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Introduction

This document guides you through the features and functions within DocMoto’s Email Importer Application.
The Email Importer Application enables businesses to intelligently:

1. File Emails directly from the businesses’ email server into appropriate folders in DocMoto — without user
intervention.

Archive Emails.

Create standard rule sets that can be applied to all (or some) users.

Create pattern matches for mailboxes, including IMAP Public Folders.

Exclude Emails from import.

De-duplicate emails.

Attachment management.

Index content on emails and attachments.

®© NV A WN

Examples are listed throughout the guide along with helpful tips & tricks, screenshots.
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The Administration User Interface:

The administration user interface for the Email Importer Application is available to administrators and users
depending on the configuration. The majority of this manual is applicable to administrators but also covers certain
user based functions.

To open the Email Import Configuration, select from the Admin menu as shown in Fig. Email Import Configuration —
menu item.

Fig. Email Import Configuration - menu item:

@ DocMotoClient File Edit View Reports Server [EFING Window Help BHms H 3 MFT L E Thoss Q @ =
ece Change My Password X &P B Contents
" r Empty My Trash y -
< 192.168.2.181 2 & £ Email Import Configuration 2 s % A2
Back leo New Folder Chock-ln Check-Out cu;ﬁ‘ Email Import Passwords | Views Attach  Favourites Shares  Refrosh Soarch

The Email Import Configuration administration user interface is presented as shown in Fig. Email Import
Configuration —interface.

Fig. Email Import Configuration - interface:

[ lient File Edit View Reports Server Admin Window Help BMr H @A L E Th!02 Q @ =
e [ Contents
192.168.2.181 [ { & Py
Back oo Now Folder Check-ln Check-Out Quick Look Add Create Versions Views Attach  Favourites  Shares Retrash Search
] - ot rccors 3 [T
> U". Connection Templates £3
» Standard Rulesets ) +}
S bt ’ EMAIL ACCOUNTS
{r v
d) (9
— (a)
: (b) Cancel Save All Changes

5 192:168.2181 5 i Contents

17 items G

(a) Email Accounts — Add and manage email account settings for your users. Minimise repetitive tasks using
Connection Templates.

(b) Connection Templates — Add and manage connection templates. Connection templates streamline the process of
adding email accounts and monitored mail box folders.

(c) Standard Rulesets — Add and manage rule sets. Rule sets filter and process messages by a series of rules. Use rule
sets for common tasks such as filtering blacklists.

(d) System — Add and manage mail import settings.

Note: When the Email Import Configuration interface is presented the four sections are expanded to show the
content. The screenshot illustrates the four main areas of configuration in one screen. Administrators can expand and
contract the areas as necessary.
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System - Email Import Configuration:

The System section of the Email Import Configuration deals with:

Mailbox Patterns — Unique pattern matching for mailboxes (user based mailboxes or public mailboxes).
File-By Definitions — Unique pattern matching for filing emails.
Schedules - System schedules for polling the email server.
Defaults — System defaults for:
a. File By.
Folder.
De-duplicate.
Attachments.
Tag.
Tag Value.

pPUWN=

mpongm

Fig. System — Defaults:

@ DocMotoClient File Edit View Reports Server Admin Window Help Brms H P@F LD Thn:aa Q G =
o) [ Contents
192.168.2.181 [
Back oo Now Foider Check-ln  Check-Out Quick Look Aod Create Versions Views Attach Favourites Shares Retrosh Search
40, Email Accounts Defaults
» B H
g » Connection Templates
» Standard Rulesets Add FleBy: By Date — (b)
v System
Mailbox Patterns ( )
. Folder: — C
File-By Definitions
Deduplicate: Same Folder Only —
Schedules (d)
o Defaults Attachments: Extract & Index — (e)
Tag: Comment — (f)
Tag Value: — (g)
(a)
Edit Settings
Cancel Save All Changes
¥ 192:168.2.181 5 [j§ Contents
17 items G

(a) Defaults — Select to view or edit System defaults.
(b) File By:
e By Date.
e By From Domain.
e Business defined “File By".
(c) Folder — Business defined folder in DocMoto to file emails that adhere to a rule but do not have a specific import
folder defined by a rule.
(d) De-duplicate — Rule to check email(s) do not already exist in the system and therefore stop duplication. The two
settings are:
e Same Folder Only.
e Cross Folders.
(e) Attachments — Settings for managing attachments. The three settings are:
e Ignore — Do nothing with attachments.
e Index Only — Index the content of attachments.
e Extract & Index — Extract a copy of any/all attachments, create sub folder linked to email and populate with
attachment then index all items.
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(f) Tag — Set a default tag for imported emails. This can be overridden by rules and will only apply if a rule does not
stipulate a tag.

(g) Tag Value — Set a default tag value for imported emails. This can be overridden by rules and will only apply if a
rule does not stipulate a tag value.

(h) Edit Settings — Select to adjust the System Defaults.

Fig. System - Schedules:

3 lient File Edit View Reports Server Admin Window Help BEs D) @S] R Thunse O @ =
] [@ contents
192.168.2.181 [ a &
Back lee New Folder Check-In  Check-Out Quick Lock  Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
[ (+]
» Email Accounts Schedules
» frH

Ci tion Ti lat
» Qm | & Connec 2P Schedule Description Edit
» Standard Rulesets default T
¥ System frequent Every 30 seconds Edit
Mailbox Patterns infrequent Every 2 minutes Edit
v Every 5 minutes Edit

File-By Definitions
e

Defaults l
O

(b)

Day(s) of Week Time{s) of Day Interval (secs)
(a) 1-5 9-17 60
. . 300

Cancel Save All Changes
= 192.168.2.181 5 [ Contents

17 items. ﬂ

(a) Schedules - Select to view or edit Schedules defaults.
(b) Schedules definitions — Select the Edit option to change the:
e default - timings.
e frequent —timings.
e infrequent — timings.
(c) Day(s) of Week — Stipulates the days of the week the routines run; with the following meanings:
e Days -1 = Monday, 5 = Friday etc, 0 or 7 = Sunday and * means every day.
e Times - 24-hour clock, 0 = start of the day and 24 = end of the day.
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Fig. System - File-By Definitions (example):

& DocMotoClient File Edit View Reports Server Admin Window Help B O 2 @F LB Th1zsd Q @ =
) [ Contents
192.168.2.181 [ 4 & & < £ T y;
Back oo Now Foider Check-in  Check-Out Quick Look Acd Create  Versions  Views Attach  Favourites Shares  Refresh Search
< ﬁc‘ SRl Atk e {1 File-By Definitions
» H
»gn * Connection Templates a - -
o File By Meaning =

» Standard Rulesets By Date ./@(date}

¥ System By From Domain .J@{fromdomain}

o Mailbox Patterns By From User J@{fromuser}

i By Client Name Cli {letter )Emails
e wsmepon: Ry (b)
regextest e(y@{2)
< chedules cm JCli {a2z}/@{client}/C:
Detitts By Month J@{month}
o . By Year J@{year}
[8yProjecl [Proj {a2z} ject}/C i ] —
(a)
(©
+ =
Cancel  Save All Changes
= 192168.2181 > [y Contents
17 items ﬂ

(a) File-By Definitions GUI - Select to view or edit File-By Definitions.

(b) File-By Definitions (patterns) — patterns the Filed-By routines follow.

(c) By Project — A custom Filed-By Definition. This custom File-By Definition works in conjunction with a folder
template, namely New Project and the folder & file structure within a DocMoto system. Fig. File-By Definition — By
Project —illustrates.

Fig. File-By Definition — By Project (example):

@ DocMotoClient File Edit View Reports Server Admin Window Help
ece &l Emails

< 19216821814 &) & & G 5] ') 0 o) V73 (v A £ Q Sear

Back Ioo New Folder Check-in Check-Out Quick Look  Add Croate

BEs H R @E LD FD T Q @ =

Versions  Views Attach  Favourites  Shares  Refresh Search
v [ Contents & Subject Date From To
» () (Default Folder) ]
» (3 Avias Test <] 17 November 2017 16:32
» (jClients <] 20 November 2017 11:35
» () EmaitSync ] 8 December 2017 10:01
» (L] General Mail -
» (3 Lots Of Docs By Project /Projects/@{a2z}/@{project}/Correspondence/Emails
» (L) new gui
» (gPOP3
v (L) Projects.
v(OA-m
v (At
» () Accounts
v ac
—
» (1) Documents
» () Beta
v @N-2
¥ CNu
» () Accounts
¥ () Correspondence
» () Emails (b)
» (1) Documents
» () Theta

Alpha Project Brief
Updated Project Alpha Brief
Alpha Project - Statement of works

Lee Ferris <lee.ferri .com>  test i .com
Lee Ferris <lee.ferri: .com>  test i com
Lee Ferris <lee.ferri com> test i com

™ (a)

(a) By Project - File-By Definition mapping to folder structure in DocMoto. Created by system and folder template.
(b) Nu (project) — Created by folder template New Project. Beta, Theta projects also created by folder template. Refer
to Fig. New Project Folder Template.
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Fig. New Project Folder Template:

@ DocMotoClient File Edit View Reports Server Admin Window Help

Brms O 2 @F L B2 Th1aaz Q @ =

50 @ Contents
we2ze Bl Sl all s ol dlilalollallelolle®llcz

Back loe Now Folder Check-ln Check-Out Quick Look  Add Croate  Versions  Views  Attach Favourites Shares  Refresh
»  Contents |
» 4 Home Add Template el Ll Permissions  View Columns
» J Trash

u ¥ Templates

» £ New Matter
Tog Vakie

+ —  Tagsand Values that apply to the new folder

Add Folder

Add File

Apply this template retrospectively on save. See help for details.

Requested Tags

Close ?

(a) New Project Folder Template.
(b) Structure created by the folder template New Project.

Fig. System — Mailbox Patterns:

[ File Edit View Reports Server Admin Window Help

BHms D 3 @F L B TS O & =

L] [ contents

192.168.2.181 [ £ & & @ > [a) Q) ) & V) R 5]

Back loe Mew Folder Check-in Check-Out Quicklock Add  Create  Versions  Views  Attach Fawourites Shares  Refresh Search
:‘D » Email Aooounts Mailbox Patterns
1 * Connection Templates
T o Mailbex Detault File-By
S tandenl Py ] Cli {client}/@{matter 3] By Client Matter
¥ _Bpstsm Public F i {a2z}) i i cm (b)
B INBOX/Clients/@{a2z}/@({client}/( i cm
| Public Folders/Projects/@(a2z)/@{pro} By Project
. File-By Definitions T
o Sublfolders created
Schedules
Days, Times, Frequencies
., Defaults
System Defaults
(a)
(c)
+[—
Cancel Save All Changes
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(a) Mailbox Patterns GUI- Select to view or edit Mailbox Patterns.
(b) Mailbox Patterns — Custom patterns DocMoto filters and imports emails via.

