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INTRODUCTION

This manual introduces the basic features available in the FileChimp Outlook Addin and the FileChimp
taskbar application.

OVERVIEW

FileChimp consists of 2 applications which can broadly be described as followsi

FILECHIMP OUTLOOK ADIN CORE FUNCTIONALY

The main purpose of the FileChimp Outlook Addin is to reliably file emails normally stored in Outlook

folders into |l ocal system fol der s o randiatet recallrirkthispat hs

way emails are easily shared with colleagues and mailboxes are kept within manageable sizes.FileChimp
is also able to file emails into other Outlook folders (when enabled). The O utlook Addin features predictive
single click manual filing for incoming emails and the ability to prompt the user to file the email at the time
of sending.

In addition to the manual filing opt ions, bulk auto save features are available to save both incoming and
outgoing emails to a system or network folder. Attachments can also be saved to a separate folder

selected by the user.

FileChimp sync folders allow the user to keep a copy of messagesfiled by the FileChimp taskbar
application within organised Outlook folders.

FILECHIMP TASKBAR APLICATION CORE FUNGDNALITY

The primary function of the taskbar application is to monitor file names and file attributes for specific
words / numbers / strings and use this information to determine which local system or network folder the
file should be filed in. The files are moved based on the matched criteria. If you have selected to match to
project numbers, the project number must be present in the f older name you wish FileChimp to place the
file in. Similarly, if you wanted to match domain names emails are sent from/to then the domain name
must exist in the destination folder path. There are several possible rule criteria i the most suitable one to
use will be dependent on the existing folder structure.

The goal is to allow the user or administrator
structure. Once a rule is defined it should not need to be altered if the users continue to work in the same

way by creating new network project or client folders consistent with their filing criteria.

The use of the application is not limited to Outlook messages.
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PRO SUBSCRIPTION VELECHIMP VS FILECHIP PRO

FileChimp is available to purchase as a subscription (monthly fee) or as a fixed licence (one off cost
with yearly maintenance fee for updates).

FileChimpcontains all you need to file emails automatically as .msg files into network folders

FileChimp Praontains all the features of FileChimp in addition to network deployment methods
and additional file format extensions such as PDF/HTML/RTF/DOC/EML/RTF and TXT.

Pro Subscriptiorgives you access to FileChimp Pro for a low monthly fee for as long as you remain
under subscription. This includes updates and email support.

Fixed licences include updates and email support for 3 months only. To receive updates beyond the
first anniversary a 25% maintenance fee is due (yearly). For fixed licences, support after the first year
is charged on time spent — please ask for current rates.
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FILECHIMP OUTLOOK BBON MENU

QUICK FILE

The Quick File icon will become active once you have filed at least 1 email. Clicking on the quick file icon
will file the selected email (or emails) to the predicted location. Locations are predicted based on the
location you last filed an email from the same sender / recipient and if no match is found based on
recently filed to locations. The location that will be used is shown on the ribbon menu as highlighted
below.

FILE SELECTION

The File Selection dropdown list provides a predictive list of filing locations.
First select a single or multiple emails to filed to a location. You can use CTRL and A to select all emails in
a folder, hold CTRL and click random emails OR use SHIFTand select the first and last email you want to

file. Once the emails are selected click on O0File Sele
desired |l ocation is not |isted select O60OtrleryuatwitlHe bb
presented with the 6Select Filing locationd window whe
add an unlisted location to the list.

FILE FOLDER

The File Folder function will file the contents of the currently selected Outlook f older and any Outlook sub

folders to a selected location. Before using this function consider creating the first folder in windows

explorer i that is if you wish for the contents of the selected Outlook folder to be saved into a new system

folder itself. Any subsequent missing sub folders which are found within the selected Outlook folder but do

not exist in the file system will be created automatically. CAUTION 7 this function will start saving emails in

bulk so take time to plan any folder migrations befo re starting.

SETTINGS

Click on the cog icon to access the FileChimp Addin settings.

ENABLE OUTLOOK FOLDHEEFILING

Allows the user to file emails into Outlook folders accessible to the user. Once enabled the user can type

to filter (and select) available folders from the filing location dialog.

AUTOSAVE INCOMING BEMLS

Check the box to activate saving every incoming email.

NOTE-t hi s will only work for thetpmpilmamaimhbdbiolxbepx ocrilsass
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PATH TO SAVE INCOMIBIEMAILS

Use the browse button to select a system folder where all incoming emails will be saved. A UNC path may
also be specified here.

CREATE SYNC FOLDER®OR FILED AND ROUTEINCOMING EMAILS

When an email arrives, is auto saved and is then processed by the FileChimp taskbar application, the copy
of the email within Outlook will be saved to a FileChimp Sync folder with the name matching that of the
system folder where the email was finally saved to by the FileChimp taskbar application.

NOTE- Thi s option is available once you have enabled O6En:
NOTE- Itis rare that you would want to enable this feature on an active user mailbox. If you did

incoming emails would be organised into relevant subfolders within the FileChimp Sync folders

before the user became aware of the new emails.

AUTOSAVE SENT EMAILS

Check the box to activate saving every email you send.

PATH TO SAVE SENT EMLS

Use the browse button to select a system folder where all sent emails will be saved. A UNC path may also
be specified here.

