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Attachment management for your emails
Conserve disk space of your PST/mailbox without deleting attachments
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Welcome to Attachment management add-in for Microsoft® Outlook® that makes it veryeasy 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?

With an idea to conserve space of your PST or Exchange mailbox, Attachment Manager add-infor Microsoft
Outlook has been developed. The add-in or plug-in 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. It makes Outlook runs much faster with better performance, and removes the
requirement for constantly archivingemails. All these processes are performed seamlessly within Microsoft
Outlook and that too, transparent to the user such that, it will appear to the user as if the attachments are
still therein the email message. Furthermore, you can also re-attach those corresponding files from the folder
back to the original email in just a simple click.



2. Features

Seamless integration with Microsoft® Outlook
Detach attachments from emails to a global file folder, or optionally, choose afolder at runtime.
Define separate attachment file folder for each Outlook folder.
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Automatically detach or delete attachments from the copy of emails present inthe Sent Items
folder.

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.

CA LS

Monitors multiple folders and mailboxes for incoming emails and automaticallydetach
attachments.
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More efficient. Significantly reduce your Inbox size so that your Outlook is moreefficient 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.
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Optionally delete the associated file attachments when deleting an email. Asksyou 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

Keep the size of your mailbox on the server well within the allowed limit.
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Retains the attachment clip icon in the Outlook folder view, even after detachingall the
attachments of the email.

Special MSI installer available for enterprise-wide deployment (upon request)
Support for Office 2010, 2013, 2016, 2019, 2021 and Office 365.
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3. Ribbon/Toolbar buttons in Outlook

Once installed, Attachment Manager appears as a ribbon in Outlook. You can easily recognize it from the title

‘AssistMyTeam Attachment Manager’.

Home Send / Receive Falder View AssistMy Teamn Attachment Manager
i+ E‘ mb' L3 Copy Attachments only... -
& & 0 0 s g

7 Remove Files Link
Settings  Folder &  OpenFiles Detach Re-Attach Summary Mapped Help

Auto Option.. Folder  Files~ Files~ 2% Delete ltem and Files Report Foldersinfo  ~
AssisthyTeam Attachment Manager (4.4.4,38)

> Search Current Mailbox
All  Unread
1O @ |suBlecT RECEVED ¥
RE: Mew ticket submitted from Support page Tue 28-12-2021 21:39
Mew ticket submitted from Support page Tue 28-12-2021 15:47
Mew ticket submitted from Support page Tue 28-12-2021 03:56

Attachment Manager supports the following buttons:

Detach
Re-Attach
Remove file links from the selected emails

Delete the selected emails (and along with their associated files, if any)

Re-attach attachments while replying to an email

LA Q48

Change attachment Folder



4. Detach or strip down attachments

As a solution to space limitation in your mailbox, now you can detach attachments and embedded images
from your emails with Attachment Manager add-in for Microsoft Outlook.You can simply select them and
use the detach function of the Attachment Manager to stripdown all the attachments from the email item,
and then export them to a file folder at the same time, leaving behind the hard links of the files in the
email itself, for easy retrieval andaccess.

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

AMO - Public Folders - Qutlook Attachment Tools =

Falder View Help Attachments Q Tell me what you want to do

i+ EW L L3\ Copy Attachments only... .
F g o Y b st 4 g @

2 Remove Files Link
Settings  Folder &  Open Files  Detach Re-Attach Summary  Mapped Help

Auto Option...  Folder Files~  Files~ < Delete Item and Files Report Folders Infa -
Attachment Manager (4.3.4.29)

Multiple

» | Search AMO Current Folder - Q.REF”}‘ E@REpl attachments
All Unread Click 'Detach Files' ssages 4 info@ with this email s .
) to strip attachments .
Project Proposal and move them to a I Project Prope@
4 MB file folder 014
E Project-Estimation sk k. [«]
1 X ST
1 ME 17/02/2014
% Project-Requirements.docx  _ |:|
This email takes up U 249 KB
4 MB of precious 13/02/24
mailbox space r: Scanned-Copies.zip - -
u W
03/12/2013 Y
T Vacation Request (] HiFrancas,
357 KB 03/12/2013 Attached are project related documents
for your consideration. | would be grateful
& RE: Hardware specifications b2 if you can study them with your team and
PTOKS 03/12/2013 revert back to me by next week.