(c) By Project (mailbox pattern) - A custom mailbox pattern. This custom By Project mailbox pattern works in

conjunction with public folders created on an IMAP mail system. Fig. Mailbox Pattern — By Project (example) —

illustrates.

Fig. Mailbox Pattern — By Project (example):

@ Outlook File Edit View Message Format Tools Window Help
0 &

Organize Tools

Alpha = test16@kerio.chisoftware.com

O, O m = = seeti 3. O . ]
. Vo = T2 Meeting = B <iYs B, F 5
& € e Ly =€ & a0 % .
New New Delete Archive Reply Reply Forward © ° Attachment Move Junk Rules Read/Unread Categorize Follow
| Email  Items Al Ui

test12@kerio.chisoftware.com

test13@kerio.chisoftware.com

By: Date Received v &

Friday

P >
' [ &
Filter j Asdress Book  Send &
Email Receive

®e Alpha Project - Statement of works

. Lee Ferris <lee. 'etris@chlsoftware com>

2 DocMoto_v2.png
= 20.3KB

test14@kerio.chisofware.com Lee Ferris y (L{ t118@ker
- 1 .
testi5@kerio.chisoftware.com Alpha Project - Statement of works  08/12/2017 Friday, 8 Dece:
Hi Test18, Please find attached statement of work.., Show Details
test16@kerio.chisoftware.com ~ 3 Weeks Ago m . Alpha Projoct - SOW... _
INBOX Lee Ferris soldui]
Drafts Uodated Prujec( Alpha Brlel 20/11/2017 Download All
3s i attached upda oject Alpha brief
> Sent HiTest1s,
1| Trash Lee Ferris
X Alpha Proiect Brief 1711112017 Please find attached statement of works for the Alpha project.
Juni
Archive PUblIC Folders/Projects/@{a2z}/@{project}
Public Folders ]
Projects
sBRegards
A-M
E Alph:

‘ v :I' (b)

Tel: +44 (0)1242 225233
Web: www.chisoftware.com
Email: lee ferris@chlsoftware.com

BHs D R @F LI B Thules

By Project

QU O

(a) By Project — Mailbox Pattern mapping to folder structure in IMAP public folders. The IMAP public folders created
by the mail system, this example has a user subscribing to the public folders via MS Outlook. Other mail clients (Apple
Mail, Gmail, Postbox, etc) work the same.

(b) Project Folders — IMAP public folders (established through subscription).
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Standard Rulesets — Email Import Configuration:
A Standard Ruleset is a collection of rules that can be applied to multiple Email accounts. The benefit of using
Standard Rulesets is that any amendments made to the ruleset will be automatically applied to all circumstances

where the ruleset is used.

Standard Rulesets should be created when rules and multiple rules are to be applied to multiple Email accounts and
(or) it is anticipated that rules are likely to require regular modification.

Fig. Standard Rulesets — Out of Office (example):

® DocMotoClient File Edit View Reports Server Admin  Window Help Bmms D 3 @S LB T2z Q @
L] @ contents
192.168.2.181 5 &y Py
Back lea New Folder Check-In Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
SR} " s
L Emal Accoumts Standard Ruleset: Out of Office

»gn " Connection Templates
v Standard Rulesets
Exclude Spam

Description  Exclude out of office

Label Type Expression File By DocMato Foloer Tag Tag Value Wiew

Blacklist exclude  subject contains “out” [Nene)
AND subject contains “office” Viaw

s Qut of Office AND subject contains "Re"

Client Matter Rules

» System
(b) @ @) (h)

© A )

—)

Cancel Save All Changes

(a) Out of Office — Custom standard ruleset, select to view, edit or add additional conditions.
(b) Label — Custom label given to ruleset that can be referred to by other rule sets. In this example, there is none.
(c) Type — The type of rule being applied:
e default — the system default.
e include -
e exclude -
(d) Expression — The rules stated as an expression.
(e) File By — How to file the emails adhering to the rules.
(f) DocMoto Folder — The DocMoto folder to store the emails.
(g) Tag — The tag to be applied to the imported/filed emails.
(h) Tag Value — The tag value to be applied to the imported/filed emails.
(i) View — Option to view/edit/amend the rules.
(j) + & - To add or remove rules.

Note: Rules are evaluated in order of preference. Rules can be dragged up and down the list.
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Connection Templates — Email Import Configuration:
Connection Templates allow administrators to save common Email account connection settings and apply them to
new Email accounts. This avoids repeatedly having to enter duplicate data as well as removing potential errors when

setting up new Email accounts.

By templating the setting values of a connection an administrator can repeatedly create new connections quickly and
accurately.

Connection Templates are comprehensive structures that can also contain Mailbox Folder definitions making the
addition of Email accounts with sophisticated Mailbox rules simple and easy to administer.

Fig. Connection Templates - kerio (example):

® DocMotoClient File Edit WView Reports Server Admin  Window Help B vy U % @oossz = 0J Thu22:58 Q @
] [@ contents
192.168.2.181 ; & f)
Back lea New Folder Check-in Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
: {&: » Emall Accounts Connection Template: kerio
» T ¥ Connection Templates
home Sarver: —— (b)
Type: MAP I
other work -] - (C)
_ Secure: 55 »
R (d)
Port: 803 =D
testl (e)
) Schedule:  default Once a minute  ———————
neil test (f)
kerio (POP) (
: a)
Edit Settings

MSExchange

» Standard Rulesets
» System

(9

Mailbox Folders

Cancel Save All Changes

(a) kerio connection template — connection details for kerio mail server.
(b) Server: - email server address.
(c) Type: - type of email service run by the email server. Support available for:

e IMAP
e POP3
(d) Secure: - security for the connection to the mail server. Support available for:
e Non-SSL
e SSL

(e) Port: - port the email server communicates on.

(f) Schedule: - frequency the email importer application poles the email server.
(g) Edit Settings — select to edit the connection template.

(h) Mailbox Folders — ability to set mailboxes against a connection template.
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Email Accounts — Email Import Configuration:

An Email Account is either a POP or IMAP account. The Email Import application supports unlimited email accounts
and this includes supporting multiple accounts per user.

Fig. Email Accounts - test1 (example):

@ DocMotoClient File Edit View Reports Server Admin Window Help BH™ws D 3 @F D W Fiogas Q @ =
® [@ Contents
192.168.2.181 [ & &
Back foe Now Folder Check-n Chock-Out Quicklook  Add Croate  Versions  Views  Attach Favourites Shares  Refresh Search
L]
Account: test1/test1 .
> [Tl ™ testijtesti =
L3 & (a)
»Omn e
~ test10/testi0 Connection Template: kerio 4 H—— ( b)
(=)
m testijtestn Server:
@ Termplat
: IMAP
™ testi2/test12 Type:
o
Secure: SSL ’ ( d)
~ testi3test13
a -
Port: 993
™ testidjtestid
L — (C) Schedule: default Once a minute
m test15/test1s
a Username:
m test16/test16
o ' Password: Test (e)
~ testi7/test7
o Account Status: Enabled
~ test18/test18 L »
a * (f)
™ testi9/test19 i i i
j+} 1 L Test on Confirm Edit Settings
Mailbox Folders a

INBOX
o |

Sent items (Q)
=

Cancel Save All Changes

(a) test1/test1 — user email account.

(b) Connection Template — used to connect email account to email server.

(c) Email Accounts — user email accounts registered and active within Email Import Application.
(d) Connection Details — email server connection details.

(e) Username & Password - for the users email account.

(f) Account Status — of the account selected, in this example the status is enabled.

(g) Mailbox Folders — to monitor.
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How To:

Add an email account:

This section covers how administrators and users can add an email account into the Email Import Application. The
examples assume the “Email Import Configuration” option from the “Admin” menu has been selected.

1. Select “Add” or “+"” on the "Email Accounts” section header (top left-hand corner of user interface). An
“Add Account Connection” dialog is presented.
2. Enter the details for the users email account. As shown in Fig. Add Account Connection.

Fig. Add Account Connection:

® DocMotoClient File Edit View Reports Server Admin  Window Help Bms D 2 MF L) M 1021 Q @ =

@ [@ contents

192.168.2.181 H

Back loe New Folder Check-In  Check-Out Quick Look  Add Croate  Versions  Views Attach  Favourites Shares  Refresh Search

S e Aoeas Add Account Connection

-
>R H o
> g SdmiistetorcHL Email Account Name:  test21 — (a)
d iansamson/lan Samson Assigned User: | test21 < | — (b)
éjohnpelers,uohn Peters (Kerio) Connection Template: kerio — (C)
+ leefleeferris Server:
Ca
e MAP
» peteredburg/Peter Edburgh (K... VP
L Secure: S5L d
. sallysmith/Sally Smith (Kerio) ( )
L] Port: 993
. testijtest]
a Schedule: default Once a minute
. test10ftest10
[=] Username:
. testilftest1]
e Password: Test
y testi2ftest]2
[
E— Test on Next Cancel [ het
(e)

Cancel

(a) Email Account Name: — name assigned to the user’s email account details.

(b) Assigned User: - DocMoto user assigned to account details.

(c) Connection Template: - template connection used.

(d) Connection Details: - details of the connection, stipulated by the connection template.
(e) Email Accounts: - whilst in edit mode not selectable.

At this stage, the Username & Password has not been entered. This section assumes the administrator knows the
user's credentials, there is a supplementary section explaining the process if the administrator does not have the user’s

credentials.

3. Enter the Username & Password for the user’s email account. The details can be tested by selecting “Test".
The system confirms the connection. See Fig. Test Succeeded.
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Fig. Test Succeeded:

Test Succeeded

(47 mailboxes on server)

4. Select “Next” to move forward. An Adding Account: <username>/<user connection> (2 of 2) dialog is
presented. Select a Mailbox to monitor from the “Mailbox” list. All mailboxes available for this account and
system patterns are listed. In this example, the administrator selected the “INBOX” mailbox. See Fig. Adding

Account: <username>/<user connection> (2 of 2).

