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DISCLAIMER 
The specifications and information regarding the products in this manual are subject to change without notice. All 
statements, information, and recommendations in this manual are believed to be accurate. 

COPYRIGHT AND LICENSE AGREEMENT 
IMPORTANT τ READ CAREFULLY:  This License Agreement ("Agreement") is a legal contract between you (either an 
individual or a single business entity) and DocAuto, Inc. ("DocAuto") for the DocAuto software product identified 
above, which includes computer software and, as applicable, associated media, printed materials, and "online" or 
electronic documentation (the "Software Application"). 

By installing, copying, or otherwise using the software application, you agree to be bound by the terms of this 
agreement, including the warranty disclaimers, limitations of liability and termination provisions below. If you do not 
agree to the terms of this agreement, do not install or use the software application, and exit now.  

If you do not agree to the terms of this Agreement and have not installed or used the Software Application, you are 
entitled to receive a refund of the payment made for the Software Application by requesting a refund within seven (7) 
days after date of payment. 

LICENSE TERMS 

Following acceptance of this Agreement, you may install, execute, and use one (1) registered copy of the Software 
Application.  

Use on a PC. You may install the single copy on one hard disk or other storage device for one computer, and you may 
access and use the Software Application at that location so long as only one copy of the Software Application is in 
operation. If you are a private business rather than an individual, you may authorize the personnel associated with 
your business to use the Software Application, but only one person at a time, on one computer at a time.  

Use on a Network. You may store, install and access the registered version of the Software Application through an 
internal network, provided that you obtain and pay for a license for each workstation that will access the Software 
Application through the network. For instance, if five different workstations will access the Software Application on 
the network, each workstation must have its own paid-up license, regardless of whether the workstations use the 
Software Application at different times or concurrently. 

OTHER LIMITATIONS 

You may not rent, lease, or lend the Software Application. 

You may not reverse engineer, decompile, or disassemble the Software Application, except and only to the extent 
that such activity is expressly permitted by applicable law notwithstanding this limitation. 

DocAuto may provide you with support services related to the Software Application ("Support Services"). Use of 
Support Services is governed by DocAuto policies and programs described in the user manual, in "online" 
documentation, and/or in other DocAuto-provided materials. Any supplemental software code provided to you as 
part of the Support Services shall be considered part of the Software Application and subject to the terms and 
conditions of this Agreement. 

Without prejudice to any other rights, DocAuto may terminate this Agreement if you fail to comply with the terms 
and conditions of this Agreement. In such event, you must destroy all copies of the Software Application and all of its 
component parts, and DocAuto may suspend or deactivate your use of the Software Application with or without 
notice. 

PROPRIETARY RIGHTS 

Copyright. All title and copyrights in and to the Software Application (including, without limitation, any images, 
photographs, animations, video, audio, music, text, and "applets" incorporated into the Software Application), the 
accompanying media and printed materials, and any copies of the Software Application are owned by DocAuto or its 
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suppliers. The Software Application is protected by copyright laws and international treaty provisions. Therefore, you 
must treat the Software Application like any other copyrighted material, subject to the provisions of this Agreement. 

U.S. Government Restricted Rights. The Software Application and documentation are provided with RESTRICTED 
RIGHTS. Use, duplication, or disclosure by the United States Government is subject to restrictions as set forth in 
subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at DFARS 252.227-7013 or 
subparagraphs (c)(1) and (2) of the Commercial Computer Software τ Restricted Rights at 48 CFR 52.227-19, as 
applicable. Manufacturer for such purpose is DocAuto, Inc., 3500 Parkway Lane, Suite 270, Norcross, GA 30092. 

Submissions. Should you decide to transmit to DocAuto's website by any means or by any media any materials or 
other information (including, without limitation, ideas, concepts or techniques for new or improved services and 
products), whether as information, feedback, data, questions, comments, suggestions or the like, you agree such 
submissions are unrestricted and shall be deemed non-confidential and you automatically grant DocAuto and its 
assigns a non-exclusive, royalty-free, worldwide, perpetual, irrevocable license, with the right to sublicense, use, copy, 
transmit, distribute, create derivative works of, display and perform the same.  

DISCLAIMER OF WARRANTY 

The software application is provided "as is."  DocAuto does not warrant the performance or results you may obtain by 
using the software. DocAuto makes no warranties, express or implied, in regard to the software application including 
without limitation the implied warranties of merchantability or fitness for any particular purpose. Some jurisdictions 
do not allow the waiver or exclusion of implied warranties, so the above disclaimer may not apply to you. 

LIMITATION OF LIABILITY 

In no event will DocAuto be liable to you or any third party for any incidental or consequential damages (including, 
without limitation, indirect, special, punitive, or exemplary damages for loss of business, loss of profits, business 
interruption, or loss of business information) arising out of the use of or inability to use the Software Application, or 
for any claim by any other party, even if DocAuto has been advised of the possibility of such damages. DocAuto's 
aggregate liability with respect to its obligations under this Agreement or otherwise with respect to the Software 
Application or otherwise shall not exceed the amount of the license fee paid by you for the Software Application. 
Because some jurisdictions do not allow the exclusion or limitation of liability for consequential or incidental 
damages, the above limitation may not apply to you. 