CREATE SYNC FOLDERSOR FILED AND ROUTEBENT EMAILS

When you send an email, is auto saved and is then processed by the FileChimp taskbar application, the
copy of the email within Outlook will be saved to a FileChimp Sync folder with the name matching that of
the system folder where the email was finally saved to by the FileChimp taskbar application.

NOTE- Thi s option is avail abl e onmp $Syruc hRaoled eernsadb | ed O6En

ENABLE MULTIPLE MAIBOX PROCESSING

This allows email from multiple mailboxes to be auto saved and processed by the FileChimp taskbar
application. A licence is required for each mailbox to be processed.

AUTOSAVE ATTACHMENTGSF FILED EMAILS

If enabled, any attachment is automatically saved to the specified folder using the Attachment File
Name Template specified. The attachment also remains intact within the saved .msg file.

PATH TO SAVE FILEDMAIL ATTACHMENTS

Use the browse button to select a system folder where all attachments will be saved. A UNC path may also
be specified here.
NOTE- Attachments will be saved using the filename template for attachments. It is often useful to

include the senders email address or domain name to give the attachment more meaning.
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ATTACHMENTS FILENAMBEMPLATE OPTIONS

Customise the file name applied when saving attachments. Add fields by selecting the ‘+’ sign or
remove fields by selecting the field to be removed and selecting the ‘x’ icon. You can also change the
order of the fields by selecting a field and using the arrows to move it up or down. By default, spaces
are included between relevant fields. Create any number of date template combinations or simply
make use of the defaults provided.

NOTE - This does not affect the file name for the saved message file, which is specified separately.

ENABLE FILECHIMP SYR FOLDERS

FileChimp sync folders can be used for 3 different reasons —

i To keep a copy of emails filed to system folders in an organised manner within Outlook

9 To file emails with specific references added to the ‘title’ file attribute.

You may use sync folders with or without the FileChimp taskbar application. If you are not
wishing to sort the files further (other than to keep the same structure applied within sync
folders) you would most likely want to ‘replicate sync folder structure’. The opposite is also
true — you would not replicate the folder structure if you were planning to use the FileChimp
taskbar application to further sort the messages into system folders spread across the
network.

Once enabled a folder will appear in Outlook folders called ‘FileChimp Sync folders’. Sub folders can
be manually added here with specific references / project names or numbers. Any email dropped in
any such sub folder will auto save to the FileChimp Sync Folder dump path path as specified. In
addition, the ‘title’ file attribute of the saved file will contain the sub folder name into which the
email was filed.

Sub folders are also dynamically created when any one of these features are enabled —
Create sync folders for filed and routed incoming emails
Create sync folders for filed and routed sent emails

Create sync folders for manually filed and routed emails

LEAVE A COPY FOR SYN-OLDERS FILED EMAB

If you are using sync folder to file emails with specific references you can opt to keep a copy of the
filed message (setting enabled) or allow the file to be removed once successfully filed to the file
system (setting disabled).

REPLICATE SYNC FOLDES STRUCTURE

This is used where you wish to create the same system folder structure as you see under FileChimp
Sync folders within Outlook. Any sub folder created within FileChimp Sync folders will automatically
be created with the same hierarchy under the specified ‘Sync folder dump path’
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CREATE SYNC FOLDERSOR MANUALLY FILED KD ROUTED EMAILS

Where an email is selected and manually filed a copy of the saved email will be saved to the sync
folder with the same name as the destination folder where the email was saved.

SYNCFOLDER DUMP PATH

Use the browse button to select a system folder where emails added to sync folders will be saved. A UNC
path may also be specified here.

HOTKEYS

Specify hotkeys to call the Quickfile or File to location selection dialog

HOTKEYS QUICKFLE

Click in the box where it says ‘None’. Provide a key combination which you would like to use to
activate this function. We recommend using something like CTRL and z

HOTKEYS FILE TO

Click in the box where it says ‘None’. Provide a key combination which you would like to use to
activate this function. We recommend using something like CTRL and a

MARK FILED EMAILS

Check the box and select either ‘tick’ or ‘category’ from the dropdown menu. When category is
selected, each filed email will be marked with the ‘FileChimp’ Category. If ‘tick’ is selected each filed
email is marked with an orange check mark.

DELETE MANUALLY FILE EMAILS

When enabled manually filed emails will be removed from the relevant Outlook folder. Once deleted
you will find the email in Outlook deleted items.

NOTE - If you are using FileChimp Sync folders the email will not be deleted but will instead be
moved to the relevant FileChimp sync folder as expected.

DELETE AUTOSAVE EMAS

This is not recommended but is available for un-manned mailboxes where you wish to clear the
mailbox once mail is auto saved.

DELETE EMAILS FILEBY FILECHIMP ROUTER

This is not recommended but is available for un-manned mailboxes where you wish to clear the
mailbox once mail is filtered and saved by the taskbar application.

DELETE FILED EMAIL$FROM OUTLOOK AFTEROCDAYS

Specify the number of days to keep a copy of the filed emails within Outlook. After this time the
email will be purged from Outlook.
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PROMPT TO SAVE EMABLBEING SENT

When enabled the user will be prompted to file any email they send. The user will typically have the
option to ‘send only’ if they wish to proceed without filing the message or to ‘cancel’ should they
wish to return to editing the message. The filing prompt will re-appear each time the user selects
‘Send’ on an email.