Fig. Adding Account: <username>/<user connection> (2 of 2):

B2y 0 3 @F LD Ny Q &=

[ lient File Edit View Reports Server Admin Window Help
] [@ contents
192.168.2.181 ' & )
Back le New Folder Check-ln  Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
=L 1Q (Sl EmaiAscounts Adding Account: test21/test21 (2 of 2)
>R H
dministrator/CHL
> U il foal
— Mailbox:  INBOX ] ® (a)
s iansamson/lan Samson
a Use System Defaults as Initial Values for Current Defaults

= [shnpeters/John Peters (Kerio)

= leefleeferris

o D

= peteredburg/Peter Edburgh (K...

b

 sallysmith/Sally Smith (Kerio)

(b)

testftestl

o B2 P

testi0jtestio

m test1lftest1l

b

m testi2ftest12

concel (TGN

L

* Connection Confirmed * Cancel

(a) Mailbox: - to monitor.
(b) User System Defaults as Initial Values for Current Defaults - If left selected the system defaults are used for this

connection. If the administrator deselects then the following options are available — please refer to Fig. Non-System
Defaults as Initial Values for Current Defaults.
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Fig. Non-System Defaults as Initial Values for Current Defaults:

[ lient File Edit View Reports Server Admin Window Help
L] @ contents
192.168.2.181 & )
Back lea Now Folder Check-In  Check-Out Quick Look Add Create  Versions  Views Attach  Favourites  Shares
B e e Adding Account: test21/test21 (2 of 2)
>R H
»am &adminislmtuleHL
Mailbex:  INBOX E
m iansamson/lan Samson
— o Use System Defaults as Initial Values for Current Defaults
= johnpeters/John Peters (Kerio) =
o te: k
Deduplicate: _(System Default) i
= leefleeferris
=y k -
« peteredburg/Peter Edburgh (K... Attachments: (System Default)
F=Y K
~ sallysmith/Sally Smith (Keric) File By: (System Default) B — (a)
oY t
- testijtest] In: Choose Folder (& (System Default)
a t
éleﬁtlﬂ.ﬂﬁno Tag: [System Default) @
- —_—
m testilftest1l
(=] te: k
~ testi2ftest2

b

* Cennection Confirmed *

(a) System Defaults: - as set by the administrator:

De-duplicate
Attachments
File By

In

Tag

Note: Refer to Fig. System - Defaults for more info.

. Bms D 3 @F L B 4

Refresh

Q @ =

Search

Cancel

In this example, the administrator has the User System Defaults as Initial Values for Current Defaults checked.

5.

Select “Confirm”. The user's email account is registered with the accompanying mailbox and the system
defaults applied. See Fig. Email Account Registered.
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Fig. Email Account Registered:

@ DocMotoClient File Edit View Reports Server Admin Window Help Bm™s D 3 WF L D FAiNs? Q @ =
L] [@ Contents
192.168.2.181 & = &
Back lee Mew Folder Check-in Check-Out Quicklook  Add  Create Versions Views  Attach Favourites Shares  Refresh Search
E | e——— Mailbox Folder: INBOX
i H
L gm  test2iftest2n ®
De-Duplicate:  (System Default) [}  Attachments:  (System Defaul) [
= administrator/CHL
[+
Label Type Expression File By D@EMato Folder Ta Tag Valug View
 iansamsonflan Samson = -
a cefault (System Default)
= johnpeters/John Peters (Kerio)
(=3 k
m leefleeferris
[y K A 4
= peteredburg/Peter Edburgh (K...
=
: i (@) b
 sallysmith/Sally Smith {Kerig)
o : A
= testlftest
=y K
m test10/test10
[y
m test1lftest1l
=
Mailbox Folders
INBOX .

Cancel Save All Changes

(a) test21/test21 — email account and INBOX registered.
(b) System Defaults - applied as initial entry.

Note: At this stage, the administrator can create additional rules against this user's mailbox. This functionality is
covered later in this document.

6. Select “Save Changes” to confirm all.

Add an email account (supplementary section):

As mentioned in the section Add an email account, it is possible to enable users to either create and register their own
email accounts or enable them to enter the password for their account. The Email Import Application has two
configuration files which allow administrators to enable this functionality.

To view/check the configuration files:

1. Select “Show Admin Folders” from the “Admin” menu.
2. Navigate to the “DocMotoConfig/Sync/Email/” folder.

Two configuration files can be found in the “DocMotoConfig/Sync/Email/” folder, namely:

1. $config_full.txt
2. $config_lite.txt

See Fig. Email Import Application — Configuration Files:
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Fig. Email Import Application — Configuration Files:

BHs D 2 @F D B Fia0

@ DocMotoClient File Edit View Reports Server Admin Window Help
ece & EMail
< 192.168.2.181 [ o) & & 0 9 b V) 2 c
Back Ieo New Folder Check-in Check-Out Quick Look  Add Create  Versions  Views Attach  Favourites  Shares  Refrosh
» [ Contents 3 Name ~ Version Size Checked in On Created By
¥ (3] DocMotoConfig i) Sconfig_full.txt _> (a) 13 December 2017 14:51 lee
» (L] Client Extensions i Sconfig_lite.txt ' — 12 December 2017 15:07 mike
» () Examples () administrator 27 September 2017 10:42 administrator
» [Images emailsync.xml 126 KB Yesterday, 17:34 lee
» (&) importProfiles [ iansamson ﬁ (b) 27 September 2017 10:42 administrator
oo [= hnpeters 27 2017 10:42 ini:
» (1 MasterDocuments - 10 i
» () MasterDocuments Scripts & lee z; September :g1 ; 134; administrator
~ o peteredburg 17 10:4; ini
> MetaTags
L:J g o (] sallysmith 27 September 2017 10:42 administrator
i OptonaiTagsets @ tesn 27 2017 10:42 ini
> (& Reports @ test2 6 November 2017 10:59 lee
v (& Sync o test3 6 November 2017 10:59 lee
m o testd 6 November 2017 10:59 lee
- Torpisten @ tests 9 November 201716:16 e
» () Views [} test 9 November 2017 15:55 lee

A ®:=

Comment

Updated in EmaillmportManager

(a) $config_full.txt — If the security & permissions are not changed on this file, users have the ability to create/edit

their own email account(s) and mailbox rules. If the security & permissions are set to “No Access” users will NOT have
the ability to create/edit their own email account(s) and mailbox rules.
(b) $config_lite.txt — If the security & permissions are not changed on this file, users have the ability to set their own
passwords against their email account(s). If the security & permissions are set to “No Access” users will NOT have the
ability to set their own passwords against their email account(s).

This section covers both scenarios, initially we deal with users having full rights i.e. create/edit their own email
account(s) and mailbox rules.

Add an email account (as user):

This example assumes the user is logged into the DocMoto system.

1. Select “Email Import Configuration” from the “Admin” menu. An email accounts dialog is presented to the

user.

2. Select "Add” or “+"” on the "Email Accounts” section header (top left-hand corner of user interface). An
“Add Account Connection” dialog is presented. See Fig. Add Account Connection (as user):

3. Enter Username & Password for the user's email account. The details are tested by selecting “Test”. The
system confirms the connection. See Fig. Test Succeeded (as user).

Fig. Test Succeeded (as user):

Test Succeeded

(47 mailboxes on server)
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Fig. Add Account Connection (as user):

”I'Wil?ocmtocllonl File Edit View Reports Server Admin Window Help

B D 3 @E W G e Q G =

o) [ Contents
Test21MM [
Back test21 Now Folder Check-in Check-Out Quick Look Add Croate Views Attach Favourites Shares Refresh Soarc
>l iq + Email Accounts Add Account Connection
> B
»Omn Email Account Name: test21 — (a)
Assigned User: test21 B — (b)
Connection Template: kerio B —— (C)
Server:
(e) Type: IMAF
Secure; SSL (d)
Port: 993
Schedule: default Once a minute
Username: test21@kerio.chisoftware.com
( ) Password: essessssee Test

cancel (IS

Cancel

(a) Email Account Name: — name assigned to the user’s email account details.

(b) Assigned User: - DocMoto user assigned to account details.

(c) Connection Template: - template connection used.

(d) Connection Details: - details of the connection, stipulated by the connection template.
(e) Email Accounts: - No accounts registered.

(f) User Credentials: - Username & Password for email account.

4. Select “Next” to move forward. An Adding Account: <username>/<user connection> (2 of 2) dialog is
presented. Select a Mailbox to monitor from the “Mailbox” list. All mailboxes available for this account and
system patterns are listed. In this example, the administrator selected the “INBOX" mailbox. See Fig. Adding
Account: <username>/<user connection> (2 of 2) (as user).
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Fig. Adding Account: <username>/<user connection> (2 of 2) (as user).

[ lient File Edit View Reports Server Admin Window Help By D 3 @S LD E Fiads Q @ =
L [@ contents
esizivd B 1 & &
Back testZl MNow Folder Check-In  Check-Out Quick Look  Add Create  Versions  Views Attach  Favourites Shares  Refresh Search

M- [ r— Adding Account: test21/test21 (2 of 2)

>R H

»gm _

Mailbox: INBOX 2] » (a)

Use System Defaults as Initial Values for Current Defaults

(b)

* Cennection Confirmed * Cancel

(a) Mailbox: - to monitor.

(b) User System Defaults as Initial Values for Current Defaults - If left selected the system defaults are used for this
connection. If the user deselects, the following options are available — please refer to Fig. Non-System Defaults as
Initial Values for Current Defaults (for more info).

5. Select “Confirm”. The user's email account is registered with the accompanying mailbox and the system
defaults applied. See Fig. Email Account Registered (as user).

CHL Software
www.docmoto.com



Fig. Email Account Registered (as user):

® DocMotoClient File Edit View Reports Server Admin  Window Help Bm™s D 3 @F LG Fi1aso O @ =
L] @ contents
Test21 M B ; & &

Back test21 New Folder Check-In Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
B L Frrall Acacants Mailbox Folder: INBOX
>R H
. gm  testitest2t °

De-Duplicate:  (System Default) H Attachments: (Systern Default) B

Labed Type Expression Fil DocMoto Folder Tag Tag Value View

default

Mailbox Folders
INBOX ([ ]

Cancel Save All Changes

(a) test21/test21 — email account and INBOX registered.
(b) System Defaults - applied as initial entry.

Note: At this stage, the user can create additional rules against this user’s mailbox. This functionality is covered later in
this document.

6. Select “Save Changes” to confirm all.

Setting the password for an email account (as user):

The next section covers users setting their passwords for their email accounts registered by an administrator. Note:
The administrator must set the configuration to support this functionality — refer to Fig. Email Import Application —
Configuration Files:

Stage one of this process is identical to Add an Email Account - steps 1 & 2 (including Fig. Add Account Connection).
Instead of entering the user’s credentials (username & password) for the email account:

1. Deselect “Test on Next” checkbox and select “Next”. An Adding Account <username>/<user connection> (2
of 2) dialog is presented. See Fig. Adding Account <username>/<user connection> (2 of 2) Pwd.