EXPORT RESTRICTIONS 

This Agreement is expressly made subject to any laws, regulations, orders or other restrictions on the export from the 
United States of America of the Software Application or information about such Software Application which may be 
imposed from time to time by the Government of the United States of America. You shall not export the Software 
Application or information about the Software Application without consent of DocAuto and compliance with such 
laws, regulations, orders or other restrictions. 

GENERAL 

This Agreement shall be construed, interpreted and governed by the laws of the State of Georgia without regard to 
conflicts of law provisions thereof. The exclusive forum for any disputes arising out of or relating to this Agreement 
shall be an appropriate federal or state court sitting in or having jurisdiction over Gwinnett County, State of Georgia, 
USA. The parties agree that this Agreement will not be subject to the United Nations Convention on Contracts for the 
International Sale of Goods. This Agreement shall constitute the entire Agreement between the parties hereto in 
relation to the subject matter hereof. Any waiver or modification of this Agreement shall only be effective if it is in 
writing and signed by both parties hereto. If any part of this Agreement is found invalid or unenforceable by a court of 
competent jurisdiction, the remainder of this Agreement shall be interpreted so as to reasonably affect the intention 
of the parties. 
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OOUUTTIIMM  SSEERRVVEERR  
UUSSEERR  GG UUIIDDEE  
OVERVIEW 
5ƻŎ!ǳǘƻΩǎ hǳǘƛa {ŜǊǾŜǊ is a back-end, server-side application that can be used to automatically copy or move any 
Exchange content (messages, contacts, calendar items, etc.) and the Exchange organizational structures, if desired, 
into a WorkSite environment. OutiM Server works with WorkSite in a matter-centric or non-matter-centric (legacy) 
mode; although, additional benefits are achieved in a matter-centric environment. The product can monitor 
Exchange continuously or on-demand, and ensure that desired content from Exchange will be imported directly 
into the correct, automatically-resolved destination in WorkSite. OutiM Server can resolve these destinations using 
job-specific, mail-specific, folder-specific, or message-specific methods, or any combination of these, to allow 
administrators to very finely control what content goes where, or allow content to be moved without any direction 
from the users whatsoever. OutiM Server has no desktop or client-side components, although it can be used to 
enhance and extend the functionality of a variety of other e-mail management systems. 

Several Key Features of OutiM Server Include: 

Á Allows for centralized definition and execution of e-mail management rules and policies without 
necessarily relying on user decisions (but can if desired). 

Á Processes Exchange content via a single direct connection between Exchange and WorkSite, without 
involving user workstations or other application servers. 

Á Import e-mail content and structures continuously from Exchange into WorkSite, preserving 
organizational structures and native MIME format.  

Á Run jobs continuously or on-demand, filtering everything from all Exchange Mailboxes and content to 
specific individual messages.  

Á Route content to dynamically-resolved correct WorkSite folders or WorkSpaces automatically.  

Á Filter messages based on flags, date, address, subject, content, attachment, etc.  

Á CƛƭǘŜǊ ǿƛǘƘ ǇŀǘǘŜǊƴ ƳŀǘŎƘƛƴƎ ŦƻǊ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊǎΣ ōŀƴƪ ǊƻǳǘƛƴƎ ƴǳƳōŜǊǎΣ ŘǊƛǾŜǊǎΩ ƭƛŎŜƴǎŜ ƴǳƳōŜǊǎΣ 
etc., for HIPAA and other personal information protection compliance. 

Á Prioritize message filters by order of importance, and link folders using Boolean OR or AND logic. 

Á Reproduce original Exchange folder structure within WorkSite (optional).  

Á Delete e-mail from Exchange after import if desired using Hard Delete, Soft Delete, or Move to Trash.  

Á De-duplicate e-mail automatically to avoid redundant copies. 

Á Flag messages after processing to indicate status, inform users where the message now exists in 
WorkSite, or implement workflow processes. 

Á Replace messages in Exchange with NRL links to the imported content in WorkSite. 

Á Import content from PST files and Exchange Public Folders into WorkSite. 

Á Fast server-side engine architecture using approved WorkSite three-tier architecture.  

OutiM Server Can Address These Common Needs: 

Á Archive/Move old or large content to Mailbox-ǎǇŜŎƛŦƛŎ άtŜǊǎƻƴŀƭέ ²ƻǊƪ{ǇŀŎŜǎ ƛƴ ²ƻǊƪ{ƛte, freeing up 
space in Exchange.  
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Á Automatically clean Trash, Junk, Spam, Sent Items, old Calendar Events, and so on. 

Á Copy sensitive messages to specific locations for E-Discovery, Compliance, or Records Management 
needs. 

Á Perform fast server-side processing of content organized or marked by users or other products to be 
copied into WorkSite. 

Á /ƻǇȅ ![[ ŎƻƴǘŜƴǘ ŦǊƻƳ ŀ ǳǎŜǊΩǎ Mailbox ǘƻ ²ƻǊƪ{ƛǘŜ ǘƻ ŀƭƭƻǿ ŦƻǊƳŜǊ ŜƳǇƭƻȅŜŜΩǎ Mailboxes to be deleted. 

Á Comply with record retention, HIPAA, and other compliance policies by moving relevant client 
correspondence from Exchange into WorkSite. 