YAhVWazZ5¢ jahBWZZESW] i ORCEFILISG c |

Will make it mandatory for the user to file every email that they wish to send

ALLOW USER TO BYPASSLING FOR INTERNAIMESSAGES

Allows a domain name to be specified which when matched on the recipients’ email address will
allow the user to bypass the mandatory filing requirement. This is particularly useful for companies
who wish to enforce email filing on all emails other than those sent internally between colleagues.

MAXIMUM NUMBER OF LOCHONS DISPLAYED INHE FILING MENU

Allows the user / administrator to specify the number of locations displayed in the ‘File Selection’
dropdown menu.

ENABLE USER TAGS

When enabled the user will be able to specify an additional field called ‘tags’ when manually filing
incoming or sent emails. These tags will be written to the ‘tags’ file attribute when the file is saved to
the destination system folder and can be used for identification and or by the FileChimp taskbar
application to process the files based on the tag entered by the user.

SHOW FILING HISTORM THE EMAIL PREVIEWOOTER (FC PRO)

Once an email has been filed using FileChimp you can select the email in outlook and review where
the email was filed to. Use the right click context menu to ‘Open destination folders’ which will open
the location where the email is filed and highlight the filed email.

FILENAME TEMPLATE OPIONS

Customise the system file names within the easy to use screen editor. Add fields by selecting the ‘+’
sign or remove fields by selecting the field to be removed and selecting the ‘x’ icon. You can also
change the order of the fields by selecting a field and using the arrows to move it up or down. By
default, spaces are included between relevant fields. Create any number of date template
combinations or simply make use of the defaults provided.

EMAIL LOGS & CONFIGHO SUPPORT

If you are having trouble and believe that FileChimp is not behaving as expected we may request you
to email us your Logs & Configs. If you require assistance and are an eligible for support please email
us at support@filechimp.co.uk
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This takes you to our website where you can find additional information and FAQ -
http://filechimp.co.uk/fag/

FEEDBACK

Provides the opportunity to leave feedback.
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TROUBLESHOOTING THHLECHIMP OUTLOOK ADIN

If FileChimp is visible on the toolbar but fails to operate as expected, please restart outlook and observe if
any mailbox errors are shown during startup. If any messages are displayed, please correct these errors
and restart Outlook once more to receive a fully functioning FileChimp toolbar.

If the a ddin becomes disabled, please follow these steps to re-enable FileChimpi

1. From the File menu selectdlanage COM addin$

2. Locate the FileChimp Outlook addinands el ect O Al ways. enabl e this

3. Close the O0Di-sadd edi €DMw Add

4. From the File menu select 6Optionso

5. Select Addins from the left

6. From the dropdown near the botton select 6 Di sabl ed it ems?®d

7. Check to see if FileChimp is listed, if it is select it and press enable below.

8. Click close to return to O60Outl ook Optionsé

9. You may now see FileChimp |isted as an inact
Addi nsd and 06Goébd

10. Locate6 Fi | edChinmpg he | i st and ensure the checkbox

11. The toolbar should now re-appear on the Outlook ribbon menu.

©
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Office
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Exit
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f@ Account Settings
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= Mailbox Settings
=
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Rules and Alerts
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Outlook Options

Gy 1l . N e L
Lkl View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-in Options.
Tasks
Add-ins
Search
Ve Name ~ | Location | Type
FileBucket Outlook Addin mscoree.dll COM Add-in
Advanced FileChimp Outlook addin file:///...okAddin.vstolvstolocal  COM Add-in
e Thhan Google Apps Sync for Microsoft Outlook® Addin CA\..le Apps Sync\gsync32 il COM Add-in
GoToMeeting Outlook COM Addin 4\G2MOQutlookAddin.dll  COM Add-in
Quick Access Toolbar_| | Microsoft Exchange Add-in INS\UmOutlookAddin.dll  COM Add-in
™ Microsoft SharePoint Server Colleague Import Add-in INS\Colleaguelmport.dll  COM Add-in
e OneNote Notes about Outlook ltems t\Office16\ONBttnOL.dIl  COM Add-in
T ety ko | Outiook Social Connector 2016 SOCIALCONNECTORDLL ~ COM Add-in
OutlookSpy Developer Tool \OutlookSpy\OutSpy.dil ~ COM Add-in
Skype Meeting Add-in for Microsoft Office 2016 oot\Office16\UCAddin.dll  COM Add-in
TeamViewer Meeting Add-In rMeetingAddinShim.dll COM Add-in
X1 Outlook RTI Addin 10utlookRTIAddin32.dll  COM Add-in
Zeroclik Outlook addin file:///...okAddin.vsto|vstolocal COM Add-in
Enal e Bt o2
Add-in: Conversation History Add-in for Microsoft Office 2016
Publish Microsoft Corporati
C ibili No ibili available
Location: C:\Program Files (x86)\Microsoft Office\root\Office16\OcOffice.dll
Description: Conversation History Add-in for Microsoft Office 2016
pgnage: Disabled ftems {¥] | Go.. 6
ok || Concel
Disabled ftems ? X
The items listed below are disabled because they prevented
Outlook from functioning correctly, or your system administrator
has disabled them through Group Policy.
Please note that you may have to restart Outlook for these
changes to take place.
Select the ones you wish to re-enable.
iAddin: mssphtb.dll &
Addin: 1.dll)
| If FileChimp is shown here select it 7
v
,;Ep)bkriw—-‘l 8 Close
ut]
General 2 < < i
I3 View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-il
Tasks
Add-ins
Search
Lagitage Name ~ | Location | Type <]
€ Appl -ins
Advanced Acrobat PDFMaker Office COM Addin Ci\..utlook\PDFMOutlook.dll ~ COM Add-in
BluebeamOfficeAddIn mscoree.dll COM Add-in
Customize Ribbon crm-now Outlook Addin mscoree.dll COM Add-in
x Easy Mail Merge C\...r Outlook\EMMAddin.dll ~ COM Add-in
ik el colbar FileBucket Outlook Addin mscoree.dll COM Add-in
Add-ins FileChimp Outlook addin file:///...okAddin.vstolvstolocal COM Add-in
» GoToMeeting Outlook COM Addin C\...7A\G2MOQutlookAddin.dll  COM Add-in
Trust Center M-Files Office Add-in 2015.3 (11.3.4330.134) in\x86\MFOfficeAddin.dll  COM Add-in
Microsoft Access Outlook Add-in for Data Collection and Publishing 6\ADDINS\ACCOLK.DLL ~ COM Add-in
Microsoft VBA for Outlook Addin C\...6\ADDINS\OUTLVBADLL ~ COM Add-in
vtigerCRMOutlookAddin.Connect mscoree.dll COM Add-in
X1 Outlook RTI Addin C\.X10utlookRTIAddin32.dll  COM Add-in
Zeroclik Outlook addin file:///...okAddin.vsto|vstolocal COM Add-in
-
Add-in: Conversation History Add-in for Microsoft Office 2016
Publicties: Mi it Corporati
C ibili No ibili available
Location: C:\Program Files (x86)\Microsoft Office\root\Office16\OcOffice.dll
Description: Conversation History Add-in for Microsoft Office 2016
|[Mgnaga COMAdd-ins ~| | Go.. || 9
[ ok Cancel