Note: If a mailbox has been associated to the connection template used to mount the user’s email account, the
mailbox (INBOX for example) is automatically selected — in the mailbox list. In this example, no mailbox has been
associated to the connection template used to mount the user’s email account.
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Fig. Adding Account <username>/<user connection> (2 of 2) Pwd:

# DocMotoClient File Edit View Reports Server Admin  Window Help By D 3 @E LD OB Fi152 Q @ =
ce® [@ contents o ;
192.168.2.181 [ § & i
Back lea New Folder Check-In Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
4 {;}& v Emall Acoounts Adding Account: test21/test21 (2 of 2)
> H

> U"' p administrator/CHL

Mailbex: <] » (a)

Use System Defaults as Initial Values for Current Defaults

= iansamson/lan Samson

= johnpeters/John Peters (Kerio)

P

= leefleeferris

b

~ peteredburg/Peter Edburgh (K...

<]

w saltysmith/Sally Smith (Kerio)
testftestl (b)

testi0jtestio

» o B

P

= test1l/test1

b

m testi2ftest12

U Confim |

L

Cancel

(a) Mailbox: - In this example no mailbox is registered as the connection template used does not have one defined.
(b) User System Defaults as Initial Values for Current Defaults - If left selected the system defaults are used for this
connection. If the user deselects the following options are available — please refer to Fig. Non-System Defaults as Initial
Values for Current Defaults (for more info).

2. Select “(Custom Value or Pattern)” from the “Mailbox:" list. A dialog is presented enabling the
administrator to enter the name of the mailbox. In this example, the administrator choses INBOX. See Fig.
Custom Value or Pattern.

3. Select “OK" to confirm. The INBOX is registered as the mailbox to monitor.
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Fig. Custom Value or Pattern:

@ DocMotoClient File FEdit View Reports Server Admin Window Help - B2Mms O 3 @F L OB FIEN Q &=
& contents
192.168.2.181 .| oY y ) 4 ) A & v @ o
Back lee Mew Fokder Check-In Check-Out QuickLook  Add Create Versins  Views  Altach Favourites Shares  Refresh Search
Lo ﬁ“‘ o T Adding Account: test21/test21 (2 of 2)
e
g aadnini.stralorfCHL
cieade i Mailbox:  {Custom Value or Pattern) C — (a)
= lansamson/lan Samson
A Torpiate: e + Use System Defaults as Initial Values for Current Defaults -
= johnpeters/John Peters (Kerio)
m leefleeferris
S Teglata: | Enter Mailbox name or Pattern
Enter either a simple mailbox name (eg INBOX) or a name which is a
o PR S S E A Patiarn fla which includes ane or mara placsholders eg @(client}} for
NP & working with multiple mailboxes -
= sallysmith/Sally Smith (Kerio) (b)
i Torpiate: keric MBOX
testl/test]
S teetest Cancel
~ test10/testi0
-
m testliftestll
m test12jtest]2
i, Cancel Confirm

Cancel

(a) Mailbox: - Set to (Custom Value or Pattern) to enable administrator to associate a mailbox to monitor for this
account.
(b) Enter Mailbox name or Pattern: - Set to INBOX.

4. Select “Confirm”. The user’'s email account is registered with the accompanying mailbox and system defaults
applied. See Fig. Email Account Registered (password not set).
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Fig. Email Account Registered (password not set):

[ fotoClient File Edit View Reports Server Admin  Window Help Bms O 3 @F L ER s QA O =
L] [@ contents
182.168.2.181 i ) & Py
Back loe: New Folder Check-In  Check-Out Quick Lock  Add Create  Versions  Views Attach  Favourites Shares  Refresh Soarch
LIS [ v EmallAccounts I Mailbox Folder: INBOX
>R H
s test2ifest2) '

De-Duplicate:  (System Default) H Attachments: (Systern Default) B
m administrator/CHL

Label Type Expression File By DocMato Folder Tag Tag Value View

default (Systern Default) (System Default)

iansamsaon/lan Samson

-~
(=

m [ohnpeters/John Peters (Kerio)
&Y k

m leefleeferris

[ t v
m peteredburg/Peter Edburgh (K...

sallysmithSally Smith (Kerio) (a) ' (b)
- A

P2 P2 P

testijtesti

m test10/test10

b

M testTlflestnl

L

Mailbox Folders
INBOX .

Cancel Save All Changes

(a) test21/test21 — email account and INBOX registered.
(b) System Defaults — applied as initial entry.

At this stage, the user's email account and mailbox (INBOX) are registered but the account is not fully active until the
user enters their credentials.

User completes process by entering their credentials:
This section assumes the user is logged into the DocMoto system.

1. Select “Email Import Password” option from the “Admin” menu. See Fig. Email Import Password — Menu
[tem.

Email Import Password — Menu Item:

@ DocMotoClient File Edit View Reports Server m Window Help By D 2 @F W B Fritse Q G =
ere Change My Password X #P @ Contents
= Empty My Trash
< Test21MM [ ) ) & Email Import Pa: = o) % 2]
Back test21 Now Folder Chock-ini Chock-Out Quig Views  Attach Favourkos Sharos  Refrosh Soarch

2. A DocMoto Email Import Quick Password Reset dialog is presented with the user’s details. See Fig. Email
Import Password — dialog.

3. Click on the “Reset” option (top right-hand side of dialog). A dialog is presented enabling the user to fill in
the blanks (Username and/or Password). In this example, both items are required.

4. Enter username & password and select “Test” to check details. See Fig. Email Import Password — dialog 2.

5. Select “Test” to check details. The system confirms the connection. See Fig. Test Succeeded (password reset).
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Fig. Email Import Password - dialog:

Client File Edit View Reports Server Admin Window Help

BHs D 2 @FT W BF Fissz Q @ =

e

Test 21 MM B

Back

»  Contents
» {f Home
» [J Trash

~—

]
tost21

PPPPRPEPERPRDREDR2LR

&
New Folder Check-in Check-Out Quick Look  Add Croste  Versions  Views  Attach Favourites Shares  Refresh

&

I® Contents
[

@ | 3] D & @ @ (%

= r;m7
(Default Fold

260ctB.Zip
account-del¢
Alias Test
Clients
EmailSync
General Mail
Lots Of Docs
new gui
POP3
Projects
Rubbish
Test1

Test 2
Test3

Test 4

DocMoto Email Import Quick Password Reset

By Comment

Server Email Account Enabled

Koy

test21 keriol.chisoftware.com Yes

strator

strator
strator

Cancel

(a) Email account details with option to reset.

Fig. Email Import Password - dialog 2:

@ DocMotoClient File Edit View Reports Server Admin Window Help

BHs D 3 @ME L BF FE3 Q G =

@

Test 21 MM B

Back
» | [Contents
» 4 Home
» [J Trash

A3

Je

PPPPPEDPRRPEREDRO2CR

&

&

& Contents
&
Views  Attach Favourites Shares  Refresh

~
<

@ | B D & @

A

&3 Name
(Default Fold

260c1B.2ip
account-del¢
Alias Test
Clients
EmailSync
General Mail
Lots Of Docs
new gui
POP3
Projects
Rubbish
Test 1

Test 2

Test 3

Test 4

DocMoto Email Import Quick Password Reset

Owner
Key :
Server

Comment

com

test2

esscsssees Test

Enabled :

(a) User credentials — username & password.

Fig. Test Succeeded (password reset):

[

Client

File Edit View Reports Server Admin Window Help

Undo

BHms H 2 MF L B FiGs Q G =

Test 21 MM B

2o

» | Contents

» i Home
» [J Trash

]

tost21

PPPRDEDERPERDDRO SR

&
New Folder Chock-in Chock-Out Quicklock Add  Croste Versions  Views  Attach Favourlfos Shares Refrosh

&

@ Contents
[

@ ol B2l BON B @ @ <

&3 Name
(Default Fold

260c1B.zip |
account-del¢
Alias Test
Clients
EmailSync
General Mail
Lots Of Docg
new gui
POP3
Projects
Rubbish
Test 1

Test 2
Test3

Test 4

DocMoto Email Import Quick Password Reset

Docmoto Email Passwords
Connection succeeded.

Returned:(47 mailboxes on server)

com

Password : Test

Enabled:

OK
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6. Select “OK" to confirm the test results. Select “OK" to confirm the user credentials. The user is presented with
the initial Email Import Password dialog with the credentials listed (complete). See Fig. Email Import Password

dialog 3.
7. Select “Save” to complete the process.

Fig. Email Import Password - dialog 3:

@ DocMotoClient File Edit View Reports Server Admin Window Help BHms H 2 @A W B Fie3s Q G =
] @ Contents
Test 21 MM ¢ & & &
Back tost21 New Folder Check-in Check-Out Quicklook Add  Crests Versions Views  Attach Favoorites Shares  Refresh Search

» Contents &3 ‘Name DocMoto Email Import Quick Password Reset By Comment

» 1 Home - (Default Fold

» [J Trash % Koy Sorver Emall Account Enabled
) 260ctB.2ip [(esm keriol com  test21@kerio. com. You Reset ] — (a)
~] account-del strator
(] Alias Test
[} Clients strator
(w1 EmailSync to
(=] General Mail to
(W) Lots Of Docs strator
- new gui strator
(] POP3
] Projects
[w] Rubbish to
(=] Test 1
[} Test 2
o Test 3
o Test 4

Save Cancel

(a) User credentials complete — account registered.
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Add additional mailboxes to a user’'s email account:

This section covers how administrators and users can add additional mailboxes to a user’'s email. The examples assume
the “Email Import Configuration” option from the “Admin” menu is already selected.

1. Select the user’s email account from the “Email Accounts” section (top left-hand corner of interface). The
mailbox folders for this account are listed under the “Mailbox Folders” section (bottom left-hand corner of
interface).

2. Select either the “Add” or “+" option on the “Mailbox Folders” section header. An Add Mailbox dialog is
presented

3. Select the Mailbox from the “Mailbox” list. See Fig. Mailbox List. In this example, the administrator has
selected “Sent Items” as the additional mailbox.

