon again (or right-click and (de)select Minimize Ribbon).

When minimizing the Ribbon, make sure all your frequently used commands sit on the
Quick Access Toolbar.

Customize Quick Access Toolbar
Right-click any command and select Add to Quick Access Toolbar.

To change order of the Quick Access Toolbar, right-click anywhere on the Ribbon and
select Customize. Once in Customize mode, commands on the Quick Access Toolbar
can be dragged into any position.

Customize the Ribbon

Customize the Ribbon by right-clicking anywhere on the Ribbon and choose
Customize.

You can reset any Ribbon parts back to its original state.

-,

% Customize

Toolbars | Commands | Options

Toolbars:

[ Main Menu . e, ..
[ Standard 1
[ Filkers

v Ttems

[v Ribbon Cptions

[v Cuwick Access Toolbar
iv Respond Reset..,
[+ Incoming

[ Filirg

v Tag

v Find

[v Folder

[v Edit

v Yig |

Close




Add a command

% Customize

Toobars | Commands | Options

Caktegories: Commands;
File Open/Create Conkack [
Falder
Item Copy Reply Address ko Cliphoz
Filter
Visw =1 | Mark Unread
Lﬂelljplus |7_$ Make Inactive
#| Make Active
ﬂ Cateqarize. ..

Cilm Fm A Ealdae
Description
Make item inackive

Close

Select Commands tab, select a Category and then locate the desired Command.
Drag and drop the command onto the Ribbon in the location you want.

Modify a command

With the Customize dialog visible, right-click a command on the Ribbon. A grey
box should appear around it to show you are in edit mode and the command edit
menu will appear.

= Flag =

BLE

Categorize. ..

ToDo o=

Skatus -

Reset
Delete

Mame: Categordize...

Delete a command

Modify a command as per above, and choose Delete or drag it away from the
Ribbon.

Customize menu and toolbar options

You can change the behavior of the menu and toolbars by going to the Options tab of
the Customize dialog.



% Customize

Toolbars | Commands | ©pkions

Personalized Menus and Toolbars

[IMenus show recenthy used commands First

[ Reset my usage data

Cther
[ ]Large icons
Shows ToolTips on toolbars
Shiow shorbcuk keys in ToolTips

Menu animations: (Mone) W

Close

Master and user-defined categories

In NEO Pro, the categories you assign may be ones you define, or they may be ones
you pick from the Master Category List.

Regardless of whether they are defined by you or picked from the Master Category
List, once assigned to messages there is no difference between a master or user-
defined category.

Master categories

There’s really nothing complicated about master categories or the Master Categories
List. The "list" is simply a list of categories stored in your registry. Outlook delivers a
list to get you going, but you can and should improve on it if you plan to use Master
Categories at all.

At best the Master Categories List serves as a pick list from which to choose regularly
occurring categories.

User-defined categories

There is no limit to the number of categories you can add, which makes them ideal for
organizing your projects and activities. You can add your own categories to the Master
Category List if you like. Selecting the appropriate option on the Category Picker
(Ctrl+T), you can add all your user-defined categories to the Master Category list.

Email Improperly Configured on your computer

You may receive an error issued from Microsoft Outlook when you start Outlook or
NEO. Here’s how to address the problem.

Ensure you are running the correct Microsoft versions

NEO works with all Microsoft Outlook versions but does not work with Outlook
Express.

NEO also works with Exchange Server. For Exchange Server Version 5.5 Exchange
Service Pack 3 or above must be installed. For Exchange 2000 Server, Exchange
Service Pack 2 or above must be installed. Your Exchange administrator can provide
this information.



Other ways email may not be properly configured

NEO requires that both Microsoft Outlook and MAPI are properly configured on your
computer. MAPI is an email subsystem that is normally installed when you install
Microsoft Outlook.

However, components of Outlook and/or MAPI can get corrupted. This can occur when
you change versions of Microsoft Outlook or add new features, when you change
modes such as from Internet Only Mode to Corporate or Workgroup mode, or when
you use some other email programs that replace the correct version with their own
versions of MAPI.

Here are the steps to take to ensure your email subsystem is properly configured. All
steps may not be required. You may want to print this topic by clicking the Print
command on the Help toolbar.

1. Close NEO, Outlook and any other programs you have running. To be absolutely sure no
email component programs are running it is best to restart your computer (assuming
such programs don t start automatically on startup). The following steps will not work if
any part of MAPI is running.

2. Ensure Microsoft Outlook is your default email program. To change the setting: click
Start, point to Settings, click Control Panel, then double-clicking the Internet Options
icon. Click the Programs tab, then choose Microsoft Outlook as the E-mail program. Do
not choose Outlook Express.

3. Run the Microsoft FixMAPI program. This program does not exist on all computers. To
find whether it exists on your computer, click Start, point to Find then click Files or
Folders. Enter fixmapi.exe in the Named field and click Find Now. If it is found, perform
the following substeps:

o Click Start, point to Find then click Files or Folders. Enter mapi32.dll in the Named
field and click Find Now. Right-click each copy found, click Rename and
enter mapi32.old. If you are not able to rename all files then MAPI is running and
you should perform step 1 above. Close the Find program.

o Click Start, click Run, enter fixmapi.exe in the Open field and click OK. This will run
quickly and provide no confirmation information that it has completed.

o Restart your computer and try NEO.
4. Re-install Microsoft Outlook. Perform this step ONLY if step 3 above was unsuccessful.

o Click Start, point to Settings then click Control Panel. Double-click the Add/Remove
Programs icon and then double-click Microsoft Outlook from the list. Have your
install CD handy.

0 After re-installation, restart your computer and try NEO.

If none of the above steps correct the problem, please send an email to
support@caelo.com describing your symptoms and what steps you have taken.



Using with Outlook

Switching Between NEO and Outlook

You can switch between NEO and Outlook in two ways:

From NEO
1. Click the Outlook button on the View tab of the Ribbon, or
2. Press Ctrl+0.

From Outlook

1. Click the NEO button "@ on the toolbar, or
2. Click Tools menu | Switch to NEO.

If the program you are switching to is not open, it will be opened.

Interacting with Outlook items

Here are actions you can take on Outlook items from within NEO:

Switch quickly to Outlook

Switch to an area in Outlook such as contacts, calendar in two ways:
a) Click the Outlook command on View tab of the Ribbon, or (or press Ctrl+0 (zero))

b) Click the pull down menu from this Outlook command and choose to go to a particular
area of Outlook, or press these shortcuts to go to:

Ctrl+0 Outlook
Ctrl+1 Inbox
Ctrl+2 Calendar
Ctrl+3 Contacts
Ctrl+4 Tasks
Ctrl+5 Notes
Ctrl+8 Journal

c) Double-click an Outlook non-mail folder in Outlook view.

Open a new item in Outlook
For example, a new appointment.

Click the New Item dropdown on the Home tab of the Ribbon. Or use a keyboard shortcut:
(these match those in Outlook):

Ctrl+Shift+A  New Outlook Appointment
Ctrl+Shift+C New Outlook Contact
Ctrl+Shift+J New Outlook Journal Entry
Ctrl+Shift+K  New Outlook Task
Ctrl+Shift+N New Outlook Note

Open the Outlook contact record
Jump to an existing contact record, or create a new one.

Select any message or any NEO Correspondent or Bulk Mail folder, then right-click and
choose Open Contact (or press Shift+Ctrl+O).

NEO also automatically imports contact information when new Correspondent folders are
created.



Work with Outlook mail folders &

In Outlook view, work with these just as you would your folders in Outlook.
Drag and drop to Outlook non-mail folders

You can drag and drop messages to these folders, but you can t display their contents
within NEO (double-click to open in Outlook).

Interacting with Contacts and Address Books

NEO interacts with Contacts in two ways.

When creating new Correspondent folders

When automatically creating a new Correspondent folder, NEO imports relevant
contact information such as name, company, telephone numbers and email
addresses.

NEO first checks to see if a Contact exists for the address based on an email address
match. If a Contact matches, correspondent information is taken from the Contact. If
no contact is matched, then NEO does a lookup in all Address Books for a matching
entry. If a match is found, correspondent info is taken from the Address Book. NEO
adds all addresses from the Contact/AddressBook to the Correspondent folder, except
for addresses that already exist in NEO.

Note that this is a one-time import from Contacts and is not synchronized in an
ongoing way. If you make changes to the Correspondent fields they are not then
reflected in your Contact.

When jumping to a Contact or Address Book entry

Right-click any message, Correspondent folder or Bulk Mail folder, and choose Open
Contact (or press Shift+Ctrl+0O). If the Contact exists you will jump to it.

If the Contact doesn’t exist you will be asked whether you wish to create one. If added
from a message, relevant message information will be carried forward. If added from a
folder, relevant information from the folder (Correspondent or Bulk Mail) will be carried
forward.

On the Folder Properties for Correspondent or Bulk Mail, you can also choose
between opening the Contact or looking up in the Address Book.

How NEO Works with Exchange Server

NEO works with Microsoft Exchange Server mailboxes. However, NEO is an email
organizer. It does not organize other Outlook object types such as calendar items,
journal items, and note items although it does provide ways to interact with them.

Here are some notes about using NEO with Exchange Server:

NEO is a client-side product

That means NEO installs and operates completely on your computer. There is nothing
about NEO that gets installed on the server or that is related to Exchange Server. In
fact, Exchange Server is completely unaware of NEO.



You can organize your Mailbox and your PSTs

You can include your mailbox and as many PSTs as you like in your catalog. NEO Pro
will give you a seamless view to all your messages. NEO makes it appear as though
it's all in your Mailbox.

Using your offline message store (OST)

When using Offline mode or Cached Exchange Mode it is best to delete messages
from within NEO. If messages are deleted outside of NEO (in Outlook or via an
Outlook Rule), they may not disappear from NEO until a Full Sync is performed.

Offline mode using Outlooks prior to Outlook 2003

If you have offline access enabled (you use an offline message store), you should
select all your email folders for OST/Mailbox synchronization. In addition, you
should not set filters for your folders.

You will not lose messages when you do this; however, if you do not include all
your folders NEO may spend quite a bit of time removing and adding messages in
the catalog each time you switch between your OST and your mailbox.

If you have instructed Outlook to automatically Outlook synchronize your
Exchange mailbox with your OST when exiting an online session, you must shut
down Outlook without NEO running for the synchronize to be performed.

Cached Exchange Mode in Outlook 2003/2007
NEO works with normally with Cached Exchange Mode.

Reminder Synchronize each time you re-connect to t he LAN

Whenever you re-connect to the LAN, you must synchronize to update NEO with new
messages from your mailbox. Note that you can configure NEO to automatically Fast
Sync on startup, or get general information about syncing.

Synchronizing with Outlook

NEO normally displays all the messages in your message store(s). However, NEO
doesn’t know about new, changed or deleted messages that are processed when NEO
iS not running.

How it works ... in a nutshell

If NEO is running when new messages arrive, are changed or deleted, then you'll
always see all your messages in NEO (NEO keeps you synchronized on-the-fly).

If NEO is not running, then NEO will not know about these message events and will
need to get synchronized again by you syncing manually (e.g., when you next start
NEO).

Always run NEO!

It s best to always have NEO running when Outlook is running so your email stays
synchronized.

It's also better to start Outlook before starting NEO and always keep it running when
Outlook is running.



Exchange Server users

You should always have NEO running when you are connected to the LAN. You may
want to put NEO in your Windows Startup folder so it starts automatically.

Non-Exchange Server users

You should always have NEO running when you have Outlook open. You can
configure NEO to start automatically when you start Outlook. See Startup tab in
General Options.

Options Set in Outlook and Used in NEO

Some user options are shared by both NEO and Outlook.
1. Print setup.
2. Message editor fonts. To set these in Outlook, see Tools | Options | Mail Format tab.
You can set NEO Reading Pane options within NEO via Tools | Options | Reading Pane.

E-mail accounts settings are added in Outlook.

How to disable the Outlook New Mail sound and
Tray lcon

If using NEO’s New Mail Notification, you might want to disable the sound Outlook
plays when new mail arrives, and/or cancel Outlook’s new mail icon in the system tray.

Note: You can cancel the sound in any version of Outlook; however, you can only disable
the tray icon in Outlook 2002 or higher.

Steps:
1. Go to Options in Microsoft Outlook (Tools menu | Options).
. Click <Email Options...> on the Preferences tab.
. Click <Advanced Email Options...>.
. Uncheck "Play a sound"
. Uncheck "Show an envelope in the system tray" (Outlook 2002 or higher only).

. For Outlook 2003 (and above), you can also configure the Desktop Alert Settings in this
area.

o O~ WD

Things we can’t easily fix

Outlook and its infrastructure provide a rich environment for implementing add-on
applications such as NEO. However, some actions are simply not possible, or are
possible only with a large amount of "work-around" programming. We forward many
operations along to Outlook to perform for us, and in many cases it s not possible to
control how these operations are performed.

We appreciate that this makes some operations awkward, and we d love to fix them
(we often do), but can t in every case. Here are some of the things we can t easily fix.

Previous & Next buttons don t work on the message edit window
As an add-in to Outlook, Microsoft does not make these commands available to us.

Outlook s New Mail tray icon not cleared when mail read in NEO
In some cases, you can disable it using options.



Print options can t be set in NEO
NEO uses the settings currently set up in Outlook. You can choose print options for
selected message(s) if you open the message then choose Print on the File menu.

Subfolders of non-email items (e.g., Tasks) not visible in NEO
The Outlook interface does not provide the ability via automation to drag and drop to
subfolders.



NEO Views

Overview - Views

What are views?

Views show you your messages in all the different ways you think about them new
messages, by correspondent, by date, and so on.

In views, messages appear in more than one location at the same time. For example,
a message you receive today will be in the Today folder in the Hot view, it will be in the
This Week folder in Date view, it may be in a Correspondent folder, and even a search
results folder in the Search view if you find it in a search. If you delete a message from
one view, it will be deleted from all your views.

In short, even though you see the same message in different views, it s really just one
message presented to you in different ways.