Á In many cases, replace traditional e-mail archiving systems by moving content into WorkSite. 

SYSTEM REQUIREMENTS 
OutiM Server requires a functioning WorkSite server environment, a valid WorkSite NRTAdmin account in 
WorkSite, and a valid Exchange server account with administrator access to read the Global Address List (GAL). 

DocAuto Products are designed to use the three-tier architecture of WorkSite. As such, they need the WorkSite 
CLIENT APIs to be installed on the same machine where they are installed. This means that DeskSite or FileSite 
must be installed on the same machine. 

While a server install of the WorkSite DMS service or other server-side applications (Indexer, EMM server, Rules 
Engine, etc.) may install the same APIs, DocAuto cannot guarantee whether or not these APIs will be compatible. 
Currently, the DMS server APIs ARE compatible, but this has not always been true in the past, and may not be true 
in the future. 

DocAuto applications are NOT compatible with the WorkSite Web APIs. DocAuto requires that DocAuto products 
be installed on a machine that has DeskSite or FileSite installed. We recommend that this machine be different 
from a production WorkSite Server. 

OutiM Server does not require a dedicated machine, nor does it require a Windows Server-type operating system. 
It can be installed on a Windows XP workstation, or a virtualized workstation. It is not a resource-intensive 
program, but if many simultaneous instances will be running, adequate memory (~20M/job) should be provided. 

DeskSite 8.x or FileSite 8.x must be installed on the workstation where OutiM Server will be installed, and a valid 
Outlook profile must be configured on the workstation to allow OutiM Server access to the Exchange system. 
OutiM Server supports Outlook 2000 or later and Exchange 5 or later. 

OutiM Server is installed with a standard InstallShield installation package provided by DocAuto. 

LICENSE KEY 
Your license key must be installed in the WWIINNDDOO WWSS\\ SSYYSSTTEEMM 3322 folder of the workstation where the product will 
be running. Please contact Support@DocAuto.com or read the DocAuto License Key Manual for more information 
on the DocAuto key system.  

 

mailto:support@docauto.com
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JOB CONCEPTS ɀ DEFINING WHAT TO PROCESS AND WHERE 

IT SHOULD GO 

GENERAL CONCEPTS FOR AN OUTIM SERVER JOB 
There are basically two parts to an OutiM Server Job: 

1. WWHHAA TT  TTOO   PPRROO CC EESSSS  FFRROO MM   EEXXCC HHAA NNGG EE, including: 

¶ The Exchange Server to connect to; 

¶ Which Exchange Mailboxes to Process; 

¶ Which Folders within the Mailbox to Process; and 

¶ Which Messages (or other types of Exchange content, like Contacts, Calendar items, etc.) to Process, 
ōŀǎŜŘ ƻƴ ŀ ǿƛŘŜ ŀǊǊŀȅ ƻŦ άŦƛƭǘŜǊƛƴƎέ ǇŀǊŀƳŜǘŜǊǎΦ 

2. WWHHEERREE  TTOO   PPUUTT  IITT  IINN  WWOO RRKKSSIITTEE, including: 

¶ A default WorkSite Folder or WorkSpace to which content will be copied or moved;  

¶ Additional dynamically determined locations that are searched for automatically when the program 
switches from one Mailbox to the next, one folder to the next, or for each message processed 
όάaŀǇǇƛƴƎέύΤ 

¶ Whether or not the Exchange folder structures will be recreated in the WorkSite system or not, or 
whether a new folder will be created under specific WorkSpaces;  

¶ How metadata and security will be applied to new structures as they are created (if at all), and to 
messages as they are imported; and 

¶ ²Ƙŀǘ άǇƻǎǘ-ǇǊƻŎŜǎǎƛƴƎέ ǿƛƭƭ ōŜ ŘƻƴŜ ǘƻ ǘƘŜ ƳŜǎǎŀƎŜǎ ŀŦǘŜǊ ǘƘŜȅ ŀǊŜ ŎƻǇƛŜŘ ƛƴǘƻ ²ƻǊƪ{ƛǘŜΣ ƛƴŎƭǳŘƛƴƎ 
whether or not they are deleted, de-duplicated, flagged, and so on. 

Depending on the objectives of a job, different configurations will be created to optimize how OutiM Server runs 
to address the objectives. Typical configurations may be used to: 

¶ DDEEPPAA RRTTEEDD  UUSSEERRSS:: aƻǾŜ ŀƭƭ ŎƻƴǘŜƴǘ ŦǊƻƳ ŀ ŘŜǇŀǊǘŜŘ ǳǎŜǊΩǎ Mailbox into a Personal WorkSpace. 

¶ AA RRCC HHIIVV IINNGG :: Move all old conǘŜƴǘ ŦǊƻƳ ŀƭƭ ǳǎŜǊΩǎ Mailboxes to Personal WorkSpaces that correspond 
to each user. 

¶ EELLEECC TTRROO NNIICC   DDIISSCC OO VV EERRYY:: Identify all content being sent to or received from a specific e-mail 
address or domain and copy it into a specific WorkSpace, and flag the original messages in Exchange 
to indicate that this has been done. 