Fig. Mailbox List:

[ lient File Edit View Reports Server Admin Window Help Bm™s D 3 @F L) B Fi7a Q @ =
L] @ contents
192.168.2.181 ' & )
Back lee Now Folder Check-In  Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
BLS = Add Mailbox
» ftH  testljtest21
»gm L —
m test3ftestd Mailbox
=Y k Cl ter}/@{client)/ i)
= testdftestd Public Folders/Cli azz}/@{client}/C d E
& ) INBOX/Cli ) lent) i p— (a)
Public Folders/Projects/@{a2z}/@{project}
o O [Custom Value or Pattern)
a =
~ test6teste INBOX
[ t Deleted Items
m test7ftest? 22l :
o . Junk E-mail
m testBftest8 Public Folders/Clients
L te: k Public Folders/Clients/A-D
- testdftestd Public Folders/Clients/E-H
=Y k Public Folders/Clients/E-H/E-Company
= waynejones/Wayne Jones (Ke... Public Folders/Clients/E-H/E- = d
k Public Folders/Clients/E-H/E- T JEi
Public Folders/Clients/E-H/Evans Company, The
¥ Connection Templates Public Folders/Clients/E-H/Evans Company, The/Correspondence
home Public Folders/Clients/E-H/Evans Company, The/Correspendence/Emails —
d Public Folders/Clients/|-L (b)

Public Folders/Clients/|-L/In Roads
Mailbox Folders (C) Public Folders/Clients/I-L/In Roads/Correspondence
INBOX Public Folders/Clients/|-L/in Reads/Correspondence/Emails
Public Folders/Clients/I-L{Inter Connections
I Public Folders/Clients/I-L/Inter Connections/Correspondence
Public Folders/Clients/I-L/Inter Cc { fCor
= Public Folders/Clients/M-P
= Public Folders/Clients/M-FfM-Track
Public Folders/Cli M-P/M-Track/Cor
Public Folders/Clients/M-P/M-Track/Correspondence/Emails
Public Folders/Clients/M-PMutex
v Public Folders/Clients/M-P/Mutex/ Cancel

— 1 Public Folders/Cli M-Pf |- |

(a) Custom mailbox patterns — defined by the administrator.
(b) Mailboxes — as listed by the IMAP server.
(c) Further mailbox listings available.

4. Select “Confirm”. The user's “Sent Items” mailbox will be added to the user's email account and the system
defaults applied. See Fig. Sent Items mailbox added to user’s email account.
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Fig. Sent Items mailbox added to user’s email account:

€ D lient File Edit View Reports Server Admin Window Help BPEy D) @F LD ) Mon1m Q@ =
L] [@ contents

192.168.2.181 [ ' & & o S 0 D & © @
Back loe: New Folder Check-In  Check-Out Quick Look  Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
L3 [+] .
v Email Accounts +] Mailbox Folder: Sent tems
> @ H
»gm test2iftest2n ’

De-Duplicate:  (System Default) Attachments: (Systern Default) B
= administrator/CHL

Label Type Expression File By DocMaoto Folder Tag Tag Value View

iansamsonjlan Samson
. N default (System Default) (System Default) Wiew

Johnpeters/John Peters (Kerio)

leefleeferris

peteredburg/Peter Edburgh (K...

sallysmith/Sally Smith (Kerio) (a) (b)
= 7'\

testiftest]
testi0jtestio

test1l/iest

B2 P2 Bo Do P2 P2 B0 B0 B

Sent ltems

Cancel Save All Changes

(a) test21/test21 — email account and Sent Items registered.
(b) System Defaults — applied as initial entry.

5. Select “Save All Changes” to confirm and save.

Note: If the user has been given permission to administer their own email account the process for adding additional
mailboxes is exactly the same as above.
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Adding a mailbox folder rule:

This section will cover how administrators and users can add a mailbox folder rule. The examples assume the “Email
Import Configuration” option from the “Admin” menu is selected.

1. Select the user's email account from the “Email Accounts” section.

2. Select the user's mailbox to apply a ruleset. In this example, the INBOX mailbox folder.

3. Select “+” (bottom left-hand corner of interface) to add a mailbox folder rule. An Add Mailbox Folder Rule
interface is presented. See Fig. Add Mailbox Folder Rule.

Add Mailbox Folder Rule:

@ DocMotoClient File Edit View Reports Server Admin Window Help BMs D 3 @F L E Mnmin QO @ i=
[ ] [@ contents
192.168.2.181 5
Back lee New Folder Check-In Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
9 Add Mailbox Folder Rule
» H o testidftestis
a
»gm
. testi5/test1s When: | ALWAYS : E —
2 (b)
. testiB/testls
=}
. testi7/test1?
[=]
+ testi8/testid
Ca
+ test19/test19
a
« test2/test2
2
test21/test21
« test3ftestd Then: Copy the message to DocMoto %] — {C)
[=]
. testdftestd And File By : (Current Default) B —
2 (a) (d)
« test5/tests In Choose Folder [ (Current Defautt) — (e)
Mailbox Folders Add the following Tag:  (Current Default) B ———— (f)
INBOX

Sent [tems
Label: — (g)

Cancel Confirm

Cancel

(a) INBOX —applying a mailbox folder rule to test21's INBOX (mail folder).
(b) When: - the conditions when to apply the rule(s). Conditions as follows:
o Always:
e ALL of the following conditions are met:
e ANY of the following conditions are met:
(c) Then: - the actions to take when a rule is adhered too. Actions as follows:
e Copy the message to DocMoto
e Skip over the message
e Goto label of another rule
e - Evaluate a Set of Standard Rules
e Default values for Subsequent Rules
(d) And File By: - how to file the email(s) that adhere to the rule(s). File By as follows:
e None
e By Date
e By From User Domain
e By From User
(e) In: - the folder in DocMoto to store the email(s).
(f) Add the following Tag: - tags to apply to the imported email(s).
(g) Label: - for other rules to potentially call by.

CHL Software
www.docmoto.com



4. Select the condition when to apply the rule(s). In this example, “When: ALL of the following conditions are
met”. The first line of the conditions becomes available. See Fig. Add Mailbox Folder Rule — First Condition.

Fig. Add Mailbox Folder Rule - First Condition:

@ DocMotoClient File Edit View Reports Server Admin Window Help BHms H 3 @FT ] B Mn16:37 Q @ =
® @ Contents
192.168.2.181 g &
Back lee New Foider Check-in Check-Out Quick Look Add Croate Versions Views Attach  Favourites Shares Refresh Soarch
"G testi6ftestts Add Mailbox Folder Rule
LAY
U testizgestiz - =
o When: | ALL of the following conditions are met: E — (a)
~ test18/test18
o k -
" test19)test19 from B eawlto g ® — (b)
o
= test2/test2
o
test21/test21

(a) Conditions to apply — When ALL of the following conditions are met (AND condition).
(b) First conditional line available with + key to add more conditions.

5. Select the conditions for the rule. In this example, the administrator has chosen the Subject equal to
"automatic email import”. Administrators can choose from the following conditions:

message content % does not contain
subject starts with
date sent ends with
to equal to ’
like
not like
regex
not regex

6. Select from the Then: list box what to do with the email, if it adheres to the rule. In this example, the
administrator has chosen to Copy the message to DocMoto. Administrators can choose from the following

actions:

v Copy the message to DocMoto

Skip over the message

| Goto label of another rule |
- Evaluate a Set of Standard Rules
Default Values for Subsequent Rules

7. Select from the And File By: list box how to file the email, if it adheres to the rule. In this example, the
administrator has chosen By Date. Administrators can choose from the following file by methods:

(Current Default) | Note: The following File By actions are custom:

(None)

. By Client Name

By From Domain

By From User

By Client Name
By Client Matter

regextest
cm

By Month
By Year
By Project

e By Client Matter
e cm
: e By Project

(System Default)
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8. Select the folder (to file the email(s) that adhere to the rule) by selecting “Choose Folder”. Note: If no folder
is selected the email(s) will be filed into the default folder. On selection of “Choose Folder” the administrator
is presented with DocMoto’s repository. In this example, the “EmailSync” folder is chosen. See Fig. DocMoto

repository.

Fig. DocMoto repository:

@ DocMotoClient File Edit View Reports Server Admin  Window Help

@
192.168.2.181 g

Back o0 Mew Folder Check-In Check-Out Quick Look

3 (+]
» firH o testiBftest1f
»am

test17/test17

test18/test18

Add

Add Mailbox Folder Rule

When: ANY of the following conditions are met:

i Contents

B =——>(a)

Bms O %

3 (System Default)
& (Current Default)
¥ & Contents

b2 bo b

[ subject
= test19/test19

equal to |~}

automatic email import

b

“ test2lestz

b

test21/test21

« test3jtestd

testd jtestd

b2 bo b

test5ftests

« testfjtests And File By :

b

= test7jtest? In

Mailbox Folders
INEOX

Sent ltems
(&

Label:

(a) Conditions to apply — When ALL of the following conditions are met (AND condition).

Then: Copy the message to DocMoto

Add the following Tag:

(Current Default)

L (b)

B = (0

B =) (d)

Choose Folder &3 (Current Default)

Cancel Confirm

B =—— ()

* & Alias Test

* @ Clients

* & General Mail
» (& Lots Of Docs 4 3
* & new gui

» & POP3

* & Projects

* & Rubbish

* & Test1

* & Test2

* & Test3

* Q0 Testd

M= [J W) Tuet08 Q @ =

& (Default Folder)

U]

Select Close

Cancel

(b) Condition(s) - the condition(s)/rule(s) to be applied. In this example, if the Subject of the email is equal to

"automatic email import”.

(c) Then: - the actions to take when a rule is adhered too. In this example, Copy the message to DocMoto.
(d) And File By: - how to file the email(s) that adhere to the rule(s). In this example, By Date.
(e) Add the following Tag: - tags to apply to the imported email(s). In this example, the default tag will be applied.

(f) DocMoto Folder: - the DocMoto folder to import the email(s) that adhere to the rule.

9. Select “Select” once the folder to import the emails into is selected. The interface confirms the folder by
listing it next to the In - Choose Folder listing.
10. Select “Confirm”. The rule will be added to the user’'s INBOX - mailbox folder. See Fig. INBOX — mailbox folder

rule.
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Fig. INBOX - mailbox folder rule:

[ M lient File Edit View Reports Server Admin Window Help BHs D @S LG Tue2ts Q @ =
L ] [ Contents
w2128 | £ ) el @ ] “T) & &
Back loe MNew Folder Check-in Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
B Mailbox Folder: INBOX
N L A, test1B/test16
[+
»gm
‘;Wsmﬂesﬁ" De-Duplicate:  (System Default) ]  Attachments:  (System Default) [
EA teat1Bftest1d Label  Type Expression File By DochMeto Falder Tag Tag Value view
- default (System Default) (System Default) View
éies.ngg.‘lestw include subject equal to "automatic email import” By Date Contents[EmailSync/  (None) View
A a
~ test2ftest2
BN Terr K
test21/test2] .
- testdftest3 b
P~ (b)
= testd/testd v
[=Y te: &
m test5ftests (a)
[=Y te: &
~ testé/testé a
BN Ter K
™ lest7ftest?
-
Mailbox Folders [+
INBOX
Sent Items
o
=
Cancel Save All Changes

(a) test21/test21 — INBOX — mailbox folder.
(b) Rule — The new created rule.

Note: Rules are listed in order of evaluation. Administrators can change the order by dragging rules up and down the
list accordingly.