COM Add-ins

Add-ins available:

[] crm-now Outlook Addin
[ Easy Mail Merg:
[_|FileBucket Outl

[] GoToMeeting Outlook CORTTE
[C] M-Files Office Add-in 2015.3 (11.3.4330.134)
[] Microsoft Access Outlook Add-in for Data Collection and Publishing v

Location:

file:///C:\Program Files
Load Behavior: Load at Startup

IT Ltd\FileChi himp.O1
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WINDOWS EXPLORER INEIGRATION

A quick and easy way to make FileChimp aware of locations is to make use of the Windows Explorer

context menu. Navigate to Windows Explorer on your computer. Select a single or multiple locations

and right click to access the context menu. Here you can select ‘Add to FileChimp Locations’.

FILE ATTRIBUTES SAMEB BY FILECHIMP

Each time an email is filed by the FileChimp Outlook Addin (either manually or automatically),
additional attributes are added to the file.

To view the additional fields right click the header bar in Windows Explorer and select ‘More...’

%] ) = | UserGuide

£ Google Drive
[ Desktop
; Downloads

User Guide

Choose Details

Details:

[ Classification

[ client 10

[ Closed captioning
[[] color

Comments |
Company

[ company main phone
[ complete

D Composers

[1 computer

[ conductors

[ connected

D Contact names
[1 content created
|:| Content status

=]

Width of selected column (in pixels): 272

Select the details you want to display for the items in this folder.

Cancel

*

“ Home Share Wiew
“ v » ThisPC » Disconnected Metwork Drive (L) » FileChimp » User Guide
~ Name Date modified Type Size 3
v 3 Quick access Size All Columns to Fit
~8170123 User guide.docx Microsoft Word D... 1KB
AppData N . X R MName
05 20170123 User guide.docx Microsoft Word D... 64 KB
~ Dat dified
FileChimp 20160220 T 20170123 User guide.pdf Adobe Acrobat D... 533 KB ste moditie
_Emails Type
2016 ¥ Size

Date created
Authars
Categories
Tags

Title

Moreml

Enable the following additional file attributes —
I Authors — contains the senders email address

I Comments — contains sender and recipient email
addresses

1 Tags —contains any user entered tags and a reference
to the number of attachments included in the email

i Title — contains the name of the FileChimp Sync folder
used for filing
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FILECHIMP TASKBAR APLICATION

WHERE TO FIND IT

To access the FileChimp taskbar application locate the Chimp icon down near the time. Either double click
it to open the rule manager or right click it and select Rule Manager from the menu. It can also be opened
from the Outlook ribbon menu for FileChimp.

HOW DOES IT WORK?

The purpose of the FileChimp taskbar application is to scan each filename for a pattern, then locate the
matching string as an exact or partial match to a folder name within the destination path specified. Files
are then intelligently sorted into destination folders for the user automatically.

FileChimpconstantly monitors the source for new files and the destination path for new folde r names (or
changes) such that it can make near instant decisions on where to move files to accurately and efficiently.

FileChimp seeks to establish standard protocols within offices where consistency in file and folder naming
is key and files can be accurately processed if the key file name policy is adhered to. This is also
advantageous in that the rules and process is established and set from the outset meaning that it does not
need to be revised each time a new project or client is taken on.

TYPICALUSE CASEEXAMPLE

An example of what FileChmp is capable of is shown below i

Source folder i C:\FileChimp Source Foldey
Destination folder - M:\
Source file name1 1675 Green lane.msg
OR
Green Lane Tender ref 1675.docx
OR

Expenses 1675 Green Ln.xIsx
Pattern Used - Advanced numerical pattern match 600006

Other criteria - Partial match as we know our project number will form only part of the
destination folder name. We want to m ove the file from the source to
the destination folder (it will not leave a copy behind).