Below is the Inbox folder with the processed email after the attachments are detached:

AMO - Public Folders - Cutlook

Falder View Help Q Tell rme what you want to do

ﬂ' l__'| l__'| L3 0 achments anly... 2
'l:l' a g ;@J @’ Copy Attachments only Q o 9

22 Removwe Files Link

Settings  Folder &  Open Files  Detach Re-Attach _ Summary  Mapped Help
Auto Option...  Folder Files~  Files~ < Delete Item and Files Report Folders Info -
Attachment Manager (4.3.4.29) ~

P Search AMO 2 | Current Folder ~ (52 Reply (2 Reply Al

. infg -
| All Unread By Type Messages _ Original attachments
i are now saved in a file
folder, and are linked to

the email.

Project Proposal f v"x
48 KB 17/02/2014 © rFoliow up

Invoice 5§
1 ME In F::ulder..MO 4

After detachment of
attachments, the

Error email just takes up U Available Attachments
2 MB a few kilobytes 13/02/2014 ®  imsge001.ipg (685 KB)
®  EULA pdf (257 KB)
[ Downloac U ®  Lists bd (46 KE)
201 KB 03/12/2013 =
. Project-Estimation xd=x (15 KB)
b Vacation REQUEST @J - Project-Requirements.docx (249 KB)
357 KB 03/12/2013 ®  Scanned-Copies.zip {3 MB)
- Workflows.pdf (185 KB)
as RE: Hardware specifications =]
570 KB 03/12/2013

Hi Francas,
Attached are project related documents

Detach All - If you want to detach attachments from all items inside the current Outlook folder,you can go to
Settings drop down, and select ‘Detach All’.

Detach to a custom file folder- If you want to detach all the attachments to a custom file folderfrom items
inside the Outlook folder, you can go to Settings drop down and select ‘Detach to acustom file folder’.



5. Re-attach related files to the email

If you want all the detached attachments back to the email item, then you can simply use the 'Re-Attach’
function of the add-in to restore all the related files back to the email, in the originalcondition. The hard links

from the body description will also automatically be removed.

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

AMO - Public Folders - Outlook

Folder View Help G Tell me what you want to do

y . Ll co achments only... 5
ﬁﬂ B i R‘@J l_@h Copy Attachments only Q = 9

57 Remove Files Link
Settings  Folder&  Open Files  Detach Re-Attach Surmmary  Mapped Help

Auto Option...  Folder Files~  Files~ 7% Delete ltem and Files Report Folders Info -

Attachments
> Search AMO [ Reply [EaReply Al S from file folder
All Unread Clicking 'Re-Attach Files’ info@assist rf”‘jﬂe‘j ba‘:.lk
; : will put back all the files : . “Sekdbills
Project Proposal back to the email Project Proposa
4MEB
: G| EULApdf } -
Invoice Statement POF | 253 KB
1 MB 17/02/2014
Lists. bt
[ Error in documents 0 D 43 KB ’
2MB 13/02/2014
r— ) m-=| Project-Estimationxlsx . -
----- Download links o
201 KB 03/12/2013 -
WVacation Request W Hi Francas, .
357 KB 03/12/2013 - Attached are project related documents -

Re-Attach All — If you want to re-attach all the detached files back to all the items in the folder, go to Settings
drop drown and select ‘Re-Attach All’



6. Re-attach files while replying to an email

When you want to reply to a particular email from which attachments are detached earlier, Attachment
Manager gives you the option to re-attach those attachments back to the email while replying to it. Also, it
removes the existing hyperlinks of the detached files automatically before replying to that email. You can
forward an email using the same technique as well.

Below is the screenshot of an email with detached files which is about to be replied:

File Home Send / Receive Folder View
J @ ;:I'::J Remove Links @ B 9 "4 Ignare x 'y }J
>( Delete Item(s) N A= Clean Up = \
Detach Re-Attach Advanced | Settings Help Delete 1_rRE!pI}.f Reply F
- - - :%Junk o - All
0
Attachment Manager De_l_ej:,_..z’ Bl Re
— ~——
> - o,
~| How do I cceg” Ny
! Click the icon to reply to an 0
Arrange By: Date Mewest on top < 1 o
John Nash % email with attachments y
@ Followup, % ‘/
4 Dlder You replied t ].G_"']'.'."-.«..‘ P
: : . -
|4 John Nash 101472011 Fri 10/14/: R T R ey
How do [ configure access ... U Monica Lev
L,&. lohn Mash 10/14/2011 W |=
How do I configure access ... 1]
f_.%. lohn Mash 10/14/2011 o
How do I configure access ... 1] #  Parnership Form.xls
i~& John Mash 10/14/2011 _, *  support-agreement.dac
How do [ confiaure access ... * THS.bd