11. Select “Save All Changes” to save and confirm all changes.
Additional Note: The administrator can add as many rules as necessary before saving all changes.
Any emails sent to the user “test21” with the subject equal to “automatic email import” are automatically filed into a

date/time folder (created if folder does not already exist) as a child folder of the EmailSync folder in DocMoto. See Fig.
INBOX — mailbox rule results.

Fig. INBOX - mailbox rule results:

[ File Edit View Reports Server Admin Window Help BHs D 3 WF L B Te1dass Q @ =
®ce @ 2017-12-19
< 1921682181 [ &) & & ) ) v o) ) V) % o
Back leo New Folder Check-in Check-Out Quick Look  Add Creato  Versions  Views Attach  Favourites Shares  Refrosh Search
v [ Contents &3 Name A Subject Date To From
» (] (Default Folder) = automatic email import [1688).eml  automatic email import Today, 14:35 test21@kerio.chisoftware.com Lee Ferris <lee.ferris@chlsoftware.com>
» (5 Alias Test [™] automatic email import [1688).eml_
» [ Clients
» 032017 ‘ 1
» (392017-08
» (32017-09 (a) (b)
» (22017-11

» (L automatic email import {1688).em|

(a) EmailSync/2017-12-19 — DocMoto folder to store emails imported via mailbox rule.
(b) Email — imported into the system in accordance with INBOX mailbox rule.
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Adding a Connection Template:

This section covers how administrators add a connection template. The examples assume the “Email Import
Configuration” option from the “Admin” menu is selected.

1. Select “Add” or “+" on the “Connection Templates” section. An Add Connection Template interface is
presented. See Fig. Add Connection Template.

Fig. Add Connection Template:

.'7 DocMotoClient File Edit View Reports Server Admin Window Help B D xWE LD B Tue 16:50 Q. ()
o] i@ Contents
192.168.2.181 [
Back loe Now Folder Chock-ln  Chock-Out Quick Look Add Croato Versions Views Attach Favourites Shares Refresh Search
r\(: » Email Accounts Add Connection Template
gl
» g ¥ Connection Templates
home
2 Template Key: —
other work (a)
Server: — (b)

kerio

Type: Please select... ﬂ — (c)
Secure:  Please select... H — (d)
Port:  Please select.. [ "——— (e)

kerio (POP)

MSExchange

» Standard Rulesets
» System

Schedule:  Please select... H Once a minute > (f)

Cancel Confirm

Cancel Save All Changes

(a) Template Key: - Key or label for the connection template.
(b) Server: - Address of the email server.
(c) Type: - The Type of email server:
e IMAP
e POP3
(d) Secure: — SSL (secure socket layer) or Non-SSL.
(e) Port: - The port the email server communicates on.
(f) Schedule: - The frequency the system pols the email server:
e default (as defined in System)
e frequent (as defined in System)
e infrequent (as defined in System)
e Every 5 minutes

2. Enter or select the values to enable the system to connect to the mail server. See Fig. Add Connection
Template — with values:
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Fig. Add Connection Template — with values:

@ DocMotoClient File Edit View Reports Server Admin Window Help BEws D 3 WF LD B Tue1715 Q @ =
L] 2 Contents
192.168.2.181 [ & & &
Back loe Now Foider Chock-ln Chock-Out QuickLook  Add Croato  Versions  Views  Attach Favourtes Shares  Refresh Search
:Qi » Email Accounts Add Connection Template
»gm ¥ Connection Templates
home
Template Key: kerio (demo)
other work
- Server:  keriol.chisoftware
kerio
M kerio) Type:  IMAP B
kerio (POP)
& i Secure:  SSL ]
MSExchange
d ot Port: 993 B
» Standard Rulesets
s Schedule:  default B onceaminute
Cancel Confirm

Cancel Save All Changes

3. Select “"Confirm”. The Connection Template kerio (demo) is created, saved & listed under the connection
templates section. See Fig. Connection Template — saved.

Fig. Connection Template - saved:

& D lient File Edit View Reports Server Admin Window Help BHs D @S L) B Tuers Q @ i=
L] [@ contents
192.168.2.181 [ ) & f) > 0 ) ] Q &
Back lo New Folder  Check-In  Check-Out Quick Lock  Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
B [ Emall Accounts [y Connection Template: kerio (demo)
> @ H
»g v Connection Templates [+ -
Server:
home Type:  IMAP ¢
e Secure: SSL > -
other wark (b)
- Port: 993 $
kerio
Schedule: default - Once a minute
kerio (POP)
& kerion . -
MSExchange (a)
» Standard Rulesets [+ Edit Settings
» System
Mailbox Folders [+

Cancel Save All Changes

(a) kerio (demo) — Connection Template created & saved.
(b) Email server values — mail server connection details.
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The connection template is now ready for use (if the Save All Changes option is selected). It is also possible to add
mailboxes to connection templates, ensuring a connection to the mail server with mailboxes automatically registered
against a user’s account.

Adding a mailbox to a connection template:

This section covers how administrators add a mailbox to a connection template. This example leads directly on from
the last section where the kerio (demo) connection template was created.

1. Select the connection template to add a mailbox too. In this example, we are using the connection template
kerio (demo) created in the last example.

2. Select Add or “+” on the Mailbox Folders section. An Add Mailbox interface is presented. See Fig. Add
Mailbox interface (connection template).

Fig. Add Mailbox interface (connection template):

@ DocMotoClient File Edit View Reports Server Admin  Window Help BEy D 3 @S L] OB wed10:28 Q @ =
[ ] [@ contents
192.168.2.181 o
Back lee New Folder Check-In  Check-Out  Quick Look Add Croate Versions Views Attach Favourites Shares Refresh Search
> ]G ]
» Email Accounts Ackd Maibox
> frH
[jn T Connection Templates
ome Mailbox: & — (b)
other work Use System Defaults as Initial Values for Current Defaults
kerio
kerio (POP)
MSExchange
kerio (demo) ) (
a)

» Standard Rulesets
» System

cance! (RTINS

Mailbox Folders

Cancel Save All Changes

(a) kerio (demo) — connection template.
(b) Mailbox: - list of custom mailbox patterns. As no mail server is being interrogated for mailboxes, this list only
includes custom patterns.

w

Select (Custom Value or Pattern) from the Mailbox: list.

4. Adialog is presented to the administrator enabling them to enter the name of the mailbox or a pattern to
match mailboxes. In this example, the administrator enters INBOX as the mailbox. See Fig. Add Mailbox -
Custom Value or Pattern
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Fig. Add Mailbox - Custom Value or Pattern:

@ DocMotoClient File Edit View Reports Server Admin Window Help BHms D 2 WMFT Q] BF Wed10:39 Q @ =
@ Contents
192168.2181 [ | & & @ > 3 ) o & < & o
i o N FOiec PRGNl OVt Qs Log s Add i Coowmiln Vs ViesomoAineh S Rovnon Ssie e e Sl
"L @ mail Accounts Add Mailbox
L
U“ ¥ Connection Templates
home Mailbox:  (Custom Value or Pattern) s
i pil.com
other work v Use System Defaults as Initial Values for Current Defaults
9" mail.chisottware.com
~ kerio
& keria).chisottirare.com Enter Mailbox name or Pattern
kerio (POP) Enter either a simple mailbox name (eg INBOX) of a name which is a
' Leriol chisottware.com Pattern (ie which includes one or more placeholders eg @{client}) for
 MsExchange working with multiple mailboxes
Y cutlook office3ss.com { ]
2 {INBOX (a)
kerio (demo)
KeriaLchlsoftware Cancel -l
» Standard Rulesets
» System
Cancel Confirm
Mailbox Folders

Cancel Save All Changes

(a) INBOX — mailbox registered to kerio (demo) connection template.

5. Select “OK" to register the INBOX as a mailbox folder for the connection template.
6. Select “Confirm” to save the changes. See Fig. Add Mailbox (INBOX) to kerio (demo) connection template.

Fig. Add Mailbox (INBOX) to kerio (demo) connection template:

. File Edit WView Reports Server Admin Window Help BERMs D @F L] OB Wed068 O @ =
M [E Contents )
1921682181 | ) & & @ ap B2l Bel B &g < B =
Back oo New Folder Check-ln Check-Out Quicklook Add  Create Versions  Views  Attach Favourites Shares  Refresh Soarch
:‘h: » Emall Accounts Mailbox Folder: INBOX
gn v Connection Templates
d home De-Duplicate:  (System Default) ﬂ Attachments:  (System Default)
of other work Label Type Expression File By DecMato Felder Tag Tag Value View
T detault (System Default) (System Default) View
kerio
™ keriot.chisaftware.com
kerio (POP)
¥ keriol.chisoftware.com
MSExchange
Y outiook.office3ss.com
kerio (demo) *
keriol.chlsoftware (b)
» Standard Rulesets
* System
v
(a)
A
Mailbox Folders
INBOX .

Cancel Save All Changes
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(a) kerio (demo) connection template with INBOX registered as part of connection template.
(b) defaults applied automatically to INBOX.

7. Select “Save All Changes” to complete process.

Adding a Standard Ruleset:

This section covers how administrators add a standard ruleset. The examples assume the “Email Import
Configuration” option from the “Admin” menu is already selected.

1. Select “Add” or “+” on the section header Standard Rulesets. An Add Standard Ruleset interface is
presented. See Fig. Add Standard Ruleset.

Fig. Add Standard Ruleset:

ﬁ__l_}ocl_wntocllnnl File Edit View Reports Server Admin Window Help B2mms 0 2 @=L !,Q_wmﬁ;o; Q@ =
| [ ] [@ contents |

192.168.2.181 oy
Back loe New Folder Check-In  Check-Out QuickLock  Add Create  Versions  Views Attach  Favourites Shares  Refresh

» Email Accounts Add Standard Ruleset

> 1

> frH

» Tt » Connection Templates
v Standard Rulesets

Exclude Spam Ruleset Key:

v

(a)
(b)

Blacklist

v

Description:

Out of Office

» System

Cancel Confirm

Cancel Save All Changes

(a) Ruleset Key: - Key or label for the ruleset. Referred to by mailbox rules.
(b) Description: - As stated.

2. Enter a Ruleset Key & Description for the ruleset. In this example, the Ruleset Key is set to “Client Matter
Rules” and the Description is set to “Standard set of rules for client matters”. Select “Confirm” to create.

3. Ensuring the “Client Matter Rules” ruleset is selected, select the “+" button (bottom left-hand corner of
Standard Ruleset: Client Matter Rules interface) to add rule. An Add Mailbox Folder Rule interface is presented.