Final Destination path 1 M:\Documents\Projects\ Tenders\1675 Green Lane Mall Construction

Expected behaviour -
1 A user saves a new file (source file name) into the source folder.
91 FileChimp readsthe rule to determine the rule criteria and to process the file name against this. In
this case FileChimp is only interested in 4 digit numbers so it parses the file name to determine
the desired match is 0167506
1 FileChimp analyses the folders in the destination folde r \® M:
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T FileChimp scans the known folders within the desti
T FileChimp finds the destination folder 61675 Green
there.

NOTE- A numerical match is just one of many possible options but the im portant note is that the source
file name (or file attributes) must always contain part of your destination folder name. This match could be
a number / a string / email address / domain name or any combination.

FILECHIMP PROFILES

FileChimp can monitor multiple source folders but each source folder is saved in a different profile. Each
profile can contain one or more rules each with their own destination path and associated criteria. The
user must specify criteria by which FileChimp will determine which destination folder to move or copy the
message to.

By default, the user will create the first profile by completing the required values. It is possible to create
multiple profiles as required, simply seruligegt 6Create N
profiles are required.

CRITERIA FOR EACH RB¥ILE

Source folder (there can only be 1 source folder per profile)
Rule or Rules (multiple rules can be created with each profile
Each rule contains’ Destination folder - this is the path to the paren t folder where FileChimp
should look to find potential matches to move or copy new files to.

A sub folder path (if relevant) . This is the relative path you wish the file
to be moved to once the destination folder match is found.

Move or copy the file (mandatory selection). If you wish to leave a copy
of the file in the source folder select copy, if you wish to find the only
copy of the file in the destination f ol

Partial or Exact match the folder name (mandatory selection).

Select partial match where the matched string will form a partial match
to the destination folder.

Select Exact match where the matched string will match the destination
folder exactly.

Basic rule criteria or Advanced Rule pattern (one option must be

selected)
Overwrite files (optional)
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CREATING MULTIPLE PRFILES

Mul tiple profiles are created by selecting the 6Profil
NOTET this is only required once the first default profile has been completed and you need to monitor a
second source folder.

%74 FileChimp profiles

Profiles | Settings

Create Mew Profile

Delete Current Profile

Minbo:
Apply Profiles

Export current profiles
Import profiles

Ci\lUsers\sean\Documents\FileChimphinbox

DELETING PROFILES

Redundant profiles are deleted by selecting the o6Profi
cannot delete the default profile which is created first. If you no longer want it to process files please just
clear delete all rules.

74 FileChimp profiles

Profiles | Settings

Create New Profile

I' Delete Current Profile |
Ik

Apply Profiles
Export current profiles

Import profiles

CA\Users\sean\Documents\FileChimpInb:

IMPORT / EXPORT PROEES

If you need to migrate from one computer to another or wish to keep a copy of your profiles you can
i mport and export profiles from the 6Profilesd menu.

#74 FileChimp profiles

Profiles | Settings

Create Mew Profile

Delete Current Profile

Mribe
Apply Profiles

Export current profiles

Import profiles

ChUsers\sean\DocumentsiFileChimphlnbe
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BASIC PATTERN MATCHNIG

[match] Matches what is found between [ ] within a file name

Title attribute Matches what is found in the title attribute of the file name

Tags attribute Matches what is found in the tag attribute of the file name

Email Addresses Matches any email addresses found in the file name

Comments attribute Matches what is found in the comments attribute of the file name

Domain filter Matches domain names which are found in the comments attribute of the file
name.

Avoid using basic matches where your destination folder path contains duplicate generic words or
duplicate folder names (albeit in different paths). In cases where more than one folder is matched the file
would be copied to ALL matching destination folders.

ADVANCED PATTERN MATHING

Type a 0 for each numeric digit to be matched

Type an 6ad for each alphabetical character to
Enter special characters are they would normally be found.

If you need to match something explicitly use square brackets eg. [12]00

Match string values by order using <> eg. <1,3> would match strings 1 and 3

FILECHIMP TASKBAR APLICATION SETTINGS

To access the settings right click the taskbar icon and select
6Settingsd from the menu.

Rule manager

Folder Maintenance
Delete unmatched files permanently Enable the setting and set a whole number or fraction to
after XX hours delete unmatched files from the source folders after a

period of time

Recycle unmatched files after XX hours  Enable the setting and set a whole number or fraction to
send unmatched files from the source folders to the recycle
bin after a period of time

Launch application at Windows startup Enable this to force FileChimp to start when Windows starts

Unlock to access policysettings Set policy settings for deployment to multiple users
(supported on purchases of more than 20 licences)

mat ch
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EXAMPLESOF BASIC PATTERN MFCHING

FILING BASED ON CONANTS FOUND BETWEEN][IN A FILENAME

When using this option you are asking FileChimp to determine its destination folder name from what is
found between [ ] in the file name.

Examplei 1 f the file name provided is ©mHks5g3ljtten a new docum
FileChimp will only be concerned with folders thatcontain 6 Ri dge Rd©o.

Typical usei A user can enter specific text in the subject of an email to ensure that the correct network
folder is located for filing the message into.