Using views

Views don t require any work they re set up automatica lly for you to use. You simply
click each view tab to move from one view to the next.

A quicker way to move from view to view is to use your keyboard: Alt+C to switch to
Correspondent view, Alt+S to switch to Search view, and so on.

Outlook View
(@ Outlook = Outlook View
Clear T= Outlook view is your
—. Personal Folders ~— view into your Outlook
0@ Calendar ' Folder List.
L7 Contacts The example at left
[z Drafts (5] shows multiple data
4 G Inbox files.
Q Deleted Items (15)
LA Journal
C% Junk E-mail (25)
& Motes
& Cutbox

+- [l R33 Feeds
@ Sent Ikems
(& Tasks
+- (W zFiled
£~ _Archivez0l10
=I- Archive 2009
5 Deleted Ttems
5 FileSystem
(@ Sent Items
21 ArchivePsT bl



Correspondent View

2 Correspondent @ Correspondent View
Clear T= Lists all people you
N ame correspond with
B Blfier, Rob - directly. These include
8 Alfvin, Peter ] people you send
& Ali.Zahid messages to and
2 allan Tan people who send
& Allen, Jesse messages directly to
& Alonsa, Manuel your email
B Almerin 1aFF W addreSS(eS).
Bulk Mail View
Bulk Mail =) Bulk Mail View
Clear T= Bulk Mail is the place
= New for your "news" mail -
Bl unsorted Bulk Mai e-zines, newsletters,
=~ Spam subscriptions
EQ Spam Senders It is also where
=l Current

] Google Alerts (5)

Bl slipstick ()

Bl webshop Motifications

] ZDNet News (9}
Dormant

Unsorted
(unorganized) mail
and Spam Senders
appear.



Search View

Search @ Search View
| — NEO's search is like a
web search. It's fast like
H Z a web search because
all the words in all your
Folder: &l Folders messages are
In: [+]subject [+]Body automatically indexed.
[/]Mames/addresses You can save search
[] Attachiment name folders (as shown at the
Date: (#)al () Recent a bottom).
Match: [ Similar wards
=l Search Folders
}:‘ Current Search Resulks
J7 beta (3 of 240)
}:‘ marketing {4 of 1102}
}:‘ pavpal [559]
J2 training [1318]
Hot View
Hot @ Hot View
Clear |T= To keep tabs on
- Current particular folders put
(& Inbox (9 of 13} them in your Hot view.
v T;:' Da d[E'] All folders in the Hot
¥ Flagged [6] view are optional,
o | Mated

-1 Unread (31)

%7 Deleted Items (All} [51]
[E Today

E] Yesterday (1)

[E This week (1)

@ Sent kems

@ Filed in _Archive2010 (5)

& Budget
& Bracewel, David
& Gibson, Tom

Dormant

although by default a
few folders are set hot
SO you can see your
new and recent mail
easily. You can
customize Hot view to
contain exactly the
folders you need.

To make any folder
hot, right-click the
folder and choose
Make Hot.

Hot view is the best
place to work with the
Inbox and To Do.



Category View

Category =1}
Clear T= [/

Mame

& 2009 A

& 2010

& 4.1beta
@ Budget
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i ook

& CO_alert
ﬂ Contracts
i
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Status View

Category View

Categories are words
or phrases that you
can define and use to
keep track of related
messages.

When you add the
same category to
more than one
message they are
displayed together in
an auto-created
category folder in
Category view.

Status =1}
Clear = R [

=I- Status Folders
A Ackive Mail (0 af 4)
& ToDo [6]
¥ Flagged [&]
¥ Important [66]
(h Kept
k| Moted [3]
A Unread (30)
£y Deleted Items (All} [51]

Status View

Lists your messages
according to the
status of each
message.

The status of each
message is shown in
the List Pane. Use
these folders to see
all same-status
messages together.

It's useful to make
some of these folders
hot.



Date View

Date =1}
Clear |T=|[ 19
=~ Date Folders &
¥5] Yesterday
BE] This Week

[E Last Week (4
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[E 2010 September
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Attachment View

Date View

Lists your messages
in folders categorized
by date. Date folders
are automatically
created for you.

Relative date folders
are folders such as
Today, Yesterday,
etc. They
automatically update
as time goes by.

Monthly date folders
exist for every month
you have email. Only
this type of date folder
can be deleted.

Attachment =1}
Clear T= R/

Mame
@ All Attachments (3) A
i1 Attached Messages

E| AvI - video Clip

3 EMP - Bitrap Image

B DOC - Microsaft Office Word 97 - ...
i) DOCK - Microsoft Office Word Do...
W] DOT - Microsoft OFfice Ward 97 - ...
| GIF - GIF Image

£ | HTM - HTML Document

[£1| IP3 - JPEG Image

LMK - Shortcut

M50 - M50 File

7. PDF - Adobe Acrobat Document

[+1 pHE - PHE Fila

Attachment View

Lists every emall
message that
contains an
attachment. An emalil
will appear once for
each attachment it
contains.

Since attachments
can take up valuable
space, you should
consider deleting
them if you are done
with them. A quick
way to find your
largest attachments is
to select the All
Attachments folder,
then sort in
descending order on
the Size column.



Message Basics

Creating and responding to messages

You create new messages, reply to messages, and forward messages in the same
way you do with your messages in Outlook. In fact, the message editor you use is the
same as the one used by Outlook. For assistance in using the message editor, refer to
Microsoft Outlook s help.

Viewing a message (Enter or Ctrl+O)

Double-click a message in list view, or select a message and press Enter of Ctrl+O. Once
open, you can click the Reply, Reply to All, or the Forward command.

Creating a new message to an existing correspondent (Ctrl+E)
Select any message or Correspondent/Bulk Mail folder and right-click or press Ctrl+E. A new
message will open for your selection.

Creating a new message (Ctrl+N)
Click the New command on the Home tab, or enter Ctrl+N. After entering the address
information, the subject and the message contents, click Send.

Replying to a message (Ctrl+R)

Click the Reply command on the Home tab, or enter Ctrl+R. After entering the message
contents, click Send.

Replying to all respondents in a message (Ctrl+Shift+R)
Click the Reply All command on the Home tab, or enter Ctrl+Shift+N. After entering the
message contents, click Send.

Forwarding a message (Ctrl+F)

Click the Forward command on the Home tab, or enter Ctrl+F. After entering the address
information and the message contents, click Send.

Editing the message subject

In NEO you can edit the subject of any message directly in the Reading Pane header.

Fw': Request

CustomerCare [customercare@caelo,com ] Categories: 4
To supporb@caelo, com

Sent Mon 14-Jan-08 06:23 J @ a

Folder Personal FoldersInbox

With the Reading Pane visible,
1. Click into the subject field, or
2. Right-click selected message and choose Edit Subject, or
3. Press Ctrl+B.



Adding and editing message categories

In NEO Pro you can add or edit message categories directly in the Reading Pane
header.

Categories: Beka program 5’2

Adding and editing message notes

Categories: ﬁ

e @O

NEO Pro lets you add Notes to a message to keep some personal information with the
message.

With the Reading Pane visible, click the Notes icon L (or click Ctrl+Alt+N) to open the
Notes editor. You can now add your notes with this message. The Note will be saved
automatically once you exit the Notes editor and a Notes icon will be placed in the
Message Listing. Also this message will now be visible in the Noted folder (in the
Status tab and mostly also in the Hot View). Notes are unique to NEO Pro and stored
locally on your system. They will never be attached to a message reply or forward.

Right-clicking in the Notes editor allows for formatting and other options. Default Font
for Notes can be defined by going to Tools | Options | Reading Pnne tab.

2 = % .| Caelo Product 04-Feb-1012:25
Fw' Search Funckion request

Editing and resending a message

Editing a message

Any part of a message can be edited whether or not it was sent or received by you.
1. Open the message.
2. Click Edit menu | Edit Message.

Resending a message
Useful for emails that you send over and over. A copy of the message will be created
for you to edit before sending.

1. Open the message.

2. Click Actions menu | Resend This Message.

3. Make your changes to the message.

4. Click Send.

Moving Back and Forward

Use the back and forward commands to quickly jump back or forward to previously-
visited folders. This is very useful, for example, after performing a search.



The Back and Forward buttons are located on the right side of the header above the
list columns:

QO

Or press Alt+Left for Back or Alt+Right for Forward.

Quick Filing Messages

In addition to all the basic filing methods such as dragging messages, using File to
Folder (Ctrl+Shift+V), and Outlook Rules, NEO has two Quick File features:

Quick File
g Click Quick File on the Home tab of the Ribbon (or press
| f ’j Ctrl+l). This will immediately file the message to your
Cuick designated Quick File folder.
File

Quick File Recent

_ﬁ Click Quick File Recent on the Home tab of the Ribbon
|_|% (or press Ctrl+Alt+V). This displays a list of your most
Cuick File recently filed-to folders for easy selection.
Recent =
Reviews

Use the accelerator keys for

Reference . .
quick selection. For example,
BAST pressing M will file immediately
Meetings to the Meetings folder.
Gold CCM You can change the Quick File
udget Recent menu using the Clear
OuickFied List and Disable List Updates
commands.

File to Any Faolder..., Shift+Crl+y

[ set Quick File Folder. ..
Clear List

Disable List Lpdates

You can get more productivity by setting your Backspace key to either Quick File or to
display your Quick File Recent menu (default). You can set the Backspace key by
going to Tools | Options | Workflow tab.

About Active Mail

Active Mail is an optional feature that provides an extra layer of control in managing
mail. Active Malil is like a staging area for your mail until you have time to read it, make
a decision and then act on it (delete, file, etc.).

How Active Mail works

In NEO Pro, each message can be Active or Inactive much the same way a message
can be Read or Unread. If a message is Active it is in the Active Mail folder, and if not



it isn’t. As with Read/Unread, you can make any message Inactive or make it Active
again.

The Active Mail folder is found in Status view but can (and should) be made Hot if you
use Active Mail. When a message is Active you will see the Active status in the list
pane.

When you use Active Mail, you normally use Active Mail instead of your Inbox.
However, unlike your Inbox where all your mail arrives, you tell NEO what new mail to
put into Active Mail from Tools | Options | Workflow tab. If both boxes (Correspondent
Mail and Bulk Mail) are unchecked then no new mail will go into Active Mail.

Using Active Mail to implement time-management compliant email
workflow

Starting version 3.2, NEO Pro comes with a few predefined User Interface settings.
One set of Ul settings is specifically designed to facilitate the implementation of an
email workflow which is compliant with general time-management principles to deal in
the most efficient way with the daily email activities. Implementing this way of working
will result in an important reduction of actions need to manage the daily emails and
create significant time-savings per day by relying on the available features and
functionalities of both Outlook and NEO and combining them to optimally function
together.

For a clear explanation and guideline on how to implement this way of working please
refer to our Knowledge Base article T1165.

Is Active Mail better than Quick Filing to folders?

The key feature of Active Malil is that you can quickly say "I'm done with this message"
without having to move the message from the Inbox (or wherever it is stored) to
another folder. When you make a message Inactive, it disappears from your Active
Mail folder but can still be found in NEO's virtual folders (e.g., Correspondent) and of
course the Outlook folder it lives in. Active Mail helps many users manage their email
in a way that’s similar to how they manage their postal mail.

You can do more operations with Active Mail in NEO (see How Active Mail is Different
below). However, if you don't also file to folders, all your messages stay in one
folder, typically the Inbox. That's not a problem for many users, but can be a problem
is you need to ever read your mail outside of NEO (e.g., Outlook Web Access), or you
want to work with your email on external systems like mobile devices where Active
Mail is not available.

Some prefer Quick File without Active Mail for Outlook-like behavior

If you prefer a NEO that looks and operates more like Outlook, you can choose not to
use Active Mail (see Options | Workflow tab) - some users really like this simpler
approach.

How Active Mail is different
It s like the traditional Inbox because
new mail arrives here
sent mail is not included (unless you make sent mail Active)
It s not like the traditional Inbox and other NEO folders because
you can remove messages without deleting or filing them
a) single message (Backspace or F12)
b) all at once (Shift+F11)
c) just Correspondent mail (Shift+Ctrl+F11)



d) just Bulk Mail (Ctrl+F11)

you can specify to have them removed automatically on performing actions like setting
inactive or when filed to an Outlook folder. You can set these options in the Automated
Actions section of Workflow options.

you can put messages back into Active Mail including se nt messages!

the Folder Count format for Active Malil is different. You can change the Folder Counts
format on any folder by right-clicking and choosing Properties.

Using To Do

To Do is a folder you can send mail to that you want to take action on later.

%" To Do

How to Set or Change To Do Status

You can:
a) left-click drag to the To Do folder from anywhere in NEO to set Normal priority, or

b) right-click drag to choose priority, or remove from To Do, or
) use shortcut keys:

Alt+0 Remove priority (or Alt+)
Alt+1 High priority

Alt+2 Normal priority

Alt+3 Low priority.

To Do Status in List Pane

To Do status is visible in every folder. In the To Do folder you may want to sort by To
Do status. Here is what the states look like:

In Active Mail folder and To Do set
To Do —Low priority

To Do — Mormal priarity

To Do —High priority

LA4SK

If you are in Active Mail when you set To Do status, you can specify to have messages
removed from Active Mail automatically. You can set that option on the Workflow tab of

Options.

Find Related Messages

Use Conversation View &

To see all related messages in your message listing, switch on the Conversation View
(from View tab or clicking the Conversation View button on the Quick Access Toolbar).
Use the Left Arrow to expand a conversation, use the Right Arrow to collapse a
conversation. You can right-click any message and select Expand Conversation to
expand all conversations. Likewise you can select Collapse Conversation to collapse
all conversations. For an expanded conversation, the parent (belonging to the selected
folder) will always show on top therefore a sent ite m which was sent later can show

below the parent.
Using Conversation Integrity (Tools | Options | Miscellaneous tab), actions carried out

on the parent will propagate to the underlying chids . E.g. adding a category to the
parent will add this category to all messages belonging to this conversation. Actions



included are: status changes (Read, Keep, Active), adding/removing categories, filing
and delete.