4. Edit and set the rule accordingly. See Fig. Adding first rule to ruleset.
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Fig. Adding first rule to ruleset:

@ DocMotoClient File Edit View Reports Server Admin  Window Help BMy D 3 @S L] OB Wed1227 Q @ =
L [@ contents
192.168.2.181 £ & ey
Back lea New Folder Check-in Check-Out Quick Look Add Create Versions Views Attach Favourites Shares Refresh Search
> +]
. B H » Emall Accoumnts Add Mailbox Folder Rule
, [Jn * Connection Templates
v Standard Rulesets When:  ALL of the following conditions are met: <} — (b)
Exclude Spam
Blacklist [subjact B contains B docmoto @ ] — (C)

Out of Office
Client Matter Rules

» System

(a) Then: Copy the message to DocMoto B — (d)
And File By : 8y Date B = (e)

[ In Choose Folder (@ Contents » [ Client > @ A-D > [ CHL » [ DocM » (@l Correspondence » [ Emails ] — (f)

Add the following Tag: (Current Default) H

Label:

Cancel Confirm

Cancel

(a) Client Matter Rules — newly created ruleset.

(b) Conditions to apply — When ALL of the following conditions are met (AND condition).

(c) Condition(s) — the condition(s)/rule(s) to be applied. In this example, if the Subject of the email contains
"docmoto”.

(d) Then: - the actions to take when a rule is adhered too. In this example, Copy the message to DocMoto.
(e) And File By: - how to file the email(s) that adhere to the rule(s). In this example, By Date.

(f) DocMoto Folder: - the DocMoto folder to import the email(s) that adhere to the rule. In this example,
Contents/Clients/A-D/CHL/DocMoto/Correspondence/Emails

Repeat steps 3 — 4 for as many rules needed. See Fig. Complete Ruleset.

5. Select “Save All Changes” to confirm.
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Fig. Complete Ruleset:

@ DocMotoClient File Edit View Reports Server Admin Window Help BE™r D 2 WF QI B Wed1413 Q @ =
] 2 Contents
192.168.2.181 [ & & »
Back loe Now Foider Check-In Check-Out Quick Look Aod Create Versions Views Attach  Favourites  Shares Retresh Search

9 » Email Accounts Standard Ruleset: Client Matter Rules

B
» O » Connection Templates
v Standard Rulesets

Exclude Spam

Description  standard set of rules for client matters

Label  Type Expression File By DocMoto Folder Tag Ta.. View

Blacklist include subject contains "docmoto™ By Date C lients/A-D/CHL/D or [Emails/ (None) View
include  subject contains "MailMoto" By Date Ci ts/Cli /A-DICHL/MailM i (None) View

Out of Office include subject contains "E-Company" By Date C /Clients/E-H/E-C Emails/ (None) View
include subject contains “Evans Company" By Date Contents/Clients/E-H/Evans Company, The/Correspondence/Emails/ (None) View

& Client Matter Rules include subject contains “In Roads" By Date Contents/Clients/I-L/In Roads/Correspondence/Emails/ (None) View
include  subject contains "Inter Connectio... By Date Contents/Clients/I-L/Inter C i ils/ (None) View

include subject contains “M-Track" By Date Contents/Clients/M-P/M-Track/Correspondence/Emails/ (None) View

include  subject contains "Mutex" By Date C /Clients/M-Pf Corr i (None) View

include  subject contains “Reverse Flash” By Date Contents/Clients/Q-T/Reverse Flash/Correspondence/Emails/ (None) View

include subject contains “Tesseract” By Date Contents/Clients/Q-T/ Cor Emails/ (None) View

include subject contains "U Turn® By Date Contents/Clients/U-Z/U Turn/Correspondence/Emails/ (None) View

include  subject contains "Mystic Monkey" By Date C [Clients/M-P/Mystic Monkey, i (None) View

include  subject contains "Lando™ By Date Contents/Clients/I-L/Lando/Correspondence/Emails/ (None) View

include subject contains "Queen Sux* By Date Contents/Clients/Q-T/Queen Sux/Correspondence/Emails/ {None) View

I
(b)

Cancel Save All Changes

(a) Client Matter Rules — Standard set of rules for client matters.
(b) The Rules - to be assessed and applied in order of sequence.

Adding a Standard Ruleset (supplementary section):
This section illustrates to administrators how to associate a standard ruleset to either:

1. A connection template.
2. A user's mailbox rule.

Adding a standard ruleset to a connection template:
The examples assume the “Email Import Configuration” option from the “Admin” menu is already selected.

1. Select the Connection Template from the Connection Templates section. In this example, the kerio (demo)
connection template created in an earlier example.

2. Select the Mailbox Folder associated to the connection template (kerio (demo)). In this example, the INBOX

mailbox folder added to the connection template kerio (demo), added in an earlier example.

A Mailbox Folder interface will be presented. Select “+” (bottom left-hand corner of interface) to add rule.

Leave the “When:" condition to “ALWAYS".

Select “Evaluate a Set of Standard Rules” option from the “Then:" list.

Select Standard Ruleset from the Standard Ruleset list. In this example, the “Client Matter Rules” ruleset. See

Fig. Adding a standard ruleset to a connection template.

S
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Fig. Adding a standard ruleset to a connection template:

@ DocMotoClient File Edit View Reports Server Admin  Window Help BEy D @S L] OB wed1ds50 Q @ =
[ ] [@ contents
192.168.2.181
Back lee New Folder Check-In Check-Out Quick Look Add Croate Versions Views Attach Favourites Shares Refresh Search
B Frall Acoounts Add Mailbox Folder Rule
> frH
»gT ¥ Connection Templates
home When: ALWAYS : B — (b)
other work
kerio
kerio (POP)
MSExchange
kerio (dema) '
» Standard Rulesets
» System
Then: Evaluate a Set of Standard Rules B = (C)
(a) o
Standard Ruleset:  Client Matter Rules n ﬁ (d)
a
Mailbox Folders
INBOX .

Label:

Cancel Confirm

Cancel

(a) kerio (demo) connection template & INBOX mailbox folder.
(b) When: Always apply.

(c) Then: - Evaluate a Set of Standard Rules.

(d) Standard Ruleset — Client Matter Rules.

7. Select “Confirm”. The standard ruleset “Client Matter Rules” is set against the user's INBOX mailbox folder
as part of the connection template kerio (demo).

NOTE: By creating a standard ruleset for all ongoing matters (or projects, clients) this can be included as part of the
connection template for all mailboxes required (INBOX, Sent Items, etc). Furthermore; administrators can update the
standard ruleset (Client Matter Rules — in this example) when a new client matter (or project, clients) is opened and
the rule is applied to all users simultaneously. When administrators have to create a new user account they will pick up
the rules automatically.

See Fig. Standard Ruleset applied to connection template.

8. Select “Save All Changes” when complete.
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Fig. Standard Ruleset applied to connection template.

@ DocMotoClient File Edit View Reports Server Admin  Window Help BEy D @S L] OB Wedisda Q @ =
] @ contents
192.168.2.181 5 &y Py
Back lee New Folder Check-In Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
+] i .
:QH » Email Accounts Mailbox Folder: INBOX
» [Jn 7 Connection Templates
home De-Duplicate: (System Default) [  Attachments:  (System Default) [
other work Labes Type Expression File By DocMaoto Folder Tag Tag Value View
default (System Default) (System Dafault) View

kirio ( standard Client Matter Rules (None) View |

kerio (POP)

MSExchange

kerio (dema) ,

» Standard Rulesets ( )
» System

v
(a)
a

Mailbox Folders

INBOX ®

Cancel Save All Changes

(a) kerio (demo) connection template & INBOX mailbox folder.
(b) Client Matter Rules.

Adding a standard ruleset to a user’s mailbox:
The examples assume the “Email Import Configuration” option from the “Admin” menu is already selected.

Select the user’s email account from the “Emails Accounts” section. In this example, test21.

Select Mailbox Folder from the “Mailbox Folder” section. In this example, INBOX.

A Mailbox Folder interface is presented. Select “+" (bottom left-hand corner of interface) to add rule.

Leave the “When:" condition to “ALWAYS".

Select “Evaluate a Set of Standard Rules” option from the “Then:" list.

Select Standard Ruleset from the Standard Ruleset list. In this example, the “Client Matter Rules” ruleset. See
Fig. Adding a standard ruleset to a user’'s mailbox.

S o o
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Fig. Adding a standard ruleset to a user’s mailbox:

& DocMotoClient File Edit View Reports Server Admin Window Help BMHMy D 2 @F L] B Wed5:35 Q @ =
L [@ Contents

192.168.2.181 [ & &

Back lee Mew Folder Check-in Check-Out Quick Look  Add Create  Versions  Views Aftach Favourites Shares  Refresh Search

> o lﬂ‘w...---\.w------ Add Mailbox Folder Rule

i H
» [T o testiDjtest1s
an g tetne: i _ [ —
When:  ALWAYS : (b)

- test2ftest2
test21/test21

test3/test3 ?
testd testd

test5/tests

bo Po Po

bo
:
5

]

3

=l

3
g
_—

QD

L=

A Then: Evaluate a Set of Standard Rules —— (C)

bo bo D

test9/testd Standard Ruleset:  Client Matter Rules B — (d)

Mailbox Folders
INBOX .

Sent ltems
id

Label:

Cancel Confirm

Cancel

(a) test21/test21 (user email account) & INBOX (mailbox folder).
(b) When: Always apply.

(c) Then: - Evaluate a Set of Standard Rules.

(d) Standard Ruleset — Client Matter Rules.

7. Select “Confirm”. The standard ruleset “Client Matter Rules” is set against the user’s (test21) INBOX mailbox.
See Fig. Standard Ruleset applied to user’s mailbox.
8. Select “Save All Changes” when complete.
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Fig. Standard Ruleset applied to connection template.

o lient File Edit View Reports Server Admin Window Help BEy D @S L] OB wedsad Q @ =
] @ contents
192.168.2.181 ' & )
Back lee MNow Folder  Check-In  Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
=19 P — Mailbox Folder: INBOX
> frH

»On ‘; test19/test1a

De-Duplicate:  (System Default) E Attachments: (Systern Default) B
= test2ftest?

Label Type Expression File By DocMoto Falder Tag Tag Value Wiew
test21/test21
f"" ' default {System Default) (Systern Default)

include subject equal to “automatic email import” By Date Contents/EmailSync MNone View
test3flestd standard Client Matter Rules (Mone) Viaw

testd testd

testSests

testBleste

(a) (b)

test7ftest?

Bo Bo Bo Po Po

m testBftest8

b b

test@ftestd

Mailbox Folders
INBOX

Sent ltems
Qa

Cancel Save All Changes

(a) test21/test21 (user email account) & INBOX (mailbox folder).
(b) Client Matter Rules.