¶ CC LLIIEENNTT// MM AA TTTTEERR  CC OO PPYYIINNGG   WWIITTHH  òòCC OO UURRTTEESSYY  CC OO PPIIEESSóó:: Copy content from Client/Matter folder 
structures in Exchange to the corresponding Client/Matter WorkSpaces in WorkSite, and flag the 
content with a specific colored flag, and text to show what database and document number the 
message now has in WorkSite. 

¶ SSEECC OO NNDD  PPHHAA SSEE  FFIINNAA LL  CC LLEEAA NNUUPP:: Identify content that has been previously copied and flagged, and 
verify that it is in the correct location in WorkSite, and then delete it from Exchange 90 days after the 
initial copy. 
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¶ PPOO SSTTIINNGG   SSEENNDD  AA NNDD  FFIILLEE  CC OO NNTTEENNTT:: Identify content that has been marked with a WorkSite Folder 
ID, and verify that it has been copied into the correct location in WorkSite, and then delete it from 
Exchange. 

¶ JJUUNNKK  CC LLEEAA NNUUPP:: Moving all junk, spam, trash, etc., from all MailboxŜǎ ƛƴǘƻ ŀ ά5ŀƛƭȅ 5ŜƭŜǘŜέ 
WorkSpace (which can be automatically created and deleted using DocAutoΩǎ WorkSpace Manager 
product). 

Contact DocAuto for additional details on these and other types of common job configurations. 
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GETTING STARTED:  CREATING A NEW JOB AND SETTING JOB 

OPTIONS 

CREATING A NEW JOB 
OutiM Server uses job files to store all instructions and settings for a job. This is a job-centric product where 
different jobs can be run simultaneously or at different time periods for various types of operations.  

 

Figure 1 τ OutiM Server 

To Create a New Job: 

1. Select JJOO BB  //   NNEEWW JJOO BB from the Menu or by clicking on the CC RREEAA TTEE  NNEEWW  JJOO BB button  on the 

toolbar. 

2. Save the job by choosing SSAA VV EE  JJOO BB from the menu or by clicking the SSAA VV EE  JJOO BB button  on the 

toolbar. 

3. Choose a location for the job file, give it a name, and click SSAA VV EE.. 

 

Figure 2 τ {ŀǾŜ hǳǘƛa {ŜǊǾŜǊ Wƻō !ǎΧ Dialog 
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SETTING GENERAL PROGRAM OPTIONS 
Certain general program options for a job, such as how often the job runs and how the job is logged can be 
accessed by: 

1. Pressing the FF33 key; or 

2. Choosing JJOO BB  //   GG EENNEERRAA LL  OO PPTTIIOO NNSS from the menu; or 

3. Clicking the grey GG EENNEERRAA LL  PPRROO GG RRAA MM   OO PPTTIIOO NNSS button  on the toolbar. 

GENERAL OPTIONS 
OutiM Server jobs can be set to run once and exit, or loop continuously. The job can be set to PPAA UUSSEE  FFOO RR  

BBAA CC KKUUPPSS to conserve network resources, if necessary, during system backup time windows.  

 

Figure 3 τ General Options Tab 

LOGGING 
OutiM Server will log information about the individual operations in a job. You can choose the types of information 
to be contained in the log file:  

¶ General Information,  

¶ Changes to Security or Metadata,  

¶ Warnings, or  

¶ Critical Errors.  

The log can be saved to a text file by designating the folder and name format. DocAuto recommends using a 
date/time format down to the second to ensure that log files that could potentially have the same name do not 
overwrite each other. The log can also be shown in a program window, but this may impact performance of the 
job. 
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Figure 4 τ Logging Tab 

CONFIGURING WORKSITE OPTIONS 
This product uses the approved WorkSite three-tier login for a particular WorkSite server. To create a WorkSite 
server connection, perform the following actions: 

1. To configure WWOO RRKKSSIITTEE  OO PPTTIIOO NNSS, click the WWOO RRKKSSIITTEE  CC OO NNNNEECC TTIIOO NNSS  AA NNDD  OO PPTTIIOO NNSS button  on the 

toolbar, or choose JJOO BB// WWOO RRKKSSIITTEE  OO PPTTIIOO NNSS from the Menu, or press CC TTRRLL++WW; 

2. In the WorkSite Options dialog, enter a User ID that has NRTAdmin rights; 

3. Enter the password for that User ID or the impersonation password; 

4. Click TTEESSTT  WWOO RRKKSSIITTE LOGIN . 

 

Figure 5 τ WorkSite Options Tab 

5. A message will appear that the WorkSite database is accessible 

 

Figure 6 τ WorkSite Login Successful Dialog 
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6. Click the AA DDDD  WWOO RRKKSSIITTEE  LLOO GG IINN  TTOO   LLIISSTT button. 

 

Figure 7 τ WorkSite Server Login Details 

WORKSITE E-MAIL MANAGEMENT DATABASE ASSOCIATIONS 
Firm/Database Identifiers can be ŘŜŦƛƴŜŘ ǘƻ ŀƭƭƻǿ ŦƻǊ ōŜǘǘŜǊ ƛƴǘŜƎǊŀǘƛƻƴ ǿƛǘƘ ²ƻǊƪ{ƛǘŜΩǎ 9-Mail 
Management/Send-and-File application. Define the specific firm identifiers your firm is using to distinctly identify 
your content, and the WorkSite database with which content should be associated. The firm identifiers you wish to 
support should be the same as those configured within the Send-and-File application. For example, if your Send-
and-File messages have a firm identifier that is added to the subject line of messages such as [THEFIRM.FID75664], 
the first part of the text, before the period, is your "firm identifier". Add this text in the upper field, then use the 
Browse button to browse to the proper WorkSite database to associate with that firm identifier.  