A typical rule would be configured as shown below i

€3 FileChimp profiles — ]}
Profiles  Settings
EULA
[ C:\Users\sean\Documents\FileChimp\Inbox v Help
Settings
Select Source Folder To Monitor
C:\Users\sean\Documents\FileChimp\Inbox
Path Match Mode Pattern OverWrite Add Rule
L:\_Emails Partial match Move Yes Delete Rule
Edit Rule
(%] FileChimp rule constructor X
Export Profile
Select Destination Folder
i 2 2 i Import Profile
[] Add subfolder path -
O Copy File @ Partial match [match ] Overwrite files
® Move File () Exact match e’ Attribute
Tags Attribute
Email Addresses
Comments Attribute
Domain filter
Advanced
Rule pattern
[] Use pattern [_] Match file extensions
Cancel l | Save
FileChimp v2.3.22
Indexing completed. 40 folders found.
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TITLE ATTRIBUTE

The Title attribute is used to store the name of the FileChimp Sync folder where the email was dragged or
moved to.

When the file is auto saved to the FileChimp Sync path dump folder it will add the outlook folder name to

the Title file attribute as shown. This can then be used by the FileChimp taskbar application to determine
the destination folder.

L

Mame Tags Date modified Size Title
=1 160310 133823 Filechimp Download from jo.ed... 27/01/,2017 08:47 17 KB | FileChimp
=1 160310 145508 You have been sent some files (... 2700172017 08:47 17 KB L FileChimp

If you wanted to file the email to the same folder name in the system folders you first need to enable
FileChimp Sync folders and set a destination path for the Sync Folder dump path within the Outlook
settings i

%% FileChimp Qutlock Addin settings — O *
@ FileChimp Outlook addin v2.3.22 2 | [ Licensing info | | EULA

[+| Leave a copy tor Sync Folders filed emails
[] Replicate Sync Folders structure
Create sync folders for manually filed and routed emails

Sync Felder dump path
CAUsers\sean'\Documents\FileChimph\Sync Folder Cutput |:|

Next, create a rule like the one below using the sync folder dump path specified in Outlook and the Title
attribute to tell FileChimp which destination folder to look for T

¥ FileChin

Ty
|

O

*

| rofiles  Settings
|

Cancel Save

EULA
C\Users\sean\Documents\FileChimplSync Folder Out ~ Help
Settings
Select Source Folder To Monitor
C\Users\sean'Documents\FileChimp\Sync Folder Output
Path Match Mode Pattern CwerWrite Add Rule
L%_Emails Partial match Mave Yes Delete Rule
%3 FileChimp rule constructo = Edit Rule
Select Destination Folder Export Profile
L _Emails Import Profile
[] Add subfolder path -
) Copy File (® Partial match match QOverwrite files
® Move File ) Exact match Title Attribute
Tags Attribute
Email Addresses
Comments Attribute
Domain filter
Advanced
Rule pattern
[] Use pattern [] Match file extensions
FileChimp v2.3.22 | |

Indexing completed. 40 folders found.
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TAGS ATTRIBUTE

The tags attribute is used by the FileChimp Outlook addin to store user entered tags which can be used by
the taskbar application for determining the correct destination folder.

In FileChimp Outlook settings enable User Tagsi
CriLer Quirmiairi rigrine

Maximum number of locations displayed in filing menu ‘20 |

Enable user tags

Filename template options

Email Logs & Configs to support OK Cancel

Once enabled, the user will be prompted to enter tags each time an email is filed —

B} Select filing location = O X
Last used locations

: Jser tags
|HR

| T
& L\_Emails\FileChimp

-
& L\_Emails\Suppliers Invoice X
& L\_Emails\Filebucket b 4

A

& L\_Emails\DataQ

Browse Just send message CK Cancel

When the email is saved in the file system the tag is added to the ‘Tag’ file attribute —

Name Tags Date modified Size Authors

1 170126 184151 | have added some user tags to this filed email.msg HR 26/01/2017 18:42 25KB  Sean Mclnnes <sean@Iatitude-it.net>




This can now be used as rule criteria by selecting the relevant check box —

Select Destination Folder

‘L:\_Emails ‘ Browse
[] Add subfolder path -
O CopyFile @ Partial match | | [ match] Overwrite files
@® Move File O Exactmatch [ Title Attribute

V| Tags Attribute .

Email Addresses
| Comments Attribute
_| Domain filter

Advanced
Rule pattern

[T] Use pattern [_] Match file extensions

Concel | [ sawe

&3 FileChimp profiles - [} 4
Profiles  Settings
EULA
‘ C:\Users\sean\Documents\FileChimp\Inbox v l Help
Settings
Select Source Folder To Monitor
|C:\Users\sean\Documents\FileChimp\Inbox ‘ Browse
Path Match Mode Pattern OverWrite Add Rule
L\_Emails Partial match Move Yes Delete Rule
(@] FileChimp rule constructor X

Export Profile

FileChimp v2.3.22

Save and Run

Indexing completed. 40 folders found.
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EMAIL ADDRESSES

This option will filter any file name for relevant email addresses and match this to destination folders to
determine where to place the file.

Source file name 1 Please contactnewcontact@filechimp.co.uk to book a demo.msg

Destination folder it would match i newcontact@filechimp.co.uk

NOTE! this should not be confused with filing emails based on the sender/recipients email addresses i
please refer to the comments attrib ute for filing emails based on sender/recipient email addresses.

