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Welcome to Attachment management add-in for Microsoft® Outlook® that makes it very easy

and effortless to export all attachments from emails to a file folder and use hyperlinks in the

email to access the associated attachment files. This is an elaborate help documentation that

will guide how to work with Attachment Manager for Outlook.
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1. What is Attachment Manager?

Attachment Manager for Microsoft Outlook can automatically detach attachments and
embedded images from your emails and save them to a file folder and then hyperlink them up
within the email for easy reference and retrieval. These not only save previous space on your
PST or Exchange mailbox, but also helps in making Outlook run much faster with better
performance, and remove the requirement for constantly archiving emails. All these processes
are performed seamlessly within Microsoft Outlook, and that too, transparent to the user such
that, it will appears to the user as if the attachments are still there in the email message.
Furthermore, you can also re-attach those corresponding files from the folder back to the
original email in a simple click.
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2. Features

' Microsoft® Office Outlook integration.

« Detach attachments from emails

+ Filter out certain attachments with specific extensions from detaching
« Preserves inline images and hyperlinks in the processed email.

«/ Re-attach files back to the original email.

« Monitors multiple folders and mailboxes for incoming emails and automatically detach
attachments.

' More efficient. Significantly reduce your Inbox size so that your Outlook is more efficient to
startup, browse, search and index.

« No hassle. No need to copy over a big PST file when switching to a new PC.
' Accessible anywhere. Read you attachments even when you are on the plane.

4 Optionally delete the associated file attachments when deleting an email. Asks you if you
want to delete the attachment if deleting an email

« Remove the URL or re-attach related files when replying or forwarding the email
« Coded to avoid the Outlook security prompts for hassle free operation

v Keep the size of your mailbox on the server within your allowed size.
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3. Toolbar buttons in Outlook

Once installed, Attachment Manager appears as a new toolbar in Outlook. You can easily
recognize it from the title ‘Attachment Manager’ grayed out.

Efile Edit ¥iew Go Tools Adions Help

‘adNew - | g (25 XK | SaReply (Replyto All (5 Forward | S5 W | L | L

| Attachment Manager | (= Detach | (0l Re-Attach | €5 | X | Settings = | Help ~

Attachment Manager supports the following buttons:

Y

Detach
Re-Attach
Remove file links from the selected emails

Y V VY

Delete the selected emails (and along with their associated files, if any)
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4. Detach or strip down attachments

If you have emails with attachments and embedded images, you can simply select them and
use the detach function of the Attachment Manager add in to strip down all attachments from
the email item, and then export them to a file folder and at the same time, leaving behind the
hard links of the files in the email itself, for easy retrieval and access.

Below is the Inbox folder just before detaching the attachments of the selected email:

[~ Inbox - Microsoft Outlook - = X
! File Edit View Go Tools Acions Help Type a question for help |-
i dNew - | = 3 X | CuReply (-§ReplytoAll i Forward |05 W | [} Searchaddressbocks - | (@) .'
Attachment Manager =] lDetach é@ Re-Attach «sié 'X Settings~ | Help~ -
NEy=— ;
nbox 4 N How to install a new memory module to
— . |
=~ Click 'Detach’ to strip attachments =, my MacBook?
and move themn to a file folder James Scott
Arranged By: Date You replied on 7/21/2009 10:59 AM.
= Sent: Mon 7/6/2009 4:34 PM
Older Ta: John Mash
@ a ia::;s Scoft /5 @ -] Message EKB#lUUE MacBook Pro How to insta..
c
" - . -
E =2 MYnica Lewis 7/6/2009 | techs_tickets.pdf (126 KE)
£ 7 Bl versions.xls 35 KB) 7
1 =
= . ~
= '-’,‘.— . .y ‘x\--_- Fs
B |, This email takes up ™, | wanted to upgrade my Mag.ﬂ-" Sy, E|
= ; . ”
E 1rnMaEii| bchplraecalggs Can _\rnu?pfease guide mee 6 attachments
- process: \, Wwith this email
Installing Additional Memo
Before installing additional memory, you will
need fo remove your battery and put it back in
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Below is the Inbox folder with the processed email after the attachments are detached:

i~ Inbox - Microsoft Outlook

Efile Edit W¥iew Go Tools Acdions

Help

= X

Type a question for help

E{:Iﬂew - @ LE X agept]r @Rept]rtu All QFum_vard E ? [F Search address books

-

@

-

v

Eﬁ«ttachment Manager [~ Detach @Re-ﬁttach «sié }( Settings~  Help~ <

» || 3 Inbox

P~y

| Click here to enable Instant Search

Arranged By: Date Mewest on top

= older
o . James Scott 7/6/2009
P 42 KB
& || 5 MaNjca Lewis 7/6/2009
c TK
E s 1
- — "F iy,
E, <" After detachment of
5{ attachments, the email
E‘ Just takes up a few

kilobytes

How to install a new memory module to
my MacBook?

James Scott

. -
Yo rEpHEd o TEge Original attachments are
Sent:

Tos

o
- -"I|,~

Mon 7/6/ now saved in a file folder,
John Nash *s__and are linked to the email.

-

Attachment files: *

-~

« KB#1008 MacBook Pro How to install

memory.pdf
techs tickets. pdf

Versions.xls
Stores xlsx

reforms.pdf
brochure xps

I wanted to upgrade my MacBook memory. Can
you please guide me through the process?

Detach All - If you want to detach attachments from all items inside the current Outlook folder, you can

goto Settings drop down, and select ‘Detach All’.
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5. Re-attach related files back to the email

If you want all the attachments back to the email item, you can simply use the 'Re-Attach' function of
the add-in to put back all the related files from the file folder to the email, in the original condition. The

hard links from the body description will also be automatically removed.

Below is the Inbox folder with the re-attached files back in the email as attachments:

i~ Inbox - Microsoft Outlook - = X

! File Edit View Go Tools Acions Help Type a question for help |-

EI-}HEW - @ 3 x i~ Reply @Rept]rtu All () Forward E VW | @} Searchaddressbooks  ~ | (@) ;

Attachment Manager =i Detach é@ Re-Attach «sié 'X Settings~ | Help~ =]

-,
= I“bmf____-_----,"l_ How to install a new memory module to

-+~ "Clicking Re-Attach will put back ~~+¢ | my MacBook?
all the files back to the email James Scott

-

-
; +* 6 attachments
You replied on 7/21/2009 10:5 reverted back to

Sent: Mon 7/6/2009 4:34 PM ‘\\% the email

Arranged By: Date

=) Oider To:  John Mash y:
/2009 = P
@ 2 ia::;s scott st @ -] Message | "™ KB#£1008 MacBook Pro How to insta...
= —
= i =
E =1 Monica Lewis 7/6,/2009 | techs_tickets.pdf (126 KE)
£ 7 KB Bl versions.xls 35 KB) 7
-ﬁ 2
o I wanted to upgrade my MacBook memory.
ﬁ Can you please guide me through the
= process?
Installing Additional Memory:

Before installing additional memaory, you will
need to remove your battery and put it back in

Re-Attach All — If you want to reattach all the detached files back to all the items in the folder, goto
Settings drop drown and select ‘Re-Attach All’
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6. Remove file Links from the selected emails

When you Click this button any file links in the email will be remove and once removed it cannot be link
it back again.

File Edit View Go Tools Actions pamsmi i e

Remove file
BdNew - | g (33 X | SuReply (fRe

links
Attachment Manager | = Detach | @ Re-Attach

Ba W ||

Settings - | Help = k
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7. Delete the selected emails

When you click this button the selected emails will be deleted along with its associated files, if there is
any.

File Edit View Go Tools Acdions
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8. Automatically detach or delete attachments in Sent Items folder

Under Settings > Attachment Options, you can select what attachment action to be performed to the
copies of the mails in the ‘Sent Items’ folder.

If the first option is selected, Attachment Manager add-in would automatically detach all the
attachments present in the mail copy to the specified attachment folder.

For the second option, the attachments would be deleted permanently from the copy of the mail.

The last option of course, is to do nothing and is the default selected option also.

Sent Ttems folder options

@ Automatically detach all attachments in Sent Items folder
() Delete all attachments

() None
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9. Automatically detach attachments in any Outlook folder or

mailbox

Don't want to manually detach attachments from your emails? You can allow Attachment Manager add-
in to monitor and track any number of mail-enabled folders and mailboxes for incoming emails and then
detach attachments to a file folder and link them up within the emails. All these are done seamlessly
within Outlook and users will not even be aware of it.