Please contact Support@DocAuto.com for information using Firm Identifiers with OutiM Server specific to your 
firm. If your organization is not using Firm Identifiers, skip this section. 

To add a Firm/Database Identifier to the OutiM Server job: 

1. Type the Firm Identifier in the AA SSSSOO CC IIAA TTEE  TTHHEE  FFOO LLLLOO WWIINNGG   éé field. 

2. Enter the associated database in the WWIITTHH  TTHHIISS  WWOO RRKKSSIITTEE  DDAA TTAA BBAA SSEE field by clicking the browse button 
and choosing the appropriate database from WorkSite. 

3. Click the AA DDDD button to add the Firm/Database Identifier data to the OutiM Server job. 

 

Figure 8 τ Associating Firm Identifiers with Databases 

The option SSKKIIPP  MM EESSSSAA GG EESS  WWIITTHH  OO TTHHEERR  IIDDEENNTTIIFFIIEERRSS  NNOO TT  LLIISSTTEEDD  AA BBOO VV EE will check all messages for Firm 
Identifiers before processing, and will skip any messages with identifiers not explicitly listed in the list shown 
above. 

mailto:support@docauto.com
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The option SSKKIIPP  MM EESSSSAA GG EESS  WWIITTHH  NNOO   FFIIRRMM   IIDDEENNTTIIFFIIEERR-- DDAA TTAA BBAA SSEE  IIDDEENNTTIIFFIIEERR will force OutiM Server to ONLY 
process messages with Firm Identifiers, whether or not they are listed in the dialog, but will skip all messages 
without any firm identifier. 

These options can be used to fine-tune jobs to only process messages that have been marked with valid Send-and-
File firm identifiers, or to force specific identifiers to be routed to specific databases. 

WorkSite E-Mail Management Folder Address Associations  

This option provides support for processing messages to folders based on WorkSite E-Mail Management ("EMM") 
(also known as Communications Server) addresses on messages in any address/recipient field. It also provides 
support for Send-and-File and other applications that use a folder's internal "Project ID" value from the WorkSite 
database to associate an address with a WorkSite folder.  

This functionality in OutiM Server supports adding documents to MULTIPLE folders, and adding documents to 
folders using EMM addresses in addition to or alternatively with the normal OutiM Server processing options. 
Processing may be limited to only specific EMM domains, and any number of real or "fictional" (no longer used or 
never used) EMM domains may be defined and associated with any specific WorkSite server.  

To add a Folder Address Association to the OutiM Server job: 

1. Type the WorkSite E-mail Domain in the AA SSSSOO CC IIAA TTEE  TTHHEE  FFOO LLLLOO WWIINNGG   éé field. This is the domain from 
the WorkSite DMS server WorkSite Server Properties dialog, in the Email Domain field: 

 

Figure 9 τ WorkSite Server Properties - E-Mail Domain 

2. Enter the associated WorkSite Server in the WWIITTHH  TTHHIISS  WWOO RRKKSSIITTEE  SSEERRVV EERR field. This is the server name of 
the WorkSite server to be associated with that e-mail domain. Note that in OutiM Server 3.0.8 or later, we 
can support ANY NUMBER of domains for each WorkSite server (including phased out domains, etc.). 
Note also that the database within the WorkSite server is specified within the actual address used on the 
message.  
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3. Click the AA DDDD button to add the Folder Address data to the OutiM Server job. 

 

Figure 10 τ Setting Folder Address Associations 

The SSKKIIPP  MM EESSSSAA GG EESS  WWIITTHH  NNOO   AA DDDDRREESSSS  IINN  AA NNYY  DDOO MM AA IINN  LLIISSTTEEDD  AA BBOO VV EE option will restrict OutiM Server's 
processing to only messages that have Send-and-File or EMM addresses in them. All other messages will be 
skipped. 

The SSKKIIPP  AA LLLL  OO TTHHEERR  PPRROO CC EESSSSIINNGG   OO FF  MM EESSSSAA GG EESS  PPRROO CC EESSSSEEDD  BBYY  EEMM MM   DDOO MM AA IINN  DDAA TTAA  option will restrict the 
processing performed on EMM messages to ONLY the EMM address processing. No other OutiM Server Mapping 
will be performed if this option is turned on. If this option is OFF, then any additional mapping and processing 
defined within the job will be performed as well. See also the additional flagging options for messages processed 
by the folder address on page 38 below. 

CONFIGURING JOB OPTIONS 
Specific job options are configured by: 

1. Pressing the FF22 key; or 

2. Choosing JJOO BB  //   CC OO NNFFIIGG UURREE  JJOO BB from the menu; or 

3. Clicking the yellow CC OO NNFFIIGG UURREE  OO UUTTIIMM   SSEERRVV EERR  JJOO BB  SSEETTTTIINNGG SS button  on the toolbar. 

EXCHANGE OPTIONS 
The first half of the job ς defining which content will be processed from the Exchange side ς is defined starting on 
the Exchange Options tab. 