Search on Conversation
To quickly see all related messages for a single message:

Click .:_-_= on the Standard toolbar, or
Press Ctrl+Alt+F.

You will then be quickly positioned in Search view with all messages based on the
same ‘conversation’ displayed.

Current Search Results : LZJI_,_J €S
& 8 T ® [ < Name DateTime T
a i Paul Laan 19-Jul-10 10:27
_RE: Marketing plan
B g Paul Laan 15-2ul-10 14:37
RE: Marketing plan
a2 s Paul Laan 15-Jul-10 14:34

Marketing plan

When done, click & or press Alt+LeftArrow to go back to the folder your came
from.

About 'Conversation’

Every message has a property called Conversation, and it is usually the same as the
Subject property but it can be different.

When a new message is created, the current Subject is copied to the message’s
Conversation. However, if the Subject is edited (Ctrl+B), the two will be different.
Conversation always remains as the original Subject.

Flagging Messages

Flag a message when you want to mark it for some purpose. Flags in NEO are
coordinated with flags in Outlook, and the same colored flags exist in both systems (if
supported in your version of Outlook).

Set a flag by right-clicking the message(s) and choosing Flag:

Red Flag Chrl413
Elue Flag

ellow Flag

Green Flag

Crange Flag

Purple Flag

Flag Complete  Chrl+alk+G

PR EEEEE

Set Defaulk Flag k

Choose colored flags for different purposes. You can flag an item Complete, and you
can Clear the flag (Ctrl+Shift+G).



One flag is always the default flag. It's the flag color that gets set when you use Ctrl+G
to set the flag. You can also change the default flag to any of the colored choices.

Keeping Messages

Keep a message when you don t want to accidentally delete a message. It s very
useful for those important messages.

If you try to delete a kept message, it will not be deleted. To delete a kept message
you must remove the keep status first.

&
This symbol indicates the message is being kept. Messages not being kept have no
indicator.
Set a keep Select the message(s) and enter Ctrl+K.
Remove a keep Select the message(s) then right-click and choose Remove Keep.

You can set a keep in any location in NEO. It will be displayed in all views in which the
kept message appears.

Deleting Messages

Deleted messages go to Deleted ltems

To delete a message or messages, highlight the messages and press Ctrl+D, press
the Delete key, or click the Delete command button on the toolbar.

When messages are deleted in NEO they are moved without warning to your Deleted
Items folder in Outlook view. You can get them back if you need to by moving them
from Deleted Items to another folder.

You can permanently delete a message by pressing Shift+Del

Note: In NEO, the same underlying message is displayed in many different folders. When
you delete a message, all references to the message are deleted too.

Deleted Items (All) folder

Outlook keeps a Deleted Items folder for every Message Store (PST). NEO combines
all these in its Deleted Items (All) folder which you can find on the Status Tab.
Emptying this Deleted Items (All) folder will empty all Deleted Items folder
independently of their message store. An easy way to remove all deleted items within
your entire Outlook system.

Deleting saved search folders and messages

If you delete a saved search folder, just the saved search results are deleted the
underlying messages remain. However, if you delete a message or messages in a
saved search folder, the underlying message is also deleted.

When messages are permanently deleted, they cannot be retrieved.

Permanently deleting messages

Messages are permanently deleted when they are removed from the Deleted Items
folder. Permanently deleted messages cannot be retrieved.



NEO provides a Deleted Items (All) folder on the Status tab holding references to all
messages in all Deleted Items folders within Outlook to quickly remove all Deleted
Items.

Permanently delete messages directly

Enter Shift+Del to permanently delete a message without first sending the message to
Deleted Items.

Delete messages from the Deleted Items folder

Select the message(s) in the Deleted Items folder in Outlook view, and press the Del
key.

Empty the Deleted Items folder

Right-click on the Deleted Items folder (or the Deleted Items (All) folder on the Status
tab) and click Empty Folder. The Deleted Items folder is never emptied automatically,
regardless of your Outlook settings.

Undoing Actions

You can UnDo (reverse) many operations in NEO, and you can ReDo (reinstate) those
that you Undo.

Keep in mind that only the last action can be undone or redone. That is, to be able to
UnDo something you must do it before you perform another action.

UnDo-ing and ReDo-ing
0 Click UnDo or Redo on the main Edit menu.
o0 Or press Ctrl+Z which toggles between UnDo and ReDo where applicable

Eligible Actions
0 Modify Subject in Reading Pane
0 Add/delete/change Categories

0 Move messages (except with OST’s prior to OL 2003 and moves between
message stores)

Delete messages (except with OST’s prior to OL 2003)
Make Active / Inactive

Keep / Remove Keep

Flag / Clear Flag / Flag Completed

ToDo / Remove ToDo

Mark Read / Unread

O O O o o o

Copy Reply-To Email Address to Clipboard

Right-click any message in the List Pane or Reading Pane and choose Copy Reply
Address to Clipboard (or press Ctrl+Alt+C).

This silently replaces whatever is on your clipboard with the message sender’s Reply-
to email address.



This feature is handy for quickly grabbing the address for use in other systems. You
can also use it to send a new message to a person and avoid the Outlook Security
Guard prompt. For keyboard shortcut fans, try Ctrl+Alt+C Ctrl+N Ctrl+V.

Sending and Receiving

Messages are sent and received in NEO in the same way they are sent and received
in Outlook. This is completely determined by your Outlook settings.

If you are not connected to your Internet service provider, or to your mail server (e.g.,
Microsoft Exchange Server) when you click Send in the message editor, the message
is sent to your Outbox.

a’:: Send/Receive

When you then click the Send/Receive command on the toolbar (or press Ctrl+M or
F9) your messages will be sent from your Outbox, and incoming messages will be
received according to your Outlook settings.

For assistance in configuring Send/Receive, refer to Microsoft Outlook s help.

Viewing Message Properties

Right-click any message in list view then click Message Properties or press Alt+Enter.

Location lists all the NEO folders that contain the selected message. This is especially
useful for determining what Correspondent or Bulk Mail folder a selected message is
stored in.

The message in the example below was received last week. Thus it is in the Last
Week and the December date folders. It s still in Active Mail, and a category has been
set for it.



THEN

g Messape Properties

General | Header |

RE: X-mas wishlist
Format: HTML Sent: Thu 112004 1:37:32 AM
Size:  TEB Received: Thu 1/1/2004 1:41;28 AM
Location:

WView Folder

Status A Active Mail

Date ¥5) Last Week

Date IE] 2003 December

Carrespondent ﬁ Alpha

Categary @ Alpha

Cutlook Folders C# mailbox - Tom Gibeon\Inbox

The actual message is stored in the Outlook Inbox. Note that you can also see what
Outlook folder a message is stored on the Folder field on the Reading Pane header.

Message Symbols

See Reference section at end of Help.



Working in the
Reading Pane

Reading Pane overview

The Reading Pane displays beneath or to the right of the List Pane. Here is the

Reading Pane header.

Editable Subject
Click inta this field to edit or

press Ctri+B.

FW: Request

Enter Categories directly

Click inta this field to edit categories forthe
current message or press Ctri+Shift+T.
Separate categories with commas.

CustornerCare [customercared@caslo.com] Categories: Beta vs L 4

To suppork@caelo. com
Sent Mon 14-1an-05 06:23 _.J @ @

Folder Personal Folders\Inbox

Addressing

From (e.g. CustomerCare] 15
alarger font. To and Cc
show in smaller font.

Category picker

Click or press

Notes Editor Ctrl+T or &lE+Z.

Click or press
Ctri+ A+,

Folder message stored in Previous and Next Messages

Shows message stora and Ctrl + 4 for previous,
falder. ctrl + 4 for next.



Reading Pane Options

These options relate to the Reading Pane.

Get HTML images online

Checlk here to automatically get HTML images from

the web for the Reading Pane.

When unchecked, you can always see the images

Options when yvou open the message.

———

HTML

Gek images fram the web when displaying HTML messages

[Juse internal HTML viewer More info

Relative kext size For HTIML kext: éMedium

Plain Text

Item preview

[CIEnable excuded folder items preview (not recommended)

Compact layout

& automatic ) Always (multi ing)

Default Note Text

Font... Set default Font characteristics For notes

Mote Text formatting

Ok,

Set font characteristics For displaving Plain Text

How plain text is viewed in the Reading Pane

I Mever (single line)

Define default Font format for message Notes.

General | Workflow,| Reading Pane | Format | New Mal lerts | Miscellansaus

Use simpler Internal HTML
viewer

Check this box to use NEO's
internal HTML viewer. Click
"More info"” for details.

Whether Spam and other excluded items are previewed

Compact Layout
Reducing size of Message Listing will switch to double
line below a certain size. This can be controlled here.

I I Cancel

Clicking Links to Launch Your Browser

If your browser is open when you left-click a web link, the page replaces the current
page loaded in your browser. To launch a web-link in a separate browser window, left-
click the web link while holding down the Shift key.

Click link
loaded page).

Shift+Click link

Launch web-link in your current browser window (replacing currently

Launch web-link in a new browser window.

See keyboard shortcuts on the Help menu for a list of all keyboard shortcuts.

Editing in the Reading Pan

e

You can’t edit text in the Reading Pane body.

Categories in the Reading Pane header.

However, you can edit the Subject and

Click into the fields in the Reading Pane header, or press:



Ctrl+B To edit the message subject.
Ctrl+T To edit categories using the category picker.
Shift+Ctrl+T  To edit categories is the header category field.

Resizing the Reading Pane

The Reading Pane can be positioned either at the bottom or to the right of the screen.
This can be defined on the View menu. Size of the Reading Pane can be changed to
any desired size by dragging the pane separator to a new location or by using the
keyboard shortcuts. Switching off the Reading Pane can be done through the View
menu.

Keyboard shortcuts

Ctrl + Alt + Up Reading Pane On

Ctrl + Alt + Down Minimize Reading Pane
Shift + Ctrl + Up Increase Reading Pane
Shift + Ctrl + Down Decrease Reading Pane
Shift + Ctrl + PageUp Maximize Reading Pane
Shift + Ctrl + PageDown Restore Reading Pane

Note that you don’t have to see the List Pane messages in order to read them in the
Reading Pane. You can use the following shortcut keys to move from message to
message:

Ctrl + Up Move to previous message
Ctrl + Dn Move to next message

Changing Reading Pane Fonts

There are three message formats for the Reading Pane: HTML, Microsoft Outlook
Rich Text, and Plain Text. Here’s how the change the text characteristics.
HTML messages
Change the relative size of HTML text in two ways:
o Click View menu | HTML Text Size.

0 Seton via Reading Pane options (Tools menu | Options | Reading Pane tab)

Plain text messages
Change the characteristics of Plain Text messages:

0 Set on via Reading Pane options (Tools menu | Options | Reading Pane tab)

Microsoft Outlook Rich Text

This message format cannot be modified in the Reading Pane.



Choosing the HTML Reading Pane Viewer

What is the HTML Reading Pane?

Messages displayed in the Reading Pane are displayed in one of three formats: Plain
Text, Rich Text, or HTML. The HTML Reading Pane Viewer displays messages when
they are in HTML format.

In NEO, the default HTML Reading Pane Viewer is the Microsoft HTML Viewer. This
is the same viewer that is used in the Outlook Reading Pane. Our Internal HTML
Viewer is a simpler viewer with considerably less extensive display capabilities.

Which viewer should you use?

We recommend that you use the Microsoft HTML Viewer. Here are the differences
between the two.

Microsoft HTML Viewer Internal HTML Viewer
Works with Internet Works with Internet
Explorer versions 5.0 and Explorer versions 4.0
above (not selectable with and above.

pre-1E5.0)

Displays messages just Does not display some
like Outlook does in its HTML objects as well.
Reading Pane.

Faster display when A little slower.

moving from message to

message.

Email security (see Email security (see
below) below)

More information about Email Security
In general, message Reading Panes can and have been vulnerable to email viruses.

When choosing the Microsoft HTML Viewer, NEO uses the security zone settings in
Outlook in Options | Security. Taking it one step further, NEO also ensures scripts will
never run and ActiveX controls are deactivated regardless of your version of Outlook
or security zone settings. Note that using the Microsoft HTML Viewer in the NEO
Reading Pane is no riskier than the Outlook reading/preview pane, and may be safer.

The Microsoft HTML Viewer is a component of Microsoft Internet Explorer. You get the
latest version whenever you update your Internet Explorer. To minimize security risks
Microsoft strongly recommends that you periodically download and install the latest
critical security updates for Internet Explorer, which can be obtained from
http://www.microsoft.com/windows/ie/default.asp. This can be automated if you wish
by using Microsoft’'s Windows Update.

NEO'’s Internal HTML Viewer is safe regardless of your version of Outlook or your
security zone settings, but is not as rich in its display capabilities.



Using the Quick File Features

Quick Filing

In addition to all the basic filing methods such as dragging messages, using File to
Folder (Ctrl+Shift+V), and Outlook Rules, NEO has two Quick File features:

Quick File
_ﬂ Click Quick File on the ribbon or on the
i -#'I right-click menu (or press Ctrl+l).
ik This will immmediately file the message
File to your designated Quick File folder.

Use it when you use (primarily) a single

folder to file your messages.

Quick File Recent

- Click Recent on the ribbon or Quick File
| /él Recent on the right-click menu (or press
QLEk;ile Ctrl+Alt+V). This displays a list of your most
Recent recently filed-to folders for easy selection.
Use the accelerator
Reviews keys for quick
Reference selection. For
i example, pressing M
= will file immediately to
Deakge the Meetings folder.
Keold CEM You can change the
Budget Quick File Recent
OuickFiled menu using the Clear

File to Any Folder... Shift+Cirl+v

[#F Set Quick File Folder...
Clear List
Disable List Updates

List and Disable List
Updates commands.

Setting the Quick File designated folder

Before using Quick File you need to designate which folder you want as your Quick

File folder:

1. Right-click on any message then click Quick File Recent | Set Quick File

Folder.. .

Select where you want the folder created, then click New.