Once you click ‘Reply’, the particular email is shown in the compose window. Click ‘Re-attach files’ to restore all
the detached files back to the email while replying to a recipient:

File Message Insert Uptions “Format lext Heview Add-Ins
s = ] ik
= Remove links — 5 Cut - . w
M 1 - Calibri (Body = 11 = A A
0 Re-attach files, pmmimm=m=Sm=baan Lo0

“‘"C“'--.-—""'Elickthe 'Re-attach files' to  ~>= B /7 U | ¥-A- B

. witer
"‘k re-attach the detached files ) )
Attach > to the email '_‘/ “ Basic Text
-
“""'I-n...__._---_.,—'--""""—
To... John Mash
__ 1
Cc...
Send
Subject: RE: How do I configure access permission to my DVD drive?

From: John Mash

Sent: Friday, October 14, 2011 9:11 AM

To: Monica Lewis

Subject: How do I configure access permission to my DVD drive?

. Partnership Fom.xls
. support-agreemeant.doc
] THS bt




In the screenshot below, you can see that the detached files are re-attached to the emailautomatically,
removing the hyperlinks:

Ald9 U+ 9|5

"W“l Message

How do I configure access permission

. ' i Detach Attach ; A
i % Ignore x = ‘ iH _»% Eﬂ Meeting B Detach Attachments x @ % H__|
& 0 Re-attach files =)
&Junkv Delete | Reply Reply Forward &“e More ~ 5 ; Delete Advanced Register @ -
All 5 Remove links item . 2
Delete Respond Attachment Manager
© Follow up.
You replied to this message on 10/15/2011 6:16 PM.
From: John Nash
To: Monica Lewis
Cc
Subject: How do I configure access permission to my DVD drive?
.| Message | & Partnership Form.xis (116 KB) ¥ support-agreement.doc (58 KB)
@Z]SupportCaIIsPresentation.ppb< (324 KB) £ | Test KB.htm (31 KB}
1 ",.1‘;support-agreement_Converted.pdf (144 KB) \\‘c'i.‘; SupportCallsPresentation_Converted.pdf (2 MB][
= L :\ s._,....------_»___.
o"' ~‘~~s
Hi Monica, ’/ i g ‘\
| have purchased a new Macbook from your( i L s o Yo use the [
S \ attached back to the email J
permission? o o
-~

-
-
~ -
- -
e e e

Therefore, with Attachment Manager, you still retain the ability to include related attachments to a replied or
a forwarded email long after the original email has been detached.
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7. Remove file Links from the selected emails

When you have deleted attachments stored in your hard disk, the links in the mail body become void. In
that case, you can completely remove the links in the mail body by clicking ‘Remove Links’ button. Once
removed, it cannot be link back again.

OS5 9|+ Inbox - |

| | Home Send / Receive Folder View

1/

 File.
p —{fj ©R Remove Links ﬁ% D =
= I e L QiR

B Remowe file
Detach Re-Attach { RemOowellle Xy ' Settings | Help = New Ney
" links "4 - - E-mail Item!
~
AttAtN e mmmm TG er New
SRS

11



8. Delete the selected emails

When you click ‘Delete Item(s)’, you can easily delete any selected email along with itsassociated files, if
there are any.

o559 Is Inbox - |
Home Send / Receive Folder View

= - €5 Remove Link S £ 5
‘J J]J 5 Remove Links g E;%‘ 0 jj [E

Delete Item(s)
Detach Re-Attach &"'bee:

- New  Ney
-~ N, .
7  Delete any selected 7y, = E-mail Item:
Attachmen!\ emails s New
Se ":
L el RO e < R L e e
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9. 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 themail.
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 Ttems folder
(7 Delete all attachments
(7 None
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10. Automatically detach attachments in any Outlook folder or mailbox

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

be aware of it.

To achieve this, just navigate to the Inbox or Outlook folder where you want to apply the automation. And click
‘Folder & Auto Option‘ button. And that would prompt you with a dialog box where you can choose the
destination folders (to place the detached files). You will also need to enable the 2nd option ‘Automatically
detach attachments when new Outlook item is received’ under the ‘Automation’ section.

