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Email management and productivity tools for Microsoft Outlook
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Filing, Scheduling, Subject Editing

Enhanced Email Sending Form

= Send, File & Print | 3 Schedule Task | 7] Schedule appt |
= File and Schedule Appt/Task

2 Force Filing on Send O Subit Lo grerent
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. . O Fiing Orly - (& Fil endi | | GBetas Detaul Mods
0 Enhanced Email Reading Form e G Pt
# 3 Recent Locations [ E e ey
. . B4t Mailbax - Florin Boiangiu [l
= Close, File &Print S
afr =
»  Schedule Appt/Task =
B Ercimt
ope . ' [23 Management 1
2 Recently Used Filing Locations S g )
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Team [ Delete:
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Attachments Conversion

Rename and/or convert single or multiple
email attachments into PDF/ZIP

2 Order, combine and bookmark multiple [TpoF ttachments 3|
attachments into a single PDF document ] Contine
While Composing email Select Attachments: l l.l 1t
Filename Size
E-'j Conzultancybgreement. doc E3 KRB
o Protect and secure the converted PDF ) Ceredercsheenertdoo o

attachments by preventing copying,

. . . . N Blec achments to Lompress
mOdIfyIng or prlntlng and/or by USIng Select attachments to compress:
read password security Fiename S
B3KE
. . o [v] B Confidentialityt.greement. doc
0 Maintain corporate ownership of secured oty eenen. =t
PDF content through centrally managed
owner password E—
Lancel
0 Combine, compress and secure
attachments into ZIP while composing
. Filename:
émal I | Cansultancydareement + Enclosures.zip |
[ 0K ] [ Lancel ]
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Email Privileges Management

2 Force Importance, Sensitivity, and

< |mportance———————

Permissions when Sending & Filing High
.. ~Impottance | e ‘
a Set SenS|t|V|ty |Nu:urma| - Senzitivity
‘ | | Confidential
- Normal ~ Senzitivity [ Parrissi ‘
- Permissions
= Personal | Frivate | [] Dizable Reply
. - Permizzions Dizable Reply Al
" Private [ ] Dizable Reply Dizable Forward
. Confidential Dizable Reply Al
[ ] Dizable Fonward

0 Control Permissions
= Disable Reply
= Disable Reply All

(i}
sentowithy High imporkance,

= Disable Forward
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Outlook Signatures Management

tember OF || Digkin ” I\gessags Queuing Usgr Ee[ ficate:

|

| Enviorment | Sessions | Remate cantrol |
| Terminal Services Prafile | COM+ | UMK Atributes |
|

General || Address ” Accoyng.” Pmﬂ_edj Telephones Organization

Telephone numbers

= Integrates Outlook signatures with Microsoft
Active Directory (AD)

= Manage user signature details through AD

Horme: | | Other....

. . Pager  |+B1233338000 | [ other..,

2 Intelligent Outlook signature template support e Conen e
Far |+612 9993 8039 | [ other. ]

« Optional AD fields — Com]

= Hide specific AD fields per user tlce

b il
;!‘E PEACE[CDMPANY_NAME, “intdail< Company'] = |
REPLACE[BUSINESS_TELEPHONE_NUMBER. GE T[MarketaP,
. . . . BUSIMESS_TELEPHONE_MUMEER])
d IDE[MOBILE
= Define custom signature fields in AD T
<finMail=s

= Alias fields replacement

[ J [ Coeel ][ sopy |

o Multiple Outlook email signatures support

0 Define default Outlook signature per user — [Fosussa o L5k

Fle Edt Format View Help

. [[OPTIONALCFIRST MamE, “$0}"2]1] [[oPTIOMAL(LAST MAME, “{0}")]]
2 Update signatures when Outlook starts | ERE AR A