3. Enter a name (e.g., QuickFiled or Current Year).

4. Click Ok then click Close.



Changing how Backspace works with Quick File

Backspace is an easy key to hit, so in NEO we let you assign Backspace to one of
three frequently-used workflow operations: Make Inactive, or one of two Quick File
commands:

1. File to your Quick File folder, or

2. Display the Quick File Recent menu.You can get more productivity by setting your
Backspace key.

If you file frequently to specific folders, 'Display the Quick File recent menu’ is a
good choice.

If you mostly want to quickly move messages from your Inbox, choose 'File to the
Quick File folder’. Try each one to see what works best for you.

Note that Backspace is an additional (surrogate) key. You can always use the
permanent key to perform each action. For example, you might want to use these keys
if you have assigned Backspace to Make a message Inactive. Here are the permanent
keys:

Quick File Ctrl+I
Quick File Recent Ctrl+Alt+V

Changing the Quick File Recent menu

Two commands on the Quick File Recent menu allow you to manage the list of folders
that appears on the list.

Clear List

Disable List Updates

Use Clear List to remove the list of entries that have been added. Use Disable List
Updates to prevent new entries from appearing on the list.

Procedure for Controlling the List

Suppose you wanted to set a specified list so that it was unchangeable. This is
particularly desirable when you want to use accelerator keys for selecting folders to file
to. If you set Backspace to display the Quick File Recent menu then filing to folders is
as easy as pressing Backspace then the first letter of the folder you want to file to.

Here's a way to set that up:
1. Click Clear List if you want it to be different that what it is.

2. Create your folders and file a message (a test message perhaps) to each of the folders
you want. If you are particular about the order, file last to the folder you want on the top.

3. Click Disable List Updates. This will prevent future updates to the list.

If your folders have the first initial letter, you will have to press the letter twice (or you
can rename one of the folders). When you want to have NEO add new folders to the
list, uncheck Disable List Updates.



Active Mail & To Do

Using Active Mail

Active Malil is an optional feature that provides an extra layer of control in managing
mail. Active Mail is like a staging area for your mail until you have time to read it,
make a decision and then act on it (delete, file, etc.).

How Active Mail works

In NEO Pro, each message can be Active or Inactive much the same way a message
can be Read or Unread. If a message is Active it is in the Active Mail folder, and if not
it isn’t. As with Read/Unread, you can make any message Inactive or make it Active
again.

The Active Mail folder is found in Status view but can (and should) be made Hot if you
use Active Mail. When a message is Active you will see the Active status in the list
pane.

When you use Active Mail, you normally use Active Mail instead of your Inbox.
However, unlike your Inbox where all your mail arrives, you tell NEO what new mail to
put into Active Mail in Tools | Options | Workflow tab. If both boxes are unchecked then
no new mail will go into Active Mail.

Using Active Mail to implement time-management compliant email
workflow

NEO Pro 3.2 comes with a few predefined User Interface settings. One set of Ul
settings is specifically designed to facilitate the implementation of an email workflow
which is compliant with general time-management principles to deal in the most
efficient way with the daily email activities. Implementing this way of working will result
in an important reduction of actions need to manage the daily emails and create
significant time-savings per day by relying on the available features and functionalities
of both Outlook and NEO and combining them to optimally function together.

For a clear explanation and guideline on how to implement this way of working please
refer to our Knowledge Base article T1165.

Is Active Mail better than Quick Filing to folders?

The key feature of Active Mall is that you can quickly say "I'm done with this message"
without having to move the message from the Inbox (or wherever it is stored) to
another folder. When you make a message Inactive, it disappears from your Active
Mail folder but can still be found in NEO’s virtual folders (e.g., Correspondent) and of
course the Outlook folder it lives in. Active Mail helps many users manage their email
in a way that’s similar to how they manage their postal mail.

You can do more operations with Active Mail in NEO (see How Active Mail is Different
below). However, if you don’t also file to folders, all your messages stay in one
folder, typically the Inbox. That's not a problem for many users, but can be a problem
if you need to ever read your mail outside of NEO (e.g., Outlook Web Access), or you
want to work with your email on external systems like mobile devices where Active
Mail is not available.



Some prefer Quick File without Active Mail for Outlook-like behavior

If you prefer a NEO that looks and operates more like Outlook, you can choose not to
use Active Mail (see Options | Workflow tab) - some users really like this simpler
approach.

How Active Mail is different

It s like the traditional Inbox because
new mail arrives here
sent mail is not included (unless you make sent make Active)
It s not like the traditional Inbox and other NEO folders because
you can remove messages without deleting or filing them
a) singly (Backspace or F12)
b) all at once (Shift+F11)
c) just Correspondent mail (Shift+Ctrl+F11)
d) just Bulk Mail (Ctrl+F11)

you can specify to have them removed automatically on performing actions like setting
inactive or when filed to an Outlook folder. You can set these options in the Automated
Actions section of Workflow options.

you can put messages back into Active Mail including se nt messages!

the Folder Count format for Active Malil is different. You can change the Folder Counts
format on any folder by right-clicking and choosing Properties.

How Active Mail is like a staging area

A way to "action" mail

What's missing in email client programs is a way to deal with new mail that you haven t
had time to act on yet - the mail that piles up while you're busy in meetings.

NEO'’s Active Malil is for helping to deal with that mail.

One way to think about Active Mail
Let s look at the actions many people take with the physical mail they get in their
mailboxes (i.e., their snail-mail).
Flip open the mailbox and grab the pile of new mail.
There’s usually enough time to look at each envelope and
a) throw the obvious junk mail directly into the recycle bin
b) open the not-so-obvious junk mail, read it and then throw it into the recycle bin
c) open other bulk mail (flyers, magazines), skim it, and decide to keep or recycle it
d) definitely bypass the bills
e) open and skim personal mail

After a couple minutes, what'’s left are mail items that need more consideration before
acting on them. They are tossed on the growing "I have to deal with this" pile. After
several days of this, the "I have to deal with this" pile gets bigger and bigger.

Active Mail is simply the "I have to deal with this" pile of email. It's our active mail -
some read, some unread - that requires our attention soon but not necessarily
immediately.



The goal is to clear out Active Mail every few days or so, or at least keep it down to the
ones you want right in front of you. That’s not required, of course, you can let mail pile
up in your Active Mail folder if you want, making it act more like your Outlook Inbox.

A simpler alternative to using Active Mail is to treat your Inbox as your staging area,
and use NEO'’s Quick Filing features to file from your Inbox to other Outlook folders.

Changing what new mail goes into Active Mail

These Active Mail workflow options on the Options | Workflow tab determine what new
mail goes into Active Malil.

Active Mail

Put Correspondent mail in the Active Mail folder More info
Put Bulk mail in the Active Mail folder

If checked, new mail that arrives will go into Active Malil. If unchecked, NEO makes
new messages inactive as they arrive so they don’t appear in Active Malil.
Changing the option works from this point onward

It won’t change the active status of messages already in Active Mail.

If you want to change all Correspondent or Bulk Mail messages in Active Mail to make
them inactive, do the following.

1. Right-click the Active Malil folder.
2. Choose from the following:

Reset All Active Mail Shift+F 11
Reset Correspondent Active Maill  Shift+Ctrl+F 11
Reset Bulk Active Mail Chrl+Fi11

Choosing not to use Active Mall

Want a simpler NEO?

Active Malil is great for users who want an extra level of control with their email.

However, if you don'’t feel you need it, you can remove it to make NEO more Outlook-
like.

It's easy to configure NEO not the use Active Mail. It’s all in what folders you set hot in
Hot view. In general, you can make any folders hot, and it's ideal to make both NEO

and Outlook folders hot. However, here are two samples - one showing a typical Hot
view using Active Mail and a typical one not using it.

Hot with Adctive Mail Hot without Adtive Mail
A Active Mail [7] [ Inbox (1)

%" ToDo (= sent Items

IE Today [4] B Drafte [1]

[ Yesterday [5] " TaoDao

[ This Week [4] El MEO Log File

& Falardeau, Helene 5 Falardeau, Helens

ﬁ MED Log File S Freemarn, Karen



If not using Active Mail, you can work out of your familiar Inbox, Sent ltems and
Outbox. You may want to add in Today, Yesterday and any other folders.

How to set NEO up not to use Active Mail?

You can do this at any time. It's easy to switch back by reversing the process.

1. On the Tools menu | Options | Workflow tab, uncheck both checkboxes in the Active Mail
section. This will prevent new messages from being set Active.

2. In Hot view, right-click the Active Mail folder and choose Reset All Active Mail (this will
remove the Active status from each email).

3. Still in Hot view, right-click the Active Mail folder and choose Remove from Hot (Active
Mail will still be available in Status view).

4. In Outlook view, right-click the folders you want to make Hot (e.g., Inbox, Outbox, Drafts,
Sent Items, Deleted Items) and choose Make Hot.

Switching back to using Active Mail

You can easily switch back to using Active Mail whenever you like simply by changing
your Workflow options back, and making the Active Mail folder Hot again.

Using To Do

To Do is a folder you can send mail to that you want to take action on later.

%" To Do

How to Set or Change To Do Status

You can:
a) click the To Do pull-down menu on the ribbon and choose priority

|H|_“| Flag ~
|I|:| Do '
Cakegorize... [
w5 High Ale+1
T80 | & Mormal Alk+2
Wy Low alk+3

b) use shortcut keys:

Alt+0 Remove priority (or Alt+)
Alt+1 High priority
Alt+2 Normal priority
Alt+3 Low priority.
c) right-click to choose priority, or remove from To Do, or

d) left-click drag to the To Do folder from anywhere in NEO to set Normal priority

To Do Status in List Pane

To Do status is visible in every folder. In the To Do folder you may want to sort by To
Do status. Here is what the states look like:

In Active Mail folder and To Do set
To Do —Low priority

To Do —Mormal priority

To Do —High priority

LRS- 4 4



If you are in Active Mail when you set To Do status, you can specify to have messages
removed from Active Mail automatically. You can set that option on the Workflow tab of
Options.



Filtering

Filtering Overview

Filtering is ability to temporarily show certain types of messages. It's great for zeroing
in on certain types messages such as Unread messages.

Filter basics
Filters are fast. They can be set and cleared very quickly.

Filters are temporary. They never affect your messages, just what folders or messages
that you see. You can always clear them.

Filters are global - they operate across all message stores, views and NEO folders.

Filters are sticky - if you set a filter it remains in place until you change it, even if you
restart NEO.

When a filter is 'on’, the background of the List Pane and/or the Folder List show the
filter background color to make it obvious to you.

Use Quick Access Toolbar

By default you will find 3 filters already on the Quick Access Toolbar ( Read, Show Received
Messages and Show Sent Messages ). If you (like to) use other filters frequently, go to
the

Filter tab, right-click these filters and select Add to Quick Access Toolbar.

Filtering in NEO Pro

513@ | HEL &6 sk B s Main Catalog - NEO Pro
— Hame Filker Falder Edit Wit Taals Help
= e Unread| 210D £ FuclusiveTo =
() Clear EEI Folders with Unread | & Carrespondent |E Ay s = RARHENED 5] Received [, Date Filter
[ Mot Filed %= Flagged €10
@ Disable Q Folders with fckive a Eiuilk il S fctive = Iportant || @8 Ceor Bee d Sent fige
Filter Folder Class Status Fecipient Direckion Date

NEO Pro has a Filter tab on the ribbon. The Filter tab contains filter sets that fit
together logically. You can combine your filters in any combination that you like.

Following filter sets are available:

= Filter Controls: Clear clears the filter so
(&) clear that all messages show. Disable, temporarily
clears the filter so you can quickly see all the

(@) e messages. Clicking Disable again reinstates
Filter your current filter.
_ Folder: Shows only folders with Unread
(8 Falders with Unread and Active messages respectively. These
Y : . two filters are folder filters and act on the
Folders with Ackive .
Folder Lists.

Folder



- Message Class: Correspondent or Bulk
&h Correspondent Mail messages. These toggle - setting one
5] Bk M clears the other.

Class

P Unread %% To Do Message Status: Choose from Unread,
ey = UnFiled, Active, To Do, Flagged or

s i ? Bagged Important, singly or in any combination.
H active =& Important Pressing Shift+Unfiled will show all

Status messages that are Filed in current view.

Recipient: These relate to how your

£ Exclusive To e - )
address is in message recipient lists: In

&8
=2To order,
§& Ccorbec Exclusive To - you are in the To alone.
Recipient To - you are in To alone or with others.
Cc - you are in Cc or Bcc alone or with
others.
= . Direction: Show Received messages only
(8] Receiyed or Sent messages only.
@ 3enk
Direckian
Date filter: A flexible From To filter.
[ Date Filker
Age . Message age in Days: Message age from

today. 1 day shows today’s messages, 2
Date days shows today’s and yesterday’'s
messages, and so on.

If using the Correspondent and Bulk Mail filters

For your convenience, when in Correspondent or Bulk Mail view, the Correspondent
and Bulk Mail filters are ignored.

Note also that if you use the Correspondent filter in Outlook view you won't see any
incoming Bulk Mall. In that case, please ensure you go to Bulk Mail view regularly to
see what new mail has arrived there. See things to do each day.

How to tell when a filter is on

Whenever a filter is on, the background color of parts of NEO display in a different
color. For folder filters ('Show folders with Unread’ and 'Show Folders with Active..’),
the Folder List background color is changed. For message filter sets (all others) the
List Pane background is colored. You can change the background color in options.



New Mail Alerts

Working with New Mail Alerts

In NEO you are notified on your desktop when new mail arrives. Like the phone
system’s Caller ID feature, this lets you know who has just sent you email whether
NEO is your active application or not.

You can choose to show a tray icon, show a popup, and/or play a sound
independently for each of your Hot mail class folders, Correspondent folders or Bulk
Mail folders.

For example, you might want to be alerted with an icon, popup and sound for your Hot
correspondents, just show icon and popup for correspondents, and show nothing for
Bulk Mail.

Setting the New Mail Alert options
Set the New Mail Alert options via Tools menu | Options | New Mail Alerts tab.