Adding a File-By Definition:

This section covers how administrators can add a File-By definition. A File-By definition enables the system to
intelligently file emails (adhering to a rule) in DocMoto, creating sub-folders as necessary.
The examples assume the “Email Import Configuration” option from the “Admin” menu is already selected.

1. Select “File-By Definitions” from the “System” section.
2. Select “+" (bottom left-hand corner) to add new definition. A File-By Definition interface is presented
enabling the administrator to enter:
a. File By Key
b. Pattern
Enter values for File By Key & Pattern. See Fig. New File-By Definition.
4. Select “Confirm” to save File-By definition. See Fig. Saved File-By Definition.

w
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Fig. New File-By Definition:

& DocMotoClient File Edit View Reports Server Admin Window Help B@ms D 3 WF L OB Thusas O @ =
L ] [@ Contents
[EPACCRACT © & & @ ) ) o) A & Q & c
Back lee New Folder Check-in Check-Out Quick Look Add Create Versions Views Attach  Favourites Shares Refresh Search
[+] "
- » Email Accounts File-By Definitions
» frH

g » Connection Templates
» Standard Rulesets
v System File By Key: By Project — (b)

Mailbox Patterns

¢ Mailbox Patt ) - - — _
File-By Definitions Pattem: | /Projects) il ® (c)
Schedules

o Defaults Cancel Confirm

(a)

Cancel

(a) File-By Definitions — How to file the emails that adhere to the rule.

(b) File By Key: - Key or label to be referred to by pattern matches (this will be covered later in this document).

(c) Pattern: - intelligent folder matching for filing purposes. A more in depth look at the example pattern illustrated
above can be found below.

Fig. Saved File-By Definition

& D lient File Edit View Reports Server Admin Window Help BMmy D 3 @MF L BF Thisd? Q @ =
L ] [ contents
waieeziifd B & & @ a2l ExN BECD =D W B E3 E
Back loe Mew Folder Check-In Check-Out Quick Look Add Create  Versions  Views Attach  Favourites Shares  Refresh Search
:ﬁz » Email Aocounts [3  File-By Definitions
» Connection Templates
»am Pl £l File By Meaning
fStapdaiBulasets e 3 By Date J@{date}
¥ System By From Domain J@{fromdomain}
gy Mailbox Patterns By From User [@{fromuser}
- " By Client Name Cli ber}/Emails
ﬁle..-.B.rPeﬁnrlllons By Client Matter fcli ient}/@(client WCor
— regextest @@z}
Schedules i . .
L - cm 3] }/Correspe
Defaults By Month J@{month}
L o ctem Default By Year [@{year}

Cancel Save All Changes
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File-By Pattern example - In depth look:

The File-By pattern matches the pattern to folders in DocMoto using a combination of variables (or placeholders) and
existing folders within DocMoto. It breaks down as follows:

By Project [Projects/@{a2z}/@{project}/Correspondence/Emails
1
I
v (Cg Projects :
I
- 1 :
v [ ]Alpha |+ - i : :
] I
» (] Accounts : : :
v [ Correspondence | #======== -—4——————:————————'
I ]
» [ Emails . A — i ........ JeoToee 9
I ]
1
» (] Documents : : !
v D Beta = e - lr-llrll—l—l—l—-' :
I ] ]
» (] Accounts : ! :
v EJCorrespondence $bewwnnnuw ""l*'““"'i‘““"'*
I I ]
» (] Emails . L i ,,,,, - SSSSEEaE I} ,,,,,, $
]
» (] Documents | ) :
VEIN-Z |e¢mmmmmmmnmnnnne e - : |
i ]
v [ JNu e ————— —-------? :
]
» (] Accounts : :
v [ Correspondence |¢==m===m=== .....................i,...................‘
— 1
» (] Emails ,ii ...... J
1
» (] Documents | :
v DTheta e -v———--——-l :
» (] Accounts E
v Dcorrespondence = ———— '————————————————l
» (] Emails !
» (] Documents

The projects listed (above) in DocMoto were created via a folder template ensuring continuity and consistency in
terms of the folder structures created. This makes pattern matching far easier. If File-By definitions are used in
conjunction with Mailbox Patterns the mail import routines are truly automated and self-learning.
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Adding a Mailbox Pattern:

This section covers how administrators can add a Mailbox Pattern. A Mailbox Pattern enables the system to
intelligently file emails (adhering to a rule) in DocMoto, creating sub-folders as necessary.
The examples assume the “Email Import Configuration” option from the “Admin” menu is already selected.

1. Select “Mailbox Patterns” from the “System” section.
2. Select "+" (bottom left-hand corner) to add new definition. A Mailbox Pattern interface is presented enabling
the administrator to enter:
a. Mailbox/Pattern
b. File-By Key
3. Enter values for Mailbox Pattern & File By Key. See Fig. New Mailbox Pattern.
4. Select “Confirm” to save Mailbox Pattern. See Fig. Saved Mailbox Pattern.

Fig. New Mailbox Pattern:

@ DocMotoClient File Edit View Reports Server Admin Window Help BHs H 2 @A ) W Fi1017 Q @ =
® & Contents
192.168.2.181 [
na or Check-in Check-Out Quick Look Add Create Versions Views Attach Favourites Share Retrash
€+ Email Accounts MEARGON Pattanne
> RH

rOT » Connection Templates
» Standard Rulesets

v System i attern: | Public Folders/Projects/@{a2z oct) R (b)
Mailbox Patterns
 File-By Definitions File By Key: By Project — (C)
G Schedules
Defaults Cancel Confirm
(a)

Cancel

(a) Mailbox Pattern — Common mailbox patterns.

(b) Mailbox/Pattern: - intelligent mailbox pattern matching. A more in depth look at the example pattern illustrated
above can be found below.

(c) File By Key: - Key or label to be referred to by pattern matches
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Fig. Saved Mailbox Pattern:

3 lient File Edit View Reports Server Admin Window Help BMmsy O 3 @F LM M4 Q O =
e B contents
192.168.2.181 [ ] b & @ > Y ) ) & v, <A o
Back e How Folder Chock-In  Check-Out Quick Look  Add Create  Versions  Views Attach  Favourites Shares  Refresh Search

c
» Emall Accounts Mailbox Patterns

»gn » Connection Templates

-+ -+ )+

Mailzox Default File-By
» Standard Rulesets e Y@{cl " 1 By Client Matter
T Systom Public Falders/C 22}/@{client}/Cor il em

Mailbox Patterns INBOX/Cli 1 ient}/Ci i cm

File-By Definitions
Schedules
o s Frequer

Defaults
L o ctem Default

Cancel Save All Changes

Mailbox Pattern example - In depth look:

The Mailbox Pattern matches the pattern to mailbox folders in the mail servers using a combination of variables (or
placeholders) and existing folders within the mail server’'s IMAP folders. It breaks down as follows:

PubIic'FoIders/Prgjectsl@{gZz}/@{prtgect} By Project
1 1 | =
| : | ~ test16@kerio.chlsoftware.com
: : : [2) INBOX
: : : =/ Drafts
: : : = Sent Yk
: : : [1] Trash
1 i I
1 1 1 (@] Junk
i I I .
1 I 1 =] Archive
| 1 1 e
* g E] Public Folders — (b)
‘l—----‘-----1----------——} v E] Projects
*----1—----------———-} ~ [ A-M
: e e e i e e = =) [ Alpha
™ (a
: » [~ Beta (@)
lb-"'-"--"""-—--> vEN-2
1
'----------——----’E‘ Nu
'-"-"-"'—————-PE Theta
—
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(a) Public Folders — IMAP public folder (users must be subscribed to pubic folders). If users need to create public
folders they must have permission.

(b) test16@kerio.chlsoftware.com - User’'s email account mounted in MS Outlook. User has subscribed to the IMAP
public folder “Projects”.

Any Emails filed into the public project folders (contained within the IMAP public folder “Projects”):

1. Alpha
2. Beta
3. Nu

4. Theta

Will be imported into DocMoto via the Projects “File-By” definition. See Fig. Emails filed via Pattern Matching.

Fig. Emails filed via Pattern Matching:

@ DocMotoClient File Edit View Reports Server Admin Window Help BM™ D P WAL B Tuen1a Q @ =
et e &3 Emails
< wuw2eB Ol sl &l el DIBIDLALGLOLDRE
Back lee Now Folder Check-In Check-Out Quick Look  Add Create  Vorsions  Views Attach  Favourites Shares  Refresh Search
v [ Contents &8 Subject Date From To
» (33 (Default Folder) ]
» (3 Alias Test = Alpha Project Brief 17 November 2017 16:32  Lee Ferris <lee.| com>  test { .com
» (L Clients B Updated Project Alpha Brief 20 November 2017 11:35  Lee Ferris <lee.ferri: com>  test com =
» [ EmailSync [ Alpha Project - of works 8 December 2017 10:01 Lee Ferris <lee.ferri .com>  test i .com

» (L) General Mail
» (JLots Of Docs

» [)new gui 2 a . - .
X épop: 1= ® Outlook File Edit View Message Format Tools Window Help
¥ (3 Projects [ J "9} Alphal
v {_‘JA -M 2
T
v Gy Alsha Home Organize ools
» [ Accounts O o.; “ m Meeting @ . [
¥ (1) Correspondence S ad .@ S
v Emails New New  Delete Archive Reply Reply Forward Attachment Move  Junk  Rules  Rea (b)
» (3 Alpha Project - Statement Email  Items All
7 test12@kerio.chlsoftware.com
52:“”""“ By: Date Received v ¥
»
> QIN-2 1 7 test13@kerio.chlsoftware.com « Last Month
7 test14@kerio.chlsofware.com Lee Ferris 7
X G Alpha Project - Statement of works ~ 08/12/2017
’ test15@kerio.chisoftware.com p_ ) - :
Hi Test18, Please find attached statement of work
~ test16@kerio.chisoftware.com  Older
=~ INBOX Lee Ferris &
(a) -/ Drafts Updated Project Alpha Brief 20/11/2017 —
9 . Please find attached updated Project Alpha brief..
=] Archive
> Sent Lee Ferris ¥,
& Alpha Project Brief 17/11/2017
[1]] Trash ¥ - . e
e Best Regards Lee Ferris CHL Software Tel: +44 (0.
2] Junk
- 2 =
~ ] Public Folders
[~ Projects
v [FA-M
) Alpha
e
| Beta
~[FEIN-2Z
— | Nu
~| Theta
—

(a) DocMoto Project folders pattern matched to IMAP Public Folder Projects.
(b) Emails filed into IMAP Public Folder Projects imported directly into DocMoto folder via Project File-By definition.
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