% FileChimp profiles

Profiles  Settings

C:\Users\sean\Documents'\FileChimp\inbox w

Select Source Folder To Monitor

CAUsers\sean\Documents\FileChimpinbax

EULA

Help

Settings

Path Match Mode Pattern
L\_Emails Partial match Move

%9 FileChimp rule constructor b4

Select Destination Folder

[] Add subfalder path -

) Copy File (@ Partial match [ match] Overwrite files
@ Move File O Exact match Title Attribute
Tags Atfribute

Email Addresses
Comments Attribute
Domain filter

Advanced
Rule pattern

[] Use pattern  [] Match file extensions

CverWrite

Yes

FileChimp v2.3.22

Add Rule
Delete Rule
Edit Rule

Export Profile
Import Profile

Save and Run

Indexing completed. 40 folders found.


mailto:newcontact@filechimp.co.uk
mailto:newcontact@filechimp.co.uk
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COMMENTS ATTRIBUTE

The comments attribute is used to store the email addresses of the sender and recipients of the email.

When the file is manually saved or auto saved, FileChimp willadd the the relevant email addresses to the
Comments file attribute as shown. This can then be used by the FileChimp taskbar application to
determine the destination folder.

1 Expected matching folders would contain email addresses.

1 A copy of the email would be stored in every match found on your network. Typically this works
best for users who have clients or consultants who each have their own network path and are not
repeated across multiple projects.

| ¥ FileChimp profiles o o »
l Profiles  Settings
|
EULA
C:\Users\sean\Documents\FileChimp\Inbox ~ Help
Settings
Select Source Folder To Monitor
C:\Users\sean'\Documents\FileChimphinbaox
Path Match Mode Pattern CverWrite Add Rule
L_Emails Partial match Maove Yes Delete Rule
& FileChimp rule constructor x Edit Rule
Select Destination Folder BpEhe

L_Emails Import Profile

[] Add subfalder path -

() Copy File @ Partial match [ match] Overwrite files
@ Move File () Exact match Title Attribute

Tags Attribute

Email Addresses

[¥] Comments Attribute

"1 Domain filter

Advanced
Rule pattern

[] Use pattern [| Match file extensions

FileChimp v23.22

Indexing completed. 40 folders found.
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DOMAIN FILTER

The Domain filter parses the Comments attribute for domain names. These are then used by the
FileChimp taskbar application to determine the destination folder.

Expected matching folders would contain domain names eg. filechimp.co.uk or latitude -it.net

l Profiles  Settings
|

[#] FileChimp profiles

Ci\Users\sean\Documents\FileChimpiinbaox “

Select Source Folder To Monitor
C\Users\sean',Documents\FileChimphinbax

EULA

Help

Settings

L\_Emails

FileChimp v2.3.22

Match Mode
Partial match Move
[] FileChimp rule constructor K
Select Destination Folder
[] Add subfolder path -
© Copy File @ Partial match [ match ] Overwrite files
® Move File () Exact match Title Attribute
Tags Attribute
Email Addresses
Comments Attribute
Domain filter
Advanced
Rule pattern

[] Use pattern [] Match file extensions

CverWrite

Yes

Cancel

;

Add Rule

Delete Rule

Export Profile

Import Profile

Indexing completed. 40 folders found.
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ADVANCED PATTERN MATHING EXAMPLES

MATCHING A PROJECTUBMBER

If your office uses project numbers to file emails then it is possible to use an advanced rule to specify a
number of digits FileChimp should look for to determine the correct system folder for filing. An example is

shown below for matching any 4 digit number.

| %23 FileChimp profiles — O X
l Profiles  Settings
|
EULA
Ci\Users\sean\Documents\FileChimp\inbox w Help
Settings
Select Source Folder To Monitor |
CAUsers\sean'\Documents\FileChimp\Inbox Browse |
Path Match Mode Pattern CverWrite Add Rule
LA_Emails Partial match Move Yes Delete Rule ‘
7 FileChimp rule constructer * ST
|
Export Profil
Select Destination Folder m |
L\ _Emails Import Profile
[] Add subfalder path -
) Copy File @ Partial match [ match ] Overwrite files
® Move File ) Exact match Title Attribute
Tags Attribute
Email Addresses
Comments Attribute
Domain filter
| Advanced
Rule pattern
|ooog |
Use pattern Match file extensions
FileChimp v2.3.22

Indexing completed. 40 folders found.

NOTET The rule can consist of any number of alpha / numeric characters and symbols. Simply replace
any numerical diagvedar wiltét taero 0wWi tam an

can enforce certain charaters by using [ ].

6adb.

Here is a table of sample network folders and what patterns might be used to match them

Symbol s

Folder name Recommended Pattern
1372 Ridge Road 0000
AN906821 Negligence claim aa000000

17-8976 Jack Jones vs ABC Lighting [17]-0000

ar

e
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If you are troubleshooting FileChimp we recommend taking the following actions i

1 Check for anti-virus interference and create a white list entry for the FileChimp program files
directory eg. C:\Program Files (x86)\Latitude IT Ltd\FileChimp

9 Start with a basic rule and some simple local folder structure.

1 Create some sample destination fdders in a local drive before extending your rules to work with
network drives and production folders.

1 Setyour rule to move files T itis easier to see if FileChimp has taken action if the file is moved
rather than copied.

1 Create a simple text file and copy or move this to your source folder. You can cut and paste the
file in and out of the source folder repeatedly whilst making changes to rules, checking each time
to see if it works.