In order for OutiM Server to correctly manage the data on the Exchange server, user information must be entered 
in order to login and receive the data. If multiple Mailboxes need to be accessed in this process, it is required that 
an administrative login for the Exchange server be used; however, this is not required if only a single Mailbox 
needs to be monitored. 

NOTE:  The user ID that OutiM Server uses to log in to Exchange MUST BE THE SAME USER ID that is 

logged into the workstation where OutiM Server is running, or the process must be configured to Run As 
ǘƘŀǘ ǎǇŜŎƛŦƛŎ ǳǎŜǊΣ ƛƴ ƻǊŘŜǊ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ 9ȄŎƘŀƴƎŜΩǎ ǎŜŎǳǊƛǘȅ ǾŀƭƛŘŀǘƛƻƴΦ 
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Figure 11 τ Exchange Options Tab 

Exchange Server, Mailbox, and Public Folder Processi ng 

In this tab, the Exchange server and user ID must be specified in order to load a Mailbox list and Public Folders for 
the given Exchange server. The job will run on the Mailboxes selected in this list. 

UUSSEE  AA DDMM IINNIISSTTRRAA TTIIVV EE  LLOO GG IINN  TTOO   AA CC CC EESSSS  MM UULLTTIIPPLLEE  MM AA IILLBBOO XXEESS::  Check this box if using an Exchange server 
administrator login in order to select multiple Mailboxes. 

SSEERRVV EERR::  In this field, enter the name of the Exchange server being used from which Mailboxes are being 
obtained. 

UUSSEERR  IIDD::    In this field, enter the user account ID that is currently logged onto the machine using the OutiM 
Server product. This account must be the same as the user logged in to the machine, or the program must be 
configured to Run As that user in order to conform to 9ȄŎƘŀƴƎŜΩǎ ǎŜŎǳǊƛǘȅ Ǉolicies. 

LLOO AA DD  MM AA IILLBBOO XXEESS  AA NNDD  PPUUBBLLIICC   FFOO LLDDEERRSS::  Select this button when the server information and user ID have 
been entered in order to have the Mailbox list and Public folders appear on the right. 

LLOO AA DD  MM AA IILLBBOO XXEESS  OO NNLLYY::  This option will only load the mailboxes on a given Exchange server in the event 
the job being configured will only be run against mailboxes. 

LLOO AA DD  PPUUBBLLIICC   FFOO LLDDEERRSS  OO NNLLYY::  This option will only load the Public Folders on a given Exchange server in 
the event the job being configured will only be run against public folders. 

LLOO AA DD  MM AA IILLBBOO XXES AND PUBLIC FOLDERS AUTOMATICALLY:  This option allows for the Mailboxes to load 
automatically when selecting the job options window after options have been saved. 

NOTE: If you choose to load mailboxes and public folders automatically when the job is opened in OutiM 

Server, there will be a delay when choosing to configure the job while the mailboxes and public folders 
load. 
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PPRROO CC EESSSS  AA LLLL  MM AA IILLBBOO XXEESS::  This time-saving option allows for the software to select all available Mailboxes 
for processing. This will allow a job to adapt to new Mailboxes as they are added to Exchange without 
additional reconfiguration. 

PPAA UUSSEE  PPEERR  MM EESSSSAA GG EE:: This will allow for a break in between processing each message in order to slow down 
the OutiM Server job to not stress low-end systems. bƻǘŜ ǘƘŀǘ ǘƘƛǎ άǘƘǊƻǘǘƭŜέ ǎŜǘǘƛƴƎ ƛǎ ǊŀǊŜƭȅ ƴeeded. 

PPRROO CC EESSSS  PPUUBBLLIICC   FFOO LLDDEERRSS::  Check this box to process public folders. You must also select the individual 
folders in the Public Folders tree in order to process Exchange content in these folders. 

 

Figure 12 τ Exchange Server, Mailbox, and Public Folder Processing Tab 

PST File Processing  

The PPSSTT  FFII LLEE  PPRROO CC EESSSSIINNGG   TTAA BB is used in order to have the OutiM Server product import content from single or 
multiple Outlook PST files directly into WorkSite.  
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Figure 13 τ PST File Processing Tab 

In order to process the PST files, they must be saved to a local or network folder.  

To process an individual PST file: 

1. Check the PPRROO CC EESSSS  IINNDDIIVV IIDDUUAA LL  PPSSTT  FFIILLEESS checkbox. 

2. Select the location of where the PST files are located in the Source PST File Folder by either manually 

typing the directory or selecting the browse button  and specifying the location of the PST file. 

3. If the PST file is protected with a password, enter it in the PPAA SSSSWWOO RRDD field. 

To process multiple PST files: 

1. Check the box for PPRROO CC EESSSS  PPSSTT  FFIILLEESS  IINN  DDIIRREECC TTOO RRYY. 

2. Use the browse button to select the directory that contains the PST files which should be processed. 

After choosing which PST file or directory will be processed, you should select what post-processing will occur on 
the file or files. 