Working with the Tray Icon

When you have opted to hide NEO when minimized, you will find NEO s default icon
in the System Tray when minimized.

The tray icon changes whenever new mail arrives. The color of the icon indicates the
highest class of the messages that have recently arrived: &| Hot, & Correspondent
or "8 Bulk Malil. If the Tray Icon appears after returning to your desk, click it to
display the Popup. Right-click it for other actions:

Options...

Disable Popup
Disable Sounds

Open NEO

Reset

Working with the Popup

The Popup appears whenever new mail arrives. It displays the 10 most recent
messages for 30 seconds.

NED New Mail [

‘iﬁ' Earen Freeman
':;. Isidro F. Davenpork
E;. aroove Metworks

E;. Jeannie Palmer
ﬁ nsorked [ Tammi,. .
ﬁ OL [ Diane Porerm. ..

ﬁ oL [Herchenbach. ..
[l MEC Error Re... (30

Click an entry to jump to the folder in either Correspondent or Bulk Mail view.



Resetting the Popup

Until the popup is reset, you can display it by clicking the tray icon. You may want to
do this after returning to your desk.

You can manually reset (clear) the popup by clicking the x on the popup or by right-
clicking the tray icon and choosing Reset. If you don't reset it, it will disappear after 30
seconds.

The popup is automatically reset by NEO whenever you perform any one of the
following operations on any email message (not just the ones in the popup): delete,
open, make inactive/make active, mark read/unread or mark/clear ToDo.

When a reset action takes place, all messages in the new mail list are cleared and
popup will not appear again until new mail arrives.



Folder Lists

Overview to Folder Lists

Each NEO view has its own Folder List. When a folder in the list is selected its
messages are displayed in the List Pane.

Clear
Clear the Folder List Fitter.

4 Correspondent

Folder List Filter {-

Enter characters hers
to dizplay cnly folders

s [E=Em

A L

0 |

centaining thoze
characters.

"Hew' top-level
folder

Shows all new
Correspondents.
In thiz caze, =ach
has 1 unr=ad
MEZRATE.

Crockett, Morton 1)
Delarosa, Buford (1)
Dillard, Roland (1)
Jennings, Mary (1)
sophia@mind.net (1)
Swan, Barry (1)
Valenti, Billie {1)
White, Taylor (1)

- Current
accounts @perthweb. com...

Administrator, System
Amaral, Bab
Amazon.com

Anne, Shirley

AP

Armstrong, Jonathan
Auclair, Michel
Battlogao, Karl

Theee sort orders
= Tree
= Alphabetical

= Recenthy Used

Message Counts

Can choose formats
including number of unread,
total number or both.

‘Current’ top-level folder
Shows all Correspondents |
have identified a=s Current.

Bepple, Mancy

berg, Craig

Eergstrom, Kent
betafeedback @raeln.com
betaproblem @caslo.com
Binkman, Dora

Bosnizk, Jasna

Folder Basics

Folders are containers for your messages. The operations you can perform on folders
vary depending on the type of folder. To see the available operations for a folder,
right-click the folder. Here are the available operations for a Correspondent folder:



Mew Message To Ctrl+E
Cpen Contact Shift+Cirl4+0
Search in Folder
Make Hot Cirl+H
Move Eolder...  Shift+Cirl+v
Make Dormant
Change to Bulk Mail
Combine Folders. ..
< Delete Folder Diel
Rename Folder F2
Mew Folder Shift+Cirl+E
Expand Al shift+Ciri+Mum +
Collapse all  shift+Ctri+MNum -
1% Folder Properties

Common folder operations

Make Hot
Search in folder
Move folder
Combine folders

Remove folder
Delete folder
Rename folder
New folder

Folder properties

Make any folder available in Hot view - Ctrl+H.
Go to Search view with the folder selected for searching.
Move to another folder or top-level folder within a view - Shift+Ctrl+V.

Combine one folder with another. You can also drag and drop the
source folder onto another.

Delete a folder without deleting the underlying messages - Alt+Del.
Delete a folder including the messages in it - Del.
Change the name of a folder - F2.

Create a new folder - Shift+Ctrl+E. You can often choose between a
folder and a group folder.

View the folder properties - Enter or double-click.

Special folder operations

Empty folder
New message to

Open Contact

Make Current
Make Dormant

Change to Corresp
Change to Bulk
Reset Active Malil

Refresh search

Permanently delete the folder's messages (available for Deleted Items
and Spam Senders).

Compose a new message using one of the email addresses of a
Correspondent or Bulk Mail folder - Ctrl+E.

Open or create (with confirmation) an Outlook contact based on the
email addresses of a Correspondent or Bulk Mail folder -
Shift+Ctrl+O.

For views containing the New, Current, Dormant folders, move folder
into the Current area.

For views containing the New, Current, Dormant folders, move folder
into the Dormant area.

Change class of a Bulk Mail folder to Correspondent.
Change class of a Correspondent folder to Bulk Mail.

For Active Mail folder, Reset all Active Mail (Shift+ F11), reset
Correspondent Active Mail (Shift+Ctrl+F11), or reset Bulk Active Mail
(Ctrl+F11).

Re-run a search folder to update it based on its search parameters.



Jump to Outlook Jump to the corresponding Outlook folder. Do this for Contacts,

Calendar, etc. as well as your user-defined folders - Enter or double-
click.

Finding Folders in the List

The fastest way to find a folder in long Folder Lists is to use the Folder List Filter. Enter

characters into the textbox at the top, and the list will display only those folders with
the characters in it.

For example, to quickly find Mary Jennings folder, entering 'mary’ is sufficient to
reduce the folder set to a small enough set to select it.

4 Correspondent

mary s = E
= New .
g S S Jennings, Mary {1)

= Dormant

e {] Geoff Farrellf Mary Mcalister
©. @ Mary Lou Trouman

&

Notice that when a filter is in effect, the background is displayed in the filter
background color.

Here are some shortcut commands to make working with the Folder List Filter easier:
Esc Clear the Folder List Filter

F3 Jump to the Folder List Filter in the current view
Ctrl+F3 Jump to the Correspondent Folder List Filter.

Sorting the Folder List

Each view can have its own sort order. Change the sort order by clicking one of the
three buttons at the top right.



Alphabetical Order

ey S Strictiy alphabetical. Location shews which

Shows lop-level folders, group top-level or message store the bider

I'r.fnh:lef's and folders in a belongs fo.

fisrarchy.

S B C] S T E :l- S Ty
= Hew ~ Haime Lo atice Haie Lo sl
& Crockett, Morton (1) B Etex), KarinMeer Dormant A L Lane, Bennett (1) New ~
L Delarosa, Buford (2) 4 25035283838ms...  Dormant L Furrow, Linda (1) Curent
& Dillard, Roland | § 250352893366ex.,.  Domant L valenti Bille (1)  New
£ Jenrings, Mary B 7sesiggensyre... Dormant L sophia@mind.net  few
4 sophia@mind.net (1) 8 Diormrianit £ Toves, Ruth Anne  Current
i Swan, Barry (1] B sbcPento.com Dorman §, Chichmanian, Vi Curert
L Valenti, Billie (1) $ About.com Compu... Dormant B Cark, Dawvid (1)  Curent
& White, Taylor (1) Bl sccountsBpertwe..,  Curment £ Dillard, Roland (1] New
= Current § ACD Systems Dormant L Swan, Barry (1)  New

§ sccountsBperthweb.co... § Adminstratoe, Sys..  Cuerent L Delarosa, Buford | New
& Admristrator, System § affiate@casiocom  Dormant L Johnston, Terry {1 Current
£ Amaral, Bob B affistefcsei.com  Dormant & Crockett, Morton  Mew
£ amaron com B Arsral, Bob Current L White, Taylor (1) hew
ﬂ .ﬁ AMBZON, D0m Current ﬂ Jernings, Mary Mg
_ﬁ. Arrye, Shirley | 5 Andersan, Chrsty Darmant E Bradesel, Davad Currént

Recently used order
Folders that have had the most
recent activity displsy first

Expanding and Collapsing the Folder List

When in Tree Sort Order, the tree displays in a hierarchy. Expand a branch by clicking
the Plus ® symbol. Collapse a branch by clicking the Minus = symbol.
Keyboard shortcuts (using the number keypad):

Num + Expand current folder in Folder List

Num - Collapse current folder in Folder List

Shift+Ctrl+Num + Expand all folders from anywhere in list

Shift+Ctrl+Num - Collapse all folders from anywhere in list

Top-level folders - New, Current,

Some views have top-level folders. Top-level folders are folders managed
automatically by NEO to help you organize your folders. You can also organize folders
in top-level folders manually.

For example, in Correspondent and Category views the New top-level folder displays
all folders that have been newly created. In the case of Correspondents, it is very
helpful to isolate new correspondents so that you can decide how you want to organize
them (e.g., delete or move to the Current top-level folder). In the case of Categories,
the New folder displays categories set by others.

Automatic organization

You can choose to have NEO automatically move Correspondents from New to
Current, and from Current to Dormant based on day-age parameters you provide. You
can also specify that Dormant folders are moved back to Current when they become
active again (e.g., receive a message).



You could specify that New folders automatically move to Current after 30 days, and
Current folders automatically move to Dormant after 365 days of inactivity. A folder
remains inactive until a significant event occurs such as it receives a message.

By disabling automatic moving of folders you would retain complete control over
where a folder is located.

To set the automatic organization of folders, right-click a top-level folder such as New,
Current and Dormant and choose Folder Properties.

Manual organization
You can manually move folders from New to Current, Current to Dormant and so on in
two ways:

1. Drag and drop the folder from one group onto the branch of the other. Drop it on the top-
level folder itself (e.g., Current). It you drop it on a folder, NEO will think you wish to
combine folders.

2. Right-click the folder and choose Make Current or Make Dormant.

Folder Groups

You can create folders groups to help organize other folders. Folder groups can be
created in any view except Hot and Outlook views. Folder groups always contain
folders and behave just like any other organizing folder.

Here is an example showing two folder groups (Aquila and Tennis) in Correspondent
view.

=+ Current
| B [@@ Aquia
¢ b & Hutton, Lane
Loeppky, Steve
Pommier, D'Arcy
Startup, Cathy {1)
riris
Amaral, Bob
Anne, Shirley
Armstrang, Jonathan
Berg, Craig
&, accounts @perthweb.co...
&, Administrator, System

erentats g eRataes

In Correspondent view folder groups are useful for organizing by company. In
Category view folder groups are ideal for organizing all your categories.

Adding a folder group

1. Right-click anywhere in a Folder List when sorted in Tree order and choose New Folder
(or press Shift+Ctrl+E).

2. If in a Correspondent (or Bulk Mail) Folder List, choose Group folder in the option group
at the top:



Create Mew Folder

Folder type: (%) Correspondent folder:
) Group folder

First f Mid: ||
Last:
Company:

Show in Mame column:

Eolder name
[] Criginal name from message

[ ok ] ’ Cancel ]

3. Enter the folder name:

Create New Folder

Folder type: () Correspondent folder:
(%} Group folder

Falder name: i_KAST |

o ] [ oo |

Deleting a folder group
1. Right-click the folder group and choose Delete Folder.



Folder Properties

General Folder Properties

These properties apply to all Status folders (e.g., Active Mail, Unread), all Date folders
(e.g., Today, Yesterday), Category, Attachment and Search folders.

Basic Properties

Folder Properties | )

¥ Today ARV

Basic ' Actions Previous and
Mame:  Today Remove from Hot view Next folder
Type: Date Search in this folder
Ttems: 15 }
Updated: Sunday Jan 11, 2004
IsHot: Yes

Available Actions
Folder Counts Click to perform these actions.

%) Showe number of Unread items e.g. (12)
) Show total number of items e.g. [18]
" Show both e.g. (12 of 18)

'. | ok | | cencel |

Set how your counts display
Unread counts display in blue, Total counts display
i green.

By default, some folders {e.q., Active Mail) display
differently than maost, but vou can change these.



Top-level folder properties

Top-level folders group your folders at the highest level.

Basic Properties

Folder Propertie_rk:;

Current

Basic
Mame: Current
Type: Topdevel
Items: 0

Automatically Move Folders

Current folders to Dormant if inactive for | 365 | davs

Previous and
Next folder

Auto-moving folders
Choosze to have NEO
automatically move folders
bazed on when 3 folder was
last updated.

See topic below.

[

| | cancel |

Group folder properties

Group folders contain other folders, but not messages.

Basic Properties

Folder Properties

(3 Intel Contacts / RG]
Basic Actions Provi d
revious an
Name: |Intel Contacts | Move folder to... Hext folder
Type: Group
Items: 1]
I ’ O ] [ Cancel l

Available Action
Click:to perform this action.



Correspondent or Bulk Mail folder properties

Correspondent or Bulk Mail folders are identical in nature.

What to show in List Pane

Ideal to choose Criginal name from message if Assign priority to Correspondent
there are many authors (e.g. mailing lists). ) free saies Fri this Corresaerdant

See topic below. will show in red in message listings.

Folder Properties

L Binkman, Dora Q@ O
Basic Show in Name column Actions =
Previous ant
Type: Correspondent Folder name Show in Hot view Next folder
Items: 0 s :
Original name From message Combine folder with,..
Updated: nja []
IsHot: Mo Priority: [ | Change to fulk Mai
Move Folder to...
First | Mid: |Dora Bus: Available
Last: EBInkman | Home: . actions
Company: | Mobile: | .
- )  Dutlook Contact
Addresses or address patterns Add Conkack
Address | pattern Behavior | Look up Address Book
dbinkman®@caelo.com Direct
Folder Counts
(%) Show # of Unread kems
(") Show total # of tems
| () Show bath
| Change... [ fidd... I Remove
[ ok | [ coel |
! Set how your counts display

Unread counts display in blue.
Manaaging the Correspondent’s Total counts display in green.
Addresses
Y¥ou can add single addresses and/or
address patterns based on email
address or the email name.
See topic below



Spam Senders folder properties

Spam Senders folder properties is where you can change, add, move and remove

spam sender addresses or address patterns.

What to show in List Pane

ldeal to choo=e Original name from message if there are many
authers (e.g., mailing liztz).