[ [OPTIONAL(EUSINESS TELEPHONE_NUMBER, "Direct: {0}")]]
[[OPTIONALCPAGER, "Phone: {0}")7]

o Off-line Outlook email signature support R e R ST
[[oPTIOMALCEMAIL, "Email: {0}"2]]
Internet: www.digitus,com. au

© Copyright 2010. Digitus Information Systems Pty Ltd |

inMailX

inMailX is a registered trademark of Digitus Information Systems Pty Ltd in Australia and other countries. All third-party trademarks are the property of their respective owners. I |



Quick Text Capabilities

Save common sentences/paragraphs as Personal
Quick Text

2 Centrally maintain and deploy Global Quick Text
across the firm Faaatee o

o Favourites feature allows individual users to g:;‘:mm |
create and maintain their own list of Personal - Grove
and/or Global Quick Text links o e e
(&) New Group
2 Minimise typing recurrences Cosurs Reques
Sentence:

Please be adviced that the office wil be closed from
1pm. Ary request recieved after this time will be
promptly dealt with the following business day.|

[Personal » | [ Add Text “ M:
Merger and Acquisiion »

[ Franchise Agreements 3

[ ok ][ canca |

[ Joint Venture Agreements »

Rights Agreements 3

[ Stock Option Plans b i Personal + Global» | [EL Add Text [5] Manage [ Refresh

|' Incorporation Certificates b
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New Contacts Management

Add new recipients to Contacts when
. . mman emnings
sending email — =

Scheduling Enable
Fomarding
. . G Add Recipients on Send
o Define Contacts Folder for saving new e s ——
« . Frining Exclude Exchangs Contacts
reC| p I ents B ?lolxshmenls taximum recipients to be added
. - Quick Text Gave Path

D M u Itl ple Save Modes 3 gi:tllvnai:.ues |Mawlhox - Flarin BoiangiuyContacts ‘ [ Brawse ]
Mavwigation
Environment Save Mod

= Auto Save © tuosere
() Open Contact(s]
. . (O Edit Using inMail¥, Contacts E ditar
= Edit with Outlook
= Edit with inMailX

m !H'Il EUI’IIBC!S E

Morinb@amou.comau | Email Addiess: |f|Drinb@amUu.cUm.au

Full Mame: |Flnnn B oiangidd
Company: |am0u.c:0m.au

|
|
Job Title: [ |
|
|

Eusiness Phone Mo |
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Corporate Forms Deployment

Standardise and deploy corporate email forms
= Out of the box Phone Message form
0 Update email forms each time Outlook starts

o Off-line forms support

i Ble Edit Yew Insert Format Tools  Actions  Help

| [ 8 sl B 1 ] (= B LU |% = =
Send, File &.Print | = Send & Print | B Send, Print & Delete | S Send & Delete &

@ Phone Message

0. | | |

Ce..o I | ‘
Subject: |Call from Andrew Smith (Smart Legaf) 9576 1234 - RE: Consultancy Agresment |
Caller Hame:  [ancrew: Smith Company:  [smartLegal
Phone Number: [sz7s 1234 Reason: |Consultancy Agreement

¥ Telephoned I will call again ¥ [Flease call]
[ Returned call T will return [~ Flease see me
I~ wasin I Left Package Iv Urgent

E

]
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Enhanced Outlook Notification

2 Read, Reply or Forward Fie |-
wick, File
= Read, Mark as Read ;EMF ’
= Reply, Reply to All, Forward File & Print. .
- PrinE

0 Ability to Quick File, File, File & Print, Print iRead ||

2 Schedule Task/Appt/Meeting, Flag or Delete Message S Read

i=1| Mark As Read

2 Open individual attachments directly from the Notifier

Feply
2 Scroll and read the message without opening Farward
Forward As Attachment
| Task :l
| Schedule Task
% e
-1 £Forin Boiangiu <FlorinB@digitus.com.au> T

W(2) Confidentiality and Consulkancy Agresments

Attached are the confidentiality and consultancy agreerments fiar
wour review and execution,