DDOO   NNOO TTHHIINNGG  ς This option will leave the PST file alone after the files are processed 

DDEELLEETTEE  TTHHEE  PPSSTT  FFII LLEE τ This option will permanently delete the PST file when the file processing is 
finished 

MM OO VV EE  TTHHEE  PPSSTT  FFIILLEE  TTOO   TTHHIISS  FFOO LLDDEERR  ς This option will move the PST file when processing is done to a 
local or network directory depending on the destination specified. 

Folder Selection and Filtering  

Selections made on the FFOO LLDDEERR  SSEELLEECC TTIIOO NN  AA NNDD  FFIILLTTEERRIINNGG  tab determine which root-level folders and their 
subfolders will be processed by the OutiM Server job. 
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1. Select the checkbox next to the individual MM EESSSSAA GG EE  FFOO LLDDEERRSS and NNOO NN -- MM EESSSSAA GG EE  FFOO LLDDEERRSS that need 

to be processed. Selecting the checkbox next to MM EESSSSAA GG EE  FFOO LLDDEERRSS or NNOO NN -- MM EESSSSAA GG EE  FFOO LLDDEERRSS will 
select all individual subfolders for those levels. 

 

Figure 14 τ Folder Selection and Filtering Tab 

2. Choose PPRROO CC EESSSS  AA LLLL  RROO OO TT  LLEEVV EELL  MM EESSSSAA GG EE  FFOO LLDDEERRSS or PPRROO CC EESSSS  AA LLLL  RROO OO TT  LLEEVV EELL  NNOO NN -- MM EESSSSAA GG EE  

FFOO LLDDEERRSS, if desired, in order to process all root message and non-message folders. 

3. Additionally, you can specify message folders by name which users may have created at the root of their 

mailbox by checking the PPRROO CC EESSSS  SSPPEECC IIFFIICC   MM EESSSSAA GG EE  FFOO LLDDEERRSS checkbox, right-click and choose AA DDDD, 

then provide the name of the folder and click OO KK. ¢Ƙƛǎ ŎŀǇŀōƛƭƛǘȅ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ŘŜŦƛƴŜ ǎǇŜŎƛŦƛŎ άǘŀǊƎŜǘ 
ŀǊŜŀǎέ ǿƛǘƘƛƴ ǘƘŜ Mailbox where users can move content that they specifically want to file in WorkSite, 
ǎǳŎƘ ŀǎ ŀ ŦƻƭŘŜǊ ŎŀƭƭŜŘ ά/ƭƛŜƴǘǎέ.  

4. In addition to naming the target folder, you can choose to process folders at a specific level or any level. 
You can also choose to process all subfolders. 

 

Figure 15 τ Select Folder to Process 
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Figure 16 τ Process Specific Message Folders 

PROCESS MESSAGE FILTERS 
Message filters are options which provide the ability to separate or ignore certain messages based on metadata 
content contained in the e-mail. Address, Subject, Content, and Category Filters can be set to be "required" if 
inclusive (process) filters are defined. Therefore, if process filters are defined, every message must satisfy at least 
one process filter's requirements ƻŦ ŜŀŎƘ άǊŜǉǳƛǊŜŘέ ǘȅǇŜ ƻŦ ŦƛƭǘŜǊ in order to be processed. Since multiple filters 
can be set to be required, Address, Subject, Content, and Category filters can be combined to make sure a message 
passes ALL filters before it is processed. If filters are not set to be required, exclusive (skip) only filters may be used 
or multiple inclusive filters can be linked by an OR logical operator.  
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Figure 17 τ Process Message Filters Tab 

Messages must pass ALL filters marked with Red, which indicates that the filter is required. Other filters will be 
applied in the order listed. To force messages to pass certain filters, check the appropriate box: 

 

Figure 18 τ Force messages to pass Filters Options 

The order of Address, Subject, Content, and Category Filters can be changed to prioritize which filters are analyzed 
first, in order to improve processing speed, or to adjust the logic of filter processing. To change the order of a filter, 

ǎŜƭŜŎǘ ǘƘŜ ŘŜǎƛǊŜŘ ŦƛƭǘŜǊΩǎ ǘŀō ŀƴŘ ŎƭƛŎƪ ƻƴŜ ƻŦ ǘƘŜ MM OO VV EE  FFIILLTTEERR buttons to move the filter to the left or right, as 
appropriate. 

 

Figure 19 τ Move Filter Left or Right Buttons 

Message Status, Flag, and Type/Class Filters  

Message Status 

Messages can be processed or skipped based on their Read or Unread status. Check the box for the desired status. 

 

Figure 20 τ Process Read/Unread Messages 
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NOTE:  At least one Read/Unread filter MUST be selected for messages to be processed.  Both may also 

be used, to process all messages regardless of the Read/Unread status. 

Message Flags 

Messages with follow up flags can be processed by selections in this tab.  

1. From the column on the left, select which type of follow up flagged e-mails would need to be processed, 
based on status and flag color. 

2. In the FFOO LLLLOO WW  UUPP  TTEEXXTT  FFOO RR  MM EESSSSAA GG EESS  WWIITTHH  MM AA RRKKEEDD  SSTTAA TTUUSS  OO RR  FFLLAA GG , there are three options: 

¶ PPRROO CC EESSSS  AA NNYY  FFOO LLLLOO WW  UUPP  TTEEXXTT::     Use this option in order to have any messages with follow up 
flag text processed automatically by OutiM Server product.  