See topic below.

Folder Properties |E
= Previous and :
42 Spam Senders | Next folder @O
Basic Show in Name column Actions

Type: Biulkc Ml [[] Folder name show in Hot view

S 2 iginal name from meg Empty this folder

Updated: Wednesday Mar 17, 2... vl ovig -3 .

IsHal: Mo

Addresses or address patterns Available actions

Address / pattemn B ehavior [
o2 @mta2.poworld.com Subscription A
buxhgwiy Elightspeedss. com Subsoription '
- Db . clmax.com Direct
melba_merritt_fm@modelleme . dk Subscription 5
nsi3%ggElanminds. com Subscription
slichuf@theo3.physi.uni-stuttgart . de Subscription Folder Counts
treenacalaria @wels.nat Subecription (&) Show = of Unread items
ukpturibeyen Bonlne.sh, o , Subscription ™| g Show total # of items

: i — Show both

o) (2] |

HManaging Addresses

You can manually add addresses or
patterns. Ses Managing Folder
Addresses topic below,

Set how your counts display

Unread counts display in blue, Total counts

display i areen.



Unsorted Bulk Mail Properties

Unsorted Bulk Mail is a special folder. It's where all new Bulk Mail arrives until you take
an action to create a Bulk Mail folder for it.

Note that you can’t enter name information or addresses the Unsorted Bulk Mail folder.

Folder Properties

What to show in List Pane

ideal to choose Original name from message if there are many
authors (=2.g., mailing lizstz).

See topic below.

Previous and =+
&l Unsorted Bulk Mail | Next folder @ O
Basic Show in Name column Actions
Type:  BukMai [] Folder name show in Hot view
Ttems: 0 Origingl name from mes
Updated: Wednesday Mar 17, 2... & 25 =
IsHot: Mo
First J Mid: {l Bus: |
Last: Il | Hemer—onw |
Company: | Mobile: | | Name info not applicable
for Unsorted Bullk Mail
Addresses or address patterns
| ;ﬁdﬁeas £ pattermn B&iaﬁx
Folder Counts
(%) Show = of Unread itsmz
() Show total # of items
z ) Show both
Lo J [ concd ]
Addresses not Applicablet

Unsorted Bulk Mail has no
addresses. It's the place where

mail lands ifit is not dassified
elsewhere,

Set how your counts display

Unread counts display in blue, Total counts
display in green.

Available action




Outlook Folders

Overview Outlook Folder List

Outlook view is your view into your Outlook Folder List.

|+_.

= Mailbox - Salah Howe Your mail folders: [3 Your user-
Calendar defined mail folders in this pane are your
Contacts actual Outlook folders. You can add,
# §¥ Deleted Items (1514) delete, copy, move and rename these

@ Drafts [7]

i folders here just as you would in Outlook.
- G Inbox (134)

: + g :J;E;Tm Outlook folders: & Your special
Ll Referenia Outlook folders such Drafts, Deleted Items,
Jicaial etc. are also here.
Motes
Lo [l Outhion Non-mail folders: You can interact
- [53 sentItems with non-mail folders. For example, you
5 Tasks can drag and drop a message onto the
Personal Folders - 2000-2003 Calendar to create an appointment.

Personal Folders - Pre 2000

Make them hot! if you refer to any of these often, it's helpful to make them hot so
that they also appear in Hot view.

Making Outlook folders hot

You can make Outlook hot just as you can make any NEO folder hot. To make a folder
hot, right-click and choose Make Hot (or press Ctrl+H).

Folders to consider making hot are any folders you use regularly. These could include:

Tip:

Non-mail folders

Drafts

Outbox

Sent Items

Inbox

any user defined folders you have created
Deleted Items

If you make the folders you use most often hot, then you may not need to have
Outlook view open.

Note: When making Outlook folders Hot which are from non-default message stores,

the message store name will show behind the Outlook folder name in the Hot
view (e.g. Deleted Items in Archive 2009 ). You can switch this off (to only show
the Outlook folder name) by going to Tools | Options | Format tab restart NEO
after changing this selection.



Working with user-defined folders

You can create your own folders in NEO, and the folders you create in Outlook are
visible to you here. In fact, the folders in Outlook view are your actual folders in
Outlook.

Viewing user-defined folders in NEO

Simply select any folder in the Outlook view, just as you would select any folder in the
NEO views.

Moving messages to Outlook folders

Move any message from anywhere in NEO to your user-defined folders. Simply drag
and drop the message(s) onto the folder, or press Shift+Ctrl+V.

Copying messages to Outlook folders
Right-click drag the message to a user-defined folder. When you release you will be
prompted as to whether you want to copy or move.

Using the Outlook Rules Wizard

You can continue to use the Outlook Rules Wizard to automatically update your user-
defined folders. For information on using the Rules Wizard, see the Microsoft Outlook
Help.

Adding, deleting, copying, moving and renaming folders

As with Outlook, just right-click the folder and choose the action you want to take. Not
all actions are available for all folders.

Working with non-mail folders

Drag and drop email to non-mail folders

You can drag and drop messages to non-email folders such as Calendar, for example
to create a new appointment based on the email.

Open non-mail folders in Outlook from NEO
Double-click non-email folders to open Outlook into Tasks, Notes, etc.
Other ways to interact with Outlook from NEO

Select a message then right-click and choose Open Contact.

On the toolbar, click "Outlook" to go to Outlook or click the down arrow to open into
Outlook areas.

Use an Outlook keyboard shortcut such as Shift+Ctrl+A to open a new appointment.

Excluding folders from being organized in NEO

You can exclude messages from Outlook folders from being organized into NEO
folders (e.g., Correspondent, date folders, etc.).

You would typically do this for Spam folders, but you can also do it for any folder that
you won't want to see in NEO. Exclusion works only for new messages. That is, if you
set it now it will only apply to messages you get from this point onwards.



To change the Exclude setting:
1. Right-click on the folder in Outlook view.
2. Select Folder Properties.
3. Set the option in the Exclude from NEO section.

Note that by default, Excluded messages are included in NEO searches. However, you
can optionally choose to search all folders except Excluded and Deleted Items.



Correspondents
& Bulk Mail

Overview

Overview

All mail in NEO is organized into one of two classes - Correspondent or Bulk Mail. This
high-level sorting by mail class is done on the premise that you will want to view your
Correspondent mail throughout the day, and view your Bulk Mail when you have free
time.

NEO puts these two classes into their own View tabs. Also, Correspondent and Bulk
Mail filters allow you to show/hide one or the other throughout NEO.

By default NEO places all email into Correspondent Folders. From here you can re-
organize messages into Bulk Mail folders (see below).

If you allow NEO to automatically assign Bulk Mail, it uses email addressing types to
guide its initial class organization. All new mail is then classified as follows:
Direct mail NEO creates Correspondent folders for all new messages directly between
you and another person (or slots it to an existing Correspondent folder).
All other mail  Goes into the Unsorted Bulk Mail folder in Bulk Mail (unless you tell NEO to

put it elsewhere). This typically includes mailing lists, e-zines and
announcement mail but also includes spam that is sent to you indirectly.

NOTE: Allowing NEO to assign automatically Bulk Mail is done when creating (or
rebuilding) a catalog. The user can opt to assign emails automatically to the Unsorted
Bulk Mail folder (default is off). When doing so, NEO will classify all messages
according above class organization placing Bulk Mail into the Unsorted Bulk Malil
folder. From here users can re-organize message from their Unsorted Bulk Mail folder
into individual Bulk Mail folders or back to Correspondent.

A class folder must be one of Correspondent or Bulk Mail. However, a message can
be organized into both a Correspondent folder and a Bulk Mail folder.

After the initial organization into Correspondent Folders, users can further enhance
their email organization:
Combine your Correspondent folders. NEO can't tell that email from two different
addresses is in fact from the same person, unless the same email nhame is used.
Create your own Bulk Mail folders from the mailing lists, e-zines and announcement
mail that NEO has placed into Correspondent Folders.
Create Bulk Mail folders for other emails based on Rules using words in (part of) the
subject to classify messages as Bulk. Rules can be found on the Tools tab of the ribbon.
Change class - change a folder from Correspondent to Bulk Mail and vice versa. NEO
initially assigns a class but you easily can change it.
Organize your similar mail together. In addition to having more than one address for a
folder, you can create address patterns to, for example, collect into a folder all email from
a particular domain. Further, you can create Group Folders to organize related class
folders together.



Correspondents Overview

All your mail is initially organized automatically by Correspondent

NEO automatically creates Correspondent folders as you communicate with new
people. All subsequent messages are automatically filed by correspondent.

These are virtual folders. The messages are seen here in addition to the Outlook
folder they are permanently stored in.

B
Clear F=| [

P— ' Both Sent and Received

L @, Angila (1) messages are shown
%, Bender, Greta (1) together.

- & bil@cy.net When sorted in Tree view, you

- Current will find new Correspondents

=g § b A arrive into the New area. You
- &% Administrator, System can manually move folders to
@ Amaral, Bob Current or the Dormant
-~ & Armstrong, Jonathan areas. Default sorting is in
% EEIED: rfl—.gne alphabetical order to quickly
N - Ea find your Correspondent.
.. B Loeppky, Steve
- &8 Pommier, D'Arcy In Tree view you can set

i & Startup, Cathy (1) parameters to have the

Bl Dormant Correspondent folders move
L. @& Wenaus, Deryk automatically between
- B Work, Solita levels according to message
- 8 ¥ activity based on date.

Housekeeping tasks such as renaming and combining (to consolidate multiple email
addresses for one person) are most common. How much work you put into keeping
your list up to date is up to you - none of it is strictly necessary.

Exporting Correspondent Details

Details of all correspondents (like name and email addresses) can be exported from
NEO Pro into a CSV file by going to Application Button | Export Correspondent Detalils.

For non-licensed (evaluation) users limited to maximum of 25 correspondents.

Bulk Mail Overview

What is Bulk Mail?

Bulk Mail is there for all your non-correspondent mail. Some users think of bulk mail
as analogous to the "To the Householder" paper mail they receive - it finds its way to
their mailbox but is addressed indirectly.

You can also assign emails to a Bulk Mail folder based on NEO Rules (Rules can be
defined from the Tools tab).

By default NEO will organize all messages into Correspondent Folders leaving the
Unsorted Bulk Mail folder empty.

When allowing NEO to assign Bulk Mail automatically it puts new bulk mail into your
Unsorted Bulk Mail folder in Bulk Mail view. From here you can further organize it into



individual Bulk Mail folders. You can decide to use automatic Bulk Mail assignment
when creating or rebuilding the catalog.

How to manage it?

So why organize your indirect messages into Bulk Mail folders? Suppose you
subscribe to e-newsletters and you like to read them 'off hours’. With NEO filtering you
can choose just to see your Correspondent mail when in your Hot, Outlook and other
views so you won't be interrupted by new Bulk Mail when it arrives. If you get lots of
bulk mail that can prevent a lot of distractions. When using Active Mail as alternative
for your inbox, you can even decide not to make Bulk Mail active hence only your
direct Correspondent mail will show up in Active Mail.

Creating your own Bulk Mail folders

If you have indirect messages in your inbox which you like to organize separately into
a Bulk Mail folder, right-click the message and choose Reorganize Message (see
creating Bulk Mail folders).

Clear T2/

- New
: - Unsc-rtf:{f allc Pl Motice that Unsorted Bulk Mail
. [ Unorganized iz in the Hew area.

£l Spam
O F3 Spam Senders (1) When you Block Spam

Senders, the mail and list of

[t MEnMwend blocked addresses appears in

[1;7| - 3 NewsGator Feeds the Spam area
- ] NetInsight
- ] About Computers The Current and Dormant
¥ About Email areas are just like the Current
e and Dormant areas for
Ej Alpha Correspondents,
B APL Alumni
AreoPlan There is no limit to the number
) % AST of Bulk Mail folders that you
can have.
S B Assoc Support Prof
- 5] Backup Solutions
& BBC

- Eﬂ BloggerBuzz
- [F] Caelo stats

i Dormant

Email addressing types explained

You probably get email of all kinds: correspondence with others, mailing lists,
ezines/newsletters, announcements and of course junk mail.

It helps to understand what each of these are because you'll probably want to manage
them differently. Most users think of their direct correspondence as having the highest
priority, bulk mail such as mailing lists as a lower priority, and junk mail as a big
nuisance.

How email addressing determines email type

Direct email Your email address is explicitly in one of the recipient fields (i.e., To or Cc).
This is your normal business and personal correspondence.

Indirect email  Your email address is not in one of the recipient fields (i.e., To or Cc).
Instead your address is in the message transport header (not normally
displayed). You receive the message because the sender told their email
server to send the same message to everyone on a list (one that you are
on).



Think of the mail you get through your postal service. Mail with your name specifically
on the envelope is direct mail; mail that says To the Householder is more like Bulk
Mail. Whether it's important to you or not is up to you.

How NEO classifies email

By default NEO organizes all messages into Correspondent folders. However, NEO
can automatically classify your mail into one of two classes based on whether the
addressing is direct or indirect.

Correspondent Mail

All direct email (your address is in the recipient list). Examples include:
Normal business and personal correspondence directly addressed to you.
Junk mail (e.g., pornography) that’s directly addressed to you.

Bulk Mail

When you specify NEO to assign Bulk Mail automatically, all indirect email (where your
address is not in the recipient list) goes into Unsorted Bulk Mail (unless defined
otherwise). Examples include:

Subscription (non-junk bulk mail) indirectly addressed to you:

a) Announcements - messages sent from one person to many (usually on an intermittent
basis)

b) Ezines/newsletters - messages sent from one person to many (usually on an regular
basis)

c) Mailing lists - messages sent from many people to many (usually many per day)
Junk mail that’s indirectly addressed to you.

Notes:

1. Eventhough NEO does this automatically, you can reorganize a correspondent as bulk
mail, and bulk mail as a correspondent.

2. When you do not specify this specifically NEO will not to perform this initial assignment
and thus organizes everything under Correspondent (during creation of the Catalog).