E-mail monitoring settings on Outlook folders and mailboxes:

AMO - Public Folders - Qutlook

Folder View Help D Tell me what you want to do

m@] |__|Eb- L Copy Attachments only... Q‘ % e

22 Remove Files Link

Folder & |Open Files Detach Re-Attach . Summary  Mapped Help
Files=  Files~ 2<% Deletetem and Files Report FoldersInfo =
Attachment Manager {4.3.4.25)
.
» Search Mi? A | Current Folder - (2 Reply [E2Reply All £ Forward
4 7
@ Specify a file folder to store the detached attachments X

File folder to which attachments from this Qutlook folder will be detached to

(®) Use the global folder
|\\BYTESTATIONAssistMy Team' Files |

() Use this particular folder =
4
Automation -
) None
@ Latomatically detach attachments when new Outlook item is received >
() Automatically detach attachments if the Outlock item iz older than Hocum
g dbeg
L ur tea
ek,

Cancel
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11. 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 such extensions.

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

S Settings

Output Settings  File Naming Exempted Extensions  User Inteface  Others
Exempted Extensions

Don't process the attachments having the following extensions

Add NOTE: Enter extension names without the dof (1)

dot
hitm Remaove
jif
msg

define extensions you
don't want to be
detached
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12. 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 outputfolder etc. And with Outlook start

up actions, you can now process sent item folder or any items under monitored folder.

Below is the attachment output option:

S Settings

Output Settings  File Maming  Exempted Extensions  User Interface  Cthers

Attachment Respository folder
GlobalFolder

|\\EYTESTATIO N Assist My Team'Files || Browse

Follow Outlock folders hierarchy
Allow custom file repository folder for individual Outlook folder

Cver-write Palicy
If the output detached file already exists,

{_) Keep the original file and cancel the output
i) Owverwrite the existing file

(®) Keep the criginal file 2nd using random numbers to the original name, generate a new unigue file

Sent kems folder Automation options
() Automatically detach all attachments in Sent ltems folder
() Automatically delete all attachments from the copy of the sent item

Dielete Embedded/Inline Images too
(® None

[] Process Sent ltems folder during Outlook startup.

Detach inline/embedded attachments (i.e., images)

When deleting 3 mail item, always prompt for confirmation

When deleting multiple mail items, always prompt for confirmation

Mark Complete to detached Email

Add a dummy file on detached email in order to show the attachment icon in the Outlock view

= save Cancel
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13. Change Attachment Folder

In addition to the support for using a global attachment folder for all Outlook folders, now you can specify a
separate attachment folder for each Outlook folder. If a separate folder option is enabled, on each Outlook
folder, a button 'Specify Attachment Folder..." button will be visible in the Attachment Manager toolbar or
ribbon.

File Home Send / Receive Folder View

S 35 Remove Links IT' ,
@ =2 i * @

W Delete ltem(s)
Change Detach Re-Attach Advanced | Settings Help
Attachment Fnlder\ - - -

Attachment Manager

Attachment folder: CA\Documents and Settings'john\Desktop\Custom Folder

fﬂi} Attachment Manager for Outlook
Press F1 for add-in help.

LG Search Folders 4  Date: Older

You can then choose a file folder from the browse for folder dialog box. If a file folder had beenspecified
previously for the current Outlook folder, the caption of this button will change to 'Change Attachment
Folder...!", and if you bring your curser over it, it would show the full path of the attachment folder path in
the tool tip balloon.
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14. Important Links

e Attachment Manager for Outlook - Home page

Go to the website of Attachment Manager for Outlook.

e Video Tutorials

Quickly learn how to use Attachment Manager add-in in Outlook and detach attachments to alocal or

network, manually or on the fly.

e Purchase Single user license or Enterprise license

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

e 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'tneed to download and install
anything to your system. It doesn't get any easier than that.

e Submit an online support ticket

Use this web form to create a ticket with AssistMyTeam Technical Support.
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https://www.assistmyteam.com/attachment-manager/
https://www.assistmyteam.com/attachment-manager/
https://www.assistmyteam.com/attachment-manager/
https://www.youtube.com/watch?v=KzYAmVplMPk
https://www.youtube.com/watch?v=KzYAmVplMPk
https://www.youtube.com/watch?v=KzYAmVplMPk
https://www.assistmyteam.com/attachment-manager/purchase/
https://www.assistmyteam.com/attachment-manager/purchase/
https://www.assistmyteam.com/attachment-manager/purchase/
https://www.assistmyteam.com/contact/
https://www.assistmyteam.com/support/submit-ticket/
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