¶ PPRROO CC EESSSS  FFLLAA GG GGED MESSAGES WITH FOLLOW UP TEXT CONTAINING ::  Use this option if 
specific follow up text should be used as a filter for processing. Type the text to filter in the 

empty space, then select the AA DDDD button . 

¶ PPRROO CC EESSSS  MM EESSSSAA GG EESS  WWIITTHH  BBLLAA NNKK  FFOO LLLLOO WW  UUPP  TTEEXXTT::  Use this option if messages with blank 
follow up text should be processed. 

NOTE:  Flag filters, if defined, are always required. If a message does not pass defined flag filters, it will 

not be processed.  If all types of flags are set to be processed, then all messages will be processed. 

 

Figure 21 τ Message Flag Filters 

Message Types/Classes 

Message type/class filters can be used to target specific message type content for processing. For example, a job 
can be run that will import messages into WorkSite and leave behind an NRL linked file in Outlook. A second job 
can be run at a later time that specifically targets the NRL linked files and deletes them. You can also selectively 
filter custom message types such as those used by third-party products that integrate with Exchange, such as fax 
servers, archiving solutions, CRM systems, or other applications. 
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Figure 22 τ Message Types/Classes Filters 

To set message types/classes to be filtered: 

1. Choose the radio button PPRROO CC EESSSS  AA LLLL  MM EESSSSAA GG EE  TTYYPPEESS if you wish to process all types of Exchange 
content; 

2. Choose the radio button PPRROO CC EESSSS  OO NNLLYY  MM EESSSSAA GG EE  TTYYPPEESS  SSEELLEECC TTEEDD  BBEELLOO WW and then select the type or 
types of messages to be processed; 

3. Add a custom message type by entering the appropriate Class and Description in the field, click the Add to 
List button, then select the new Custom Type in the Message Types list. 

 

Figure 23 τ Custom Message Types 

NOTE: Type/Class filters are always required.  Either a combination of specific types or All Message Types 

must be marked for processing.  Messages that do not meet Type/Class filters will always be skipped. 
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Date Filters  

The DDAA TTEE  FFIILLTTEERRSS tab allows filters to be set in order to have certain items processed or skipped based on date 
criteria, either older or younger or between a specific date, or older or younger than a specific number of days 
(exclusive), or since the last time the job ran. 

DDAA TTEE  MM EESSSSAA GG EE  SSEENNTT::  This field is used to process messages that were sent during a specific date range. 

DDAA TTEE  MM EESSSSAA GG EE  RREECC EEIIVV EEDD::  This field is used to process messages that were received during a specific date 
range. 

DDAA TTEE  MM EESSSSAA GG EE  EEDDIITTEEDD::  This field is used to process messages that were edited during a specific date range. 

Note that in general, only one date filter will be used per job. 

NOTE:  Date filters, if defined, are always required. If a message does not pass all defined date filters, it 

will not be processed. 

 

Figure 24 τ Date Filters Tab 

Attachment Filters  

This tab is used to filter out items if they either contain or do not contain attachments. There are four options for 
attachment filters. 

IIGG NNOO RREE  AA TTTTAA CC HHMM EENNTTSS::  When processing the e-mails, the software will ignore the fact that items have 
attachments and process all e-mails. 

PPRROO CC EESSSS  MM EESSSSAA GG EESS  WWIITTHH  NNOO   AA TTTTAA CC HHMM EENNTTSS::  This method will process e-mails that contain no 
attachments. 

PPRROO CC EESSSS  MM EESSSSAA GG EESS  WWIITTHH  AA TTTTAA CC HHMM EENNTTSS::  This method will process e-mails containing an attachment. 
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PPRROO CC EESSSS  MM EESSSSAA GG EESS  WWIITTHH  AA TTTTAA CC HHMM EENNTTSS  LLAA RRGG EERR  TTHHAA NN ::  This method will process e-mails only with 
attachments larger than the size specified in the attachment size box. This is useful for defining jobs to 
selectively target large messages in the Exchange environment for migration to WorkSite. 

 

Figure 25 τ Attachment Filters Tab 

NOTE:  !ǘǘŀŎƘƳŜƴǘ ŦƛƭǘŜǊǎ ŀǊŜ ŀƭǿŀȅǎ άǊŜǉǳƛǊŜŘέΣ ōǳǘ ŎƘƻƻǎƛƴƎ ǘƘŜ άLƎƴƻǊŜ !ǘǘŀŎƘƳŜƴǘǎέ ƻǇǘƛƻƴ ǿƛƭƭ 

allow all messages to be processed. 

Address Filters  

Selections in the AA DDDDRREESSSS  FFIILLTTEERRSS tab can be set in order to skip or process specific e-mail addresses or domains. 

PPRROO CC EESSSS::  Means that the item entered in the CC OO NNTTAA IINNSS field will be processed. 

SSKKIIPP::  Means that the item entered in the CC OO NNTTAA IINNSS field will be skipped. 

The MM EESSSSAA GG EESS  WWHHEERREE  TTHHEE  AA DDDDRREESSSS  OO RR  NNAA MM EE  OO FF field allows you to filter based on the SSEENNDDEERR, AA NNYY  

RREECC IIPPIIEENNTT, AA NNYY  CC CC , or AA NNYY  BBCC CC . 