3. Asyou can see, junk mail can be both directly addressed to you or indirectly addressed
to you, and thus can appear in both Correspondents and Bulk Mail.

4. Once classified, NEO automatically creates or updates Correspondent and Bulk Malil
folders.

How and when NEO creates class folders

Correspondent Mail

Correspondent name folders are automatically created and messages put into them as
follows:

Persons you send messages exclusively to; that is, people who are in the To field of
messages you send.

Persons who you receive mail from where your email address is anywhere in the
sender s To or Cc fields. NEO automatically adds a new address to an existing
Correspondent folder if the address name matches the name of an existing folder.

If not specified otherwise: All indirect messages go into Correspondent folders which
otherwise would be organized under Unsorted Bulk Mail.

Bulk Mail

When specified as such, Bulk mail is default location where mail that is indirectly
addressed to you initially goes; that is, where your address is not in the message
header information.



NEO doesn't create individual Bulk Mail folders automatically. You can and should create
your own bulk mail folders. This can be done based on Addressing or based on Rules.

Correspondent status takes precedence over bulk mail when filtering if the message is
classed as both Correspondent and Bulk Mail (so that potentially important messages
are brought to the forefront).

Keeping Your Addresses Up to Date

About Your Addresses

NEO needs to know which addresses are yours in order to automatically organize your
messages. If all your addresses are not entered, your messages will not appear
correctly.

Note that NEO must know all your addresses - not just your currently used ones. Be
sure to include your old addresses if you have messages that used them.

Auto-detecting your addresses on catalog creation

NEO automatically detects your addresses when you create a catalog, and you can
add to the list NEO auto-detects. Addresses you enter are displayed in bold.

Important Note: NEO does not auto-detect addresses you use after creating the
catalog. You have to enter these manually.

Adding and removing addresses

You can add addresses and you can remove addresses you add. Addresses NEO
auto-detects can not be removed - however, you can choose not to include them by
unchecking them)

Click Application Button menu | Your Addresses:

Your Addresses

MED Pro needs to know which addresses are yours in order to
automatically organize your messages.

Bold addresses are ones that vou have entered. Unbolded addresses
are automatically determined {you can't remove these but you can
unchedk them).

I Barney Coopersmith
booopersmith@my_blue_heaven.com
hcoopersmith@fbi_MY com

I K l ’ Cancel




To add an address, click the Add command. POP3 email addresses are entered in the
usual way (e.g, bcoopersmith@fbi_NY.com). Exchange Server addresses are enter in
X.500 format.

Creating Folders

Reorganizing Correspondence / Bulk Mail and using NEO Rules

Reorganizing messages based on Addressing

Reorganizing a message simply means creating a Correspondent or Bulk Mail (class)
folder.

Right-click the message anywhere in NEO, and choose Reorganize Message (or press
Ctrl+Shift+E).

There are three basic steps:
Step 1 Decide on mail class - Correspondent or Bulk Mail (generally Bulk Mail is for mailing
lists, e-zines, etc.).
Step 2 Choose the folder behavior, addresses and destination.
Step 3 Perform the re-organize action.

When done, NEO will automatically organize similar messages into the folder, and will
automatically file all new messages in that folder.

The example below shows creating a Bulk Mail folder for the Outlook Exchange
mailing list. After subscribing to this mailing list, these messages appear in the Inbox
organized in a Correspondent Folder. After reorganizing it into a Bulk Mail folder called
Outlook Exchange , NEO auto-files all existing and new messages to this folder. If you
now file these messages outside the Inbox they all remain available in the (virtual) Bulk
Mail folder Outlook Exchange (completely independent of their actual location in the
Outlook folder system).

To start, right-click the message, choose Reorganize Message, then follow these
three steps:

i v
Reorganize Message

Subject: Exchange Messaging Qutlook Yolume 12, Mumber 18 @

Messages are arganized inka Correspandent and Bulk Mail folders by
their addressing,
Choose class

iCurrently organized in; Move ko

£ Cutlook Users 2 | Correspondent Folder

E1] Bulk Mail folder

Where messageis

currently organized




Choose address hehavior

- - Determines how the messages are
Move Address to Bulk Ma captured by the falder.
See link below for more info.

Choose Behawior, seleck an Address; then select a Destination Folder {or click
Create Mew),

Behavior: [More info

(%) Subscription - mailing lists, e-zines, & announcements
Choose address
Choose the address of the list, not the
Address (choose onej: address of the person sending the
- message;

From: emo@slipstick.com See link below for more info.,

Ta:  Emo-newsletter@peach,ease.|soft.com:

./ - - . 2
8 + at left indicates the address is wours

Create new folder

Destination folder: {none selected)
Enter folder name and format.

[Select... ] [ Create Mew. ., I

Select from folder list
Alternatively, vou can choose an existing
folder or add a new one from here.

When you click Create New, the following appears. Choose a folder name to your
liking.

Folder name

Yaou can put single-ward
names in First ar Company —
MEQ makes no distinction.

Create New Folder

First [ 1Mid:
Lask: {
Campansy'; 1 Dutlook, Exchange

Show in Mame column:

[] Eolder name
Original name from message

I Ok l [ Cance]

What's displayed in Message List

For direct correspondence, it's normal just to
show Folder Mame.

For Bulk Mail it is maosthy easierto show
original name from message.

You can also opt to show both.

See link below for more info.



Defer reorganizing?

If you are rearganizing many folders, vou
can move more quickly by deferring.
Torun queued rearganizations, dick

Frocess Reorganize Queue on the Tools
me nu.

[ Queus for Later ] | Reorganize Mow |

Reorganizing immediatehy
Best if creating one or & few,

Reorganizing messages using NEO Rules

Although email addressing is well suited for reorganizing most types of indirect
messages, sometimes it is better to reorganize messages into Bulk Mail folders based
on (certain words in) the subject. This is especially true within companies where
distribution lists are used to distribute general information. These mailings generally
have a fixed subject but are usually send by an individual also involved in other email
correspondence. In this case it is not really appropriate to link the email address itself
to the Bulk Mail folder as other emails from this address need to be captured under the
person s Correspondent Folder.

For these and other type of messages NEO Rules can be used to assign them to a
Bulk Mail folder. NEO Rules can be accessed through Tools | Rules.

In organizing incoming messages, NEO Rules takes precedence over addressing
assigned to Correspondent or Bulk Mail folders. Defined Rules are executed first

when no rule is applicable for the subject of the message, the normal Correspondent
and/or Bulk Mail assignments are executed. So, even when an address is assigned to
a Bulk Mail folder, a Rule can be defined to direct a part of the incoming messages into
a dedicated Bulk Mail folder based on the subject.

Working with NEO Rules

To create a new rule, select Rules from the Tools menu. This will open following dialog
screen. With multiple rules defined, the Rules window can be resized in height or
sorting can be applied to any column.
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HED Fro Rules

More info

Active |Case sensitive |Rule Tvpe

| SCope | Falder

Create new... ] ’

Edit rule. .. ] ’ Delete le... ]

E xit

To create a new rule or edit an existing one, click Create new or Edit rule and

click Bulk Mail:

Edit rule

-,

Rule active

[ Case sensitive

Select... ] [ Create Mew... ]

Scope | Received items v
Drestination
) Bulk bai ) Categaony
Bulk kail
Subject

Destination folder: [hone zelected]

o

| | Cancel

Rules can be kept in the system without being executed by deselecting the Rule

Active mark.

Case sensitive can be used to limit the rule only to the exact string provided under

Subject matching the upper/lower case characters.

Under Scope it can be defined whether the rule applies to incoming messages,

outgoing messages or both.

Under Subject the words to be looked for in the sub ject are entered. This can be a
single word, several words or the entire subject the more specific the rule is defined
(or combined with Case sensitive ) the less likely unwante d messages will be moved

to the assigned Bulk Malil folder.



Finally a Bulk Mail folder needs to be created or assigned to organize the messages
into. This is done by selecting the appropriate button under Destination folder which
behaves the same as outlined above. When no folder is assigned the rule cannot be
completed.

Click OK when finished or Cancel to exit.

TIP: To distinguish Bulk Mail folders based on rules from Bulk Mail folders based on
addressing, it is advised to give a fixed preface (like Subj: or Rule:) to the name of
the Bulk Mail folder (e.g. Subj: monthly report as name for a rule based Bulk Mail
folder). Additional advantage is that all Bulk Mail folders based on rules will show
underneath each other in the Bulk Mail folder list.

Executing NEO Rules
Following describes how Rules are being executed:

New rule: When a new rule is created, it will initially only be applied to new,
incoming messages without further action nothing will change for already
received messages.

When a new rule needs to be applied to existing messages, select the rule and
click Execute Rule.

When an existing rule is edited, it will be executed immediately on all existing
messages (e.g. when Rule Active is deselected, all messages will be
reorganized into their normal Correspondent or Bulk Mail folders when
selecting OK in the Edit Rule dialog; making the Rule Active again, will
reorganize them again into the assigned Bulk Mail folder).

Executing a rule will be preceded by an Update Word Index to also
reorganize recently received messages.

Executing rules will be done in background progress ca n be monitored in the
lower-right status line.

Choosing Behavior and Address

Choosing Behavior

Generally you should use Direct for messages between you and another person and
Subscription for messages such as mailing lists, e-zines, and announcements.

Some subscriptions are actually directly addressed to you, in which case you can
choose Direct or Subscription.

Choosing Address

Choose the address that best describes the correspondent or subscription you are
organizing.

For Correspondent messages it is generally the person you have received the
message from, or to whom you are sending the message - but shouldn’t be you.

For Bulk Mail messages it is generally the name of the subscription. You may also
see the name of the person sending the message. It's usually better to pick the more
general subscription name rather than more personal-sounding names. If in doubt, you
can often determine the correct address by comparing two emails and seeing what
address is common to both.

Address that are in "Your Addresses’ list are indicated with a checkmark to help you
keep your addresses up to date. If you see one of your real addresses that doesn’t
have a checkmark, you should click Advanced then choose Your Addresses to add it.
Likewise, if you see an address that is checked but which isn’t one of your read
addresses, you should click Advanced then choose Your Addresses to remove it.



Advanced Addressing Settings
The features on this dialog are not normally required.

If you choose to disable Optimize Processing, it is only disabled for the current
reorganization operation (it automatically resets back to Optimize Processing for
subsequent reorganizations).

[ ]

Move Address - Advanced

Wi'e optimize reorganizing messages to perform quickly, Mery
occasionally, our opkimization might prevent your message
From being organized. IF that occurs, disable optimization
(noke that this should seldom be required),

MED Pro needs ko know all wour addresses (even those no
longer active), If recrganizing messages is nok working For
wou, click below to ensure all wour addresses are listed.

[ Your Addresses, ., ]

o] (o]

Working with Correspondents & Bulk Mail

Keeping name folder information up to date

As you correspond with new people, new Correspondent folders will automatically be
created for them and will appear in your New top-level folder. NEO creates the name
information for you.

In many cases, however, not enough information is provided and the name folders will
simply be email addresses. In other cases, NEO may interpret the name and
organization incorrectly.

If you wish, and this is entirely optional, you can configure your names as they
arrive.
_

1. Quickly change a name in the Folder List by selecting the name and pressing F2. Then
edit the name. Alternatively, you can right-click the folder and choose Folder Properties.

2. You can quickly combine two names together by dragging one name into another name
in the View pane, or you can right-click the folder and choose Combine Folder.

Combine two names / folders

You will want to combine two names together when someone you correspond with has
more than one email address.

You can combine class folders whether they are Correspondents or Bulk Mail.



When you combine names, you select the name you want to combine and then select
the name you want to move it to. The first name disappears, and the second name
gets the address(es) from the first name.

Combine names using drag and drop

In the View pane, drag the name you want to combine onto the name you want to
combine it into.

Combine names using the Combine Folders command

Alternatively, you can right-click the folder you want to combine into another folder,
then click Combine Folders. You’'ll then be able to choose the other folder to
combine it into.

Updating address information

The Correspondent or Bulk Mail folder's addressing information is entered on the
Folder Properties for the folder. To get there, right-click the folder and choose Folder
Properties (or double-click the folder).

Addressing for the folder is entered in the following section of the Folder Properties.

Addresses or address patterns

Addresz / pattern Behavior
jkwan@prime . com Direct
ithwan@teleus.net Direct
jeffk@axiom, com Direct

[Qhange...] [ Add... ] Remaove

Adding and changing address information

Click Add or Change. You can add as many addresses as you like. The same
address can be in more than one folder.

Moving an address to another folder

Move an address out of a folder to another folder by highlighting the address or
address pattern clicking Move.

Your Folder List will appear. On it you can move to an existing folder in the Folder List
by highlighting it and clicking OK, or you can add a new folder by clicking the New
command at the bottom.

Note that if you move an address back to Unsorted Bulk Mail it will only move there is
it is identified by NEO as Bulk Malil. If it doesn’t appear there, then look for it in
Correspondents view.

Removing an address

Highlight the address or address pattern you want to remove and click Remove.
Remove never removes or deletes messages. It just removes the address from the
current folder. The messages related to the address will then be auto-organized again
by NEO and may appear in Unsorted Bulk Mail or in a Correspondent folder.



Entering Email Addresses and Names

Behavior:

Behavior

Determines how the addresses

Add Addres,!; or Pattern

Address or pattern:

") Subscription - mailing lists, e-zines, and announcements

You can enter an email address, a name, or a pattern with wildcards.
Click here for mare info,

Enter an address or address pattern

Addresses or patterns can be based on
email addresses or email names.

See section below,

Lookup User

(%) Direct - messages between you and another person

Ok ] [ Cancel ]

capture messages for the folder.

See section below,

Entering an address

Lookup a user

Enter a name or part of a name into
the Address field thernclick here to
look in your address book.

Enter SMTP addresses (e.g., jkwan@prime.com) or X.500 addresses. If entering
X.500 addresses, it's easiest to use the Lookup User command. Exchange addresses
are normally displayed using the address name and is often underlined.