Faollow Up Today
Faollow Up Tamorrow

Follows Up This Week

[

|@Read |v| |%File |v| ||ETask |v| |@Delete | | # Close

4

Fallow Up Mexk Week
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Advanced Message Printing
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Print cover page, message and/or o
attachments in one action e
0 Auto-print incoming emails and/or e
attachments
0 Works based upon user defined rules
elect Attachments to Prin T et oty o s
Select attachments to Print ﬁ.ﬁmﬁ:@mm“m e m—
Filename Fr—
@l Corfidentialitytygreement. doc
Conzultancyudgreement. doc
ETETE|
Sender(s): [
Recipient(s): Ly
Subject [y ]| '
[] Case Sensitive x
Print To: | Brother-HP L4000 PCL LAN E—
Print Message Prirt; [] Cower Message Ok I [ Cancel ® =
[] Print Attachments rc
[ oK ] [ Coned | E
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Optional inMailX Connectors

2 Enhance Outlook capabilities of filing emails, tasks and
appointments into third party DMS and other repositories

o Available Connectors for: e - |

= 3 TRACKFILE OK
W k i * 3 00023.0001 - Lease Agreement ;]
a orkKsite 3002450010 -Partnersip.
m
2 Worldox
{D WORLDOX }
1 |- WORLDOX.
D Tra c kfl I e ° 1 <Manually Prafile: ﬂ]
{23 00007 0060 Trust Agresment
3 00123.0014 Retirement Plans

© Copyright 2010. Digitus Information Systems Pty Ltd |

O File System
Select the destination Session:
| TevDvMaso? =]
D LaWMaSter Select the destination folder:
E-% I atter Worklist 1=
Locus Affinit =
[+ 00703.0030 - Clifford Trust
D Ocu S I n I y F‘: 00003.0790 - Cust for Gary Melzer -]
[—]E Iy Matters
. . EI E 00003.0730 - Cust for Gany Meltzer
2 MYOB AE (Viztopia) e
123 Other
=l 00103.0030 - Clford Trust o
D) Emals Cancel
2 MYOB Insolvency D e Lo ] —
=[5 0O0147.0010 - Estate Planning g —
Eh Emails b |
1 = 38) My Favorites
D S h a re POI nt E 007147.0010 - Estate Planning m
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inMailX Benefits for Employees

2 Saves Time

o Efficient filing of emails, and scheduling of appointments and tasks
2 Minimised typing recurrences and streamlined printing

2 Enhanced document management and file system integration

2 Increased Productivity
2 Send, File & Print or Close, File & Print in one simple process
o Efficient attachments PDF/ZIP Conversion and/or Rename

2 File messages with meaningful subject for easy retrieval

2 Improved Time Management
o Easily schedule follow-up appointments and/or tasks

2 Ability to file messages into existing tasks or appointments
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inMailX Benefits for the Company

2 Enforce Corporate Email Policies and Reduce Costs

- Force message sensitivity, permissions and filing of sent emails
o Standardise corporate email signatures using Active Directory*

2 Set global PDF conversion policies, and deploy corporate email forms

0 Empower Users and Increase Productivity
0 Schedule Task/Appt when reading or filing emails
2 Rename, convert, combine and secure email attachments into PDF

0 Set PDF passwords, disallow content copying, modifying and/or printing

2 Control User Functionality
= Control user access to individual product features

o Prevent individual users from changing specific settings
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Customer Testimonials

“Each day | spend around 50 minutes managing emails. With inMailX, | save valuable
time and can send, file and print emails (including attachments) with just one click.”

“inMailX forces me to organise my emails. Every time | send an email, | am prompted
tofile it. In my profession, it is vitally important to be able to easily locate and retrieve
emails.”

"Just a quick note to let you know that | am really enjoying the use of the task creator
you have added to inMailX. It makes it easier to keep track of pending matters."
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