1 Select a Rule within FileChimp. The indexed folder count should displayin the bottom right hand
corner of the FileChimp profiles window. Check to see if the folder count changes for the
destination folders when a folder is added or removed from the destination. If the count does not
change it either cannot detect changes on the destination volume (some linux based Synology
NAS devices etc.) or the index has corrupted.

1 Advancedi Monitor the log files to note the results of action taken by FileChimp. You can find the
logs in each users profile (C:\Users %username%\AppDatal LocakFileChimp Logs\Application.log)



T FileChimp

TROUBLESHOOTING AUTGAVED EMAILS

Use this guide if you have successfully auto filed emails previously using the FileChimp Outlook addin ard
taskbar application. You may also refer to the individual addin and application troubleshooting steps.

If you are auto saving emails both components of FileChimp are required for successful filing of emails to
destination folders. To troubleshoot furthe r you must isolate which component is failing to determine
possible causes. Here are some troubleshooting steps and questions to aski

1. Check the auto save path specified in the Outlook addin settings. When a new message is sent or
received does it appear as expected in the Inbox/Sent/Sync folder auto save path?

2. Open the taskbar application. Select your Rul e.
Profilesd window you should see a folder count
discovered in this destination folder. Keeping this window open, open windows explorer alongside
the application. Create a new folder in the destination path as viewed in FileChimp. Does the
folder count change? Similarly, you can remove a folder and the folder count should drop. Be
aware that if this is a network folder there is a chance that others may also be creating or deleting
folders at the same time which may affect the folder count. However, the goal here is to see that
changes are being detected. Are folder changes detected?

3. Ifthe steps above are both working as expected check the logs to see if new files saved to the
auto save folder were detected. You can find the log files here -

C:\Users %username%)\AppDatal LocakFileChimp Logs

Thereisalogflefor t he Outl ook addin called 6Addin. |l ogb
application called 6Application. |l ogb.

Within the addin log can you see the file being auto saved?

Within the application log can you see the file being detected?

4. Is your computer set to go to sleep or hibernate? FileChimp communications can be lost and it
may be necessary to restart the taskbar application and Outlook Addin to re -establish
connections.

5. Confirm which anti-virus you are using and that FileChimp is not being blocked by recent changes
or updates.

6. If you are entitled to support, please send the logfiles and configs to support. You can do this
from the FileChimp outlook settings. Locate the button at the bottom of the window. Please follow
this up with an email to support@filechimp.co.uk providing an example of an email or file that did
not file as expected. Include the answers and observations made in relation to the
troubleshooting steps above. The more information you can provide the better we can help you.

Where applicable please provide screenshots.

7. If you would like us to troubleshoot the problem for you directly on your computer, please

purchase a support instance here - https:/filechimp.co.uk/premium -remote-support/

I n
nd
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NETWORK DEPLOYMENT

It is possible to create central configurations for both the Outlook Addin and the taskbar application
settings to create consistent deployments across offices. These features are available to FileChimp
Pro users.

INSTALLATION

FileChimp is provided as an MSl installer which can be deployed using GPO policies or 3rd party
deployment tools.

CONFIGURE AND LOCKIEECHIMP CONFIGURATNS

Both the Outlook Addin and the taskbar application have administrator controls to configure and
lock any available setting. Access to the restricted configuration areas are provided to the purchaser
by request.

CENTRAL CONFIGURATNBY REGISTRY KEYS

9 Firstinstall and configure FileChimp as required on a standalone machine.

9 Create a network share to store central configurations. This share must be accessible to all
computers you wish to deploy FileChimp to.

9 Save the configuration from the addin and the application to the network share.

9 Deploy a registry patch specifying the shared configuration locations for the addin and the
app.

I Create a new KEY value.
HKEY_CURRENT_USER\SOFTWARE\Latitude IT Ltd\FileChimp\Configuration

9 Create a new string value for each configuration, supplying the full path to the network
share and filename.
FCADD_CENTRAL_CONFIG_PATH
FCAPP_CENTRAL_CONFIG_PATH

CENTRAL CONFIGURATMBY LICENCE SERVER

You can also apply central configurations by licence. Simply send us the full path to your
configurations and let us apply it to your licences. Each licenced computer will collect its
configuration each time it restarts.

NOTE — FileChimp central configuration is applied by hierachy (the first configuration found will be
applied)

Central Licence Server Values
Registry Keys

Locally specified central path
Local configuration

PwnNnpeE



) FileChimp

LICENSING

By default, we assign the WAN IP (gateway) address from your original download to your licence. In
most cases this allows for ‘automatic’ activation. If this does not work, you may need to apply a

serial number manually.
To manage licences, follow these steps -

1. Right click the taskbar application and select ‘Settings’
2. Inthe bottom left corner of the window select ‘Licensing Info’
3. Manage the licence by selecting the desired action you wish to apply.

If you would like to transfer a licence from one computer to another you must first ‘revoke’ the
licence on the first computer which will enable a new activation from a second computer.

%7 FileChimp licensing info — O b4
FileChimp has been successfully activated on a full licence,
Registered to - Latitude [T Licences

Valid for - 100 installations

Expiry/remewal date - 20/08/3016

Licence Description - Pro

=) Activate by serial number

25 Activate by IP address

‘i Generate offline activation request

_ - Revoke license activation