Below is the e-mail monitoring settings on Outlook folders and mailboxes:

M Settings : Email Monitoring

3

Exit

v
Apply Save
— Monitored Folders & Mailboxes

_.....l--l-—-—-—--.-.-._"
- e

.""h
........................................... ’,*" Automatically detach s
A @ Exchange Maibox: ¢ attachments from
' incoming emails under
\ ;
i e Y. these mail-enabled folders

Selacted folder fnalbox Did:BN’ S Inalhones

Select an option

Select Mailbox ..

folder

Path | Type | g |
E}_Support MailBox

[=1 \\Public Folders\all Public Folders\Support Requests  Public Folder

=1 \Wailbox - John Mash\Incomings Public Folder
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10. Skip certain attachments from being detached

Have any attachment type that you want to retain in Outlook? You can define your own list of file
extensions and set Attachment Manager add-in to only skip detaching attachments having that

extensions.

Below is the file extension setting for selective detaching of attachments:

Il Settings : File Extensions

1

Exit

‘

Save

— Attachment extensions

Don't process the following attachments having the following extensions
msg,jif htm,jpg, gif, txt, dot,rtf,oft| _ g

-

- ‘-h""" . -y
i""s define extensions ™,
H you don't want to
i

be detached

LY

Mote:
Enter extension names without the dot () and each extension separated by a comma ()
Eg. pdfjpa,gif
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11. Attachment Options and Settings

Want more control over the output? Attachment Manager provides you the flexibility to customize
naming scheme, refer links and location under processed emails, specify output folder etc.

Below is the attachment output option:

X Settings: Attachment Options
v 2
Apply Save Exit

Specify the folder where the attachment will be saved

@ Use a separate distinct file folder for each Outlook folder
(MOTE: a new button 'Specify Attachment Folder..." will be available in the toolbar in each Outlook folder)

(7 Use a user-spedfied global file folder to store all the detached attachments
C:\Users i \Desktop\Global Folder

Naming Scheme Link Location

(7 Received Date/Time + Attachment name i@ Top () Bottom

(7 Subject + Attachment name

(7 Auto Incremental Mumber Attachment Reference Link
(@ Random Mumber (7 Show full path

(7 Attachment name i@ Show the attachment name only
Optional Links to Embed

["] Embed Mac friendly path Eg. smb://serverfolder /attachmentFie.pdf
[ Embed HTTP friendly path ~ Ea. htip:/fmydomain. com/folder (AttachmentFile. pdf

Web URL of the folder http:/f192,168.0.1/folder
Eg. http://mydomain, com/folder or http: /192, 168.0. 1/folder
[] only embed Mac/HTTF path on automatic detachment

Sent ITtems folder options

i@ Automatically detach all attachments in Sent Items folder
(7) Delete all attachments
(7) None

Process inline attachments (images)
When deleting a mail item, always prompt for confirmation
When deleting multiple mail items, always prompt for confirmation
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12. Important Links

Attachment Manager for Outlook - Home page

Go to the website of Attachment Manager for Outlook.

Video Tutorials

Quickly learn how to use Attachment Manager add-in in Outlook and detach attachments
to a local or network, manually or on the fly.

Purchase Single user license or Enterprise license

Acquire a personal license for Attachment Manager for Outlook for personal use. If you
want to deploy this product to multiple users and systems, check out for our enterprise
license.

Have a query or two? Contact us in Live Chat

Now you have a better way to get help faster and more efficiently! Whenever you need
support, you can simply visit this particular link and chat to our support technicians! You
don't need to download and install anything to your system. It doesn't get any easier
than that.

Submit an online support ticket

Use this web form to create a ticket with AssistMyTeam Technical Support.


http://www.assistmyteam.net/AttachmentManager/
http://www.assistmyteam.com/AttachmentManager/videos/
http://www.assistmyteam.net/AttachmentManager/purchase.asp
http://messenger.providesupport.com/messenger/johnnash.html
http://www.assistmyteam.net/support/submitTicket.asp