Entering an address pattern

You can enter address patterns for SMTP addresses. A pattern may contain any
combination of the wildcard characters * or ?. A * will match any number of characters
and a ? will match any single character.

Patterns apply to the part of the address before the @ symbol (they don't apply to the
domain portion). Patterns can also apply to address names (with a Name= prefix).

Example patterns:

*@caelo.com

JkK*@prime.com

Jk?@prime.com

Represents all addresses with a domain of caelo.com
such as support@caelo.com, affiliate@caelo.com and
SO on.

Represents addresses starting with jk at the
prime.com domain: jk@prime.com and
jkwan@prime.com.

Represents addresses starting with jk at the
prime.com domain with exactly 3 characters before the
@ sign: jk1@prime.com and jk2@prime.com but not
jtkkwan@prime.com.

CNET_*@newsletters Ideal for capturing emails that change each time:

.online.com

CNET_#3.106 @newsletters.online.com,
CNET_#3.503@newsletters.online.com, and



CNET_#3.618@newsletters.online.com

Name=0utlook* Represents all address names beginning with Outlook

@online.com at the online.com domain: Outlook-
Users@online.com, Outlook-Developers@online.com
and Outlook-Administrators@online.com

Choosing behavior

Generally you should use Direct for messages between you and another person and
Subscription for messages such as mailing lists, e-zines, and announcements.

Some subscriptions are actually directly addressed to you, in which case you can
choose Direct.

Adding, deleting, renaming name folders

Adding a name folder
Right-click on one of the names and then choose New folder (Ctrl+Shift+E).

Deleting a name folder

Right-click the folder you want to delete and choose Delete Folder (Ctrl+Del). All
messages contained in the folder will also be deleted.

Note: Messages you delete here will be removed from other name folders that were also
correspondents to these messages.

Renaming a name folder

Right-click the folder you want to rename and choose Rename Folder (F2). Enter the
new name. Names are automatically formatted according to the name format you have
specified in the Format options.

Changing Correspondent folders to Bulk Mail and vice versa

You can achieve this in either of two ways:

a) Right-click on the folder to change then click Change to Correspondent or Change to
Bulk Mail, or

b) right-click any message from the folder you want to change and choose Reorganize
Message (or press Ctrl+Shift+E).
Unsorted Bulk Mail

If you let NEO automatically organize indirect mail into Bulk Mail, all your bulk mail
goes initially into your Unsorted Bulk Mail folder.

Creating Bulk Mail folders
Example of Bulk Mail is subscription mail - mailing lists, e-zines and announcements.

You may not have any subscription type mail, but if you do you will probably want to
create a Bulk Mail folder for it so that all existing and future mail for that folder will
automatically be filed there. See Reorganizing Correspondence / Bulk Mail above.



Categories

About categories

What are Categories

Categories are words or phrases that you can define and use to keep track of related
messages. When you add the same category to more than one message they are
displayed together in an auto-created category folder in Categories view.

Many people use Outlook folders to organize messages by project or topic, but
categories are much better because you can assign more than one category to a
message (something you can’t do with Outlook folders unless you copy the message).
You can continue to file messages to Outlook folders - categorized messages display
together regardless of the folder they are filed in.

NEO categories are Outlook categories

If you set a category for a message in NEO, it appears for the same message in
Outlook and vice versa. NEO and Outlook categories are one and the same. For
additional information about categories and how they are used in Outlook, see
Outlook’s Help.

How NEO categories are different

NEQ'’s categories look like Outlook categories but there are important differences in
how they behave:

#
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Categories and Outlook 2007

With Outlook 2007 Microsoft introduced color-coded categories. In fact they moved
from using colored flags to colored categories. Flags within Outlook 2007 are now
used exclusively to set Follow-Up reminders and their color (which only comes in
variants of red) is fixed based on the timing of the Follow-Up.

NEO continues to use the uncolored version of Categories as this is a much better way
to organize messages along the lines of a project, topic or client than the classical way
of using folders. Colors in this respect are less useful.

In addition NEO continues to provide the Flags in the different colors as under Outlook
2003 to maintain compatibility and to provide additional flexibility for users to define
their own meaning for the flags they set as Follow-Up or as Reminder.

In other words, NEO is providing consistency in the use of Categories and Flags.



Categories in Category view

The categories in Category view are those to which you have assigned messages.
You can also create empty categories and assign messages to them later.

Categories are organized into New, Current and Dormant top-level folders to make
them easier to work with.

MNew Categories
Categories in messages sent to you by others
appear here (if the category is new).

Make them dormant if you don't want-them
to dutter up Mew,

= Hew

g Bicydes

6 CardStock

—l Current

: ﬂ Cutlook 2003 Current Categories
ﬂ Budget 2004 Usually, this is the list
@ Catalogs you want to work with.
@ Categories Current categories are
- & General the onez available to
& MMs FPL}I;“-' m;e u:ateg;u_ry
] _ : .
5§ Planning ﬂ;sir%jtr;ggarileslj.
@ Search
@ Weh

- gf Webinars

= Dormant

- &ff Budget 2003

Dormant Categories
Cnes you haven't used for some time,

You can manually move foldes here, or set a Current
folder property to automatically move them here
from Current after the number of days you specify.

There’s no notion of Master Categories in Category view. The Master Category List is
just for picking categories in the catalog picker (use of it is optional).

Master and user-defined categories

In NEO, the categories you assign may be ones you define, or they may be ones you
pick from the Master Category List.

Regardless of whether they are defined by you or picked from the Master Category
List, once assigned to messages there is no difference between a master or user-
defined category.

Master categories

There’s really nothing complicated about master categories or the Master Categories
List. The "list" is simply a list of categories stored in your registry. Outlook delivers a
list to get you going, but you can and should improve on it if you plan to use Master
Categories at all.

At best the Master Categories List serves as a pick list from which to choose regularly
occurring categories.



User-defined categories

There is no limit to the number of categories you can add, which makes them ideal for
organizing your projects and activities. You can add your own categories to the Master
Category List if you like.

Ways to set categories

Using the Category Picker

Click % on the Toolbar.
Right-click and choose Categorize with message(s) selected.
Press Ctrl+T or Alt+Z with message(s) selected.

Click & in the Reading Pane (current message only)

Using the Reading Pane Categories field
Click into the field Categories - separate each with commas (current message only)
Press Shift+Ctrl+T (current message only)

Drag to a Category folder

You can drag one or more messages to a category folder. You can undock the Category
view to make it more accessible, or you can make popular category folders Hot for easier
access

Assigning categories using NEO Rules

Incoming messages can be automatically assigned a category based on (part of) the
subject using a rule.

To create a new rule, select Rules from the Tools menu. This will open following dialog
screen. With multiple rules defined, the Rules window can be resized in height or
sorting can be applied to any column.

™9 NEO Pro Rules
HED Fro Bules More info

Active iCase sensitive | Rule Tvpe | Subject !Sn:u:u:ne |Folder |

Create new... ] I Edit rule... ] [ Delete mile... ]

[ Exit

To create a new category rule or edit an existing one, click Create new or Edit
rule and click Category:



Ea e

Fiule active

[] Case sensitive

Scope

Destination

) Bk, il {*) Categary

Cateqory
Subject

Category: [none zelected)

| ok || Ccancel

Rules can be kept in the system without being executed by deselecting the Rule
Active mark.

Case sensitive can be used to limit the rule only to the exact string provided under
Subject matching the upper/lower case characters.

Under Subject the words to be looked for in the sub ject are entered. This can be a
single word, several words or the entire subject.

Finally a category needs to be assigned. This is done by clicking Select and picking a
category from the list.

Click OK when finished or Cancel to exit.

Assigning categories using the category picker

With a message selected click Ctrl+T or Alt+Z to open the category picker. The
category picker lets you choose categories quickly while providing information you
need to help you keep your categories in good shape. You can choose to work with
Master Categories, with your Current categories from Category view, or both together.



Using Categories

Add new category

Enter name of a new categaory and click QK.
Category will be added to message and new
Category Folderwill be created.

e

g Categories

Categories For 1 message: (separate with commas)
|Budast, |

Awvailable categories:

_ Clear & &
; g Budget

Click to assign

existing category [ | Product Roadmap
O sap
| Contracts
[ [] &} Training Add to or remove from
| Feporting Master Category list
. il HR. Right-click any category to
| E g e e Rupegeihih
anistics
: [] &4 Pricing
| Custamiers
[ e par

[ outsourcing

[ ] add all categories to Master Category list
5] (ot ]

Add all categories to Master Category list

Select this option to add all categones at once to
the Master Category list.

Editing, removing, deleting, merging, splitting, etc.

Remove categories from messages

Use the category picker and uncheck the categories (or delete from top area)
Clear the categories from the Categories field in the Reading Pane.

Remove category from messages and remove category folder

Right-click the Category folder and choose Remove Folder (or press Alt+Del).

Important: Do not choose Delete Folder (Del) because this will delete the messages
themselves in addition to removing the categories from the messages.



Edit a category

Right-click the Category folder and choose Rename Folder (or press F2). Note that this
will also rename the categories in all of the messages in which it belongs.

Create an empty category folder

Right-click the area you want to create the folder in (New, Current, Dormant), and
choose New Folder (or press Shift+Ctrl+E).

Combine two categories

Right-click the Category folder and choose Combine Folder. Alternatively, you can drag
the folder you don t want and drop it onto the folder you want to keep.

Split a category folder

Create a new category folder, then drag the messages from the source folder to the new
one.

Moving category folders between New, Current and Dormant

You can manually move category folders by dragging and dropping them on the New,
Current or Dormant folder respectively.

You can also use the right-click Make Current and Make Dormant commands.

You can automatically move category folders by setting options on the Folder Properties
(right-click any of the New, Current or Dormant top-level folders).




Creating category folder groups

For added organization, you can choose to organize your category folders into groups.

To add a group folder, right-click where you want the folder group to appear and
choose New Folder. Then create the folder:

Create New Folder Fi_|

Folder type: {7 Category folder
{# Group folder

Folder name: {Ezuﬂg_glf;_l'_tl_l;ﬂ |

L Ok 1 ’ Cancel ]

Category Folder List with sample groups defined
= Hew
- 6 Bicydes
‘- aff Card Stock
= Current
- 6 Budget 2004
= [(3 MEC Design - Major
[ -6 Catalogs
-6 Categories
, 8 f@ MMS
. 6 Search
& (8 Outlook Issues
: , f@ 103
- - General
- & Planning
’ ﬂ Web
- aff webinars
= Dormant
" 6ff Budget 2003




Attachments

Overview - Attachments

If attachments exist for a message, a paperclip will appear in the attachment column of
the message list pane, and a paperclip will appear on the right side of the message
reading header.

Attachment security

Email attachments can contain programs or other executable objects. If the attachment
happens to be a computer virus then opening the attachment, either within the
message or later when you have saved it, can cause serious harm to your computer.
Viruses can also harm the computers of your correspondents if you spread it by
sending them a message, or even simply by having them in your address book.

To help reduce the spread of viruses, security measures are available to you. The
attachment behavior in NEO mimics the behavior in Microsoft Outlook.

Important: NEO does not scan for, identify or protect you from viruses. Only what types of
attachments are permitted for opening and/or saving is controlled.

Be sure to exercise caution when dealing with attachments.

The type of security available in NEO depends on the security you have installed in
Outlook. In June 2000, Microsoft made available an optional update called the E-mail
Security Update. The security update provides for much stricter attachment control
than previously.

Microsoft E-mail Security Update installed

NEO exactly mimics the behavior of the Microsoft update. To modify your settings in
NEO, consult your Outlook documentation and make the changes in Outlook. NEO will
observe those settings.

Microsoft E-mail Security Update NOT installed

Certain file types may be saved to disk only. Other file types may be opened or saved
to disk. In NEO, the list of file types that can be saved to disk only is the same as the
list used in Outlook. However, the NEO list can be modified in the registry.

Changing the save-to-disk only list

Note that you should not make changes in the registry unless you are very confident in what
you are doing. The registry setting to change is:

NEO Pro: HKEY_CURRENT_USER\SOFTWARE\CAELO SOFTWARE\NEO
PRO\4.0\OPTIONS\ALERTEXTENSIONLIST

)

Alternative for confirmation prompts for a file type

When you save or open certain types of files, you can uncheck a box that says "Always ask
before opening or saving this type of file." If you do, it will subsequently automatically open
or save the attachment when you click the attachment name from the icon. However, when
clicking the paperclip icon, NEO now also shows a Save Attachment icon below the file
name to allow the user a choice to save the attachment.



Re-enabling confirmation prompts for a file type

When you save or open certain types of files, you can uncheck a box that says "Always ask
before opening or saving this type of file." If you do, it will subsequently automatically open
or save the attachment when you select it.

You can re-enable prompting again for one or more file types by editing the following registry
entry:

NEO Pro: HKEY_CURRENT_USER\SOFTWARE\CAELO SOFTWARE\NEO PRO\4.0\
OPENATTACH

Simply remove the entry(s) associated with the extension of the file type in question (e.g.,
remove DOC entries to re-enable prompting for Word DOC attachments).

Opening attachments

To open an attachment, click on the paperclip at the right of the message reading
header. It the entry is grayed-out (disabled), attachment security has prevented you
from accessing it.

Choose Open it.

To help prevent computer viruses, certain types of files may not be opened. To open
these types of attachments, save them to disk and open them there, after you have
ensured they do not contain viruses.

Saving attachments

To save an attachment, click on the paperclip at the right of the message reading
header.

Choose Save to disk. With multiple attachments, the option to Save All Attachments is
available to save them all at once to disk.

You may open saved attachments after you have ensured they do not contain viruses.

Removing attachments

If you delete a message that contains an attachment, all the objects attached to the
message are also deleted.

To remove all attachments but keep the message, click on the paperclip in the reading
pane and select Delete Attachment(s).

To remove a single attachment from a message (and keep the message), follow the
following steps:
1. Open the message in the message editor (double-click the message or enter Ctrl+O).
2. Select the attachment(s) you want to remove.
3. Right-click and choose remove.

Note that when you remove attachments in this way, they are permanently removed
(they do not go to the Deleted Items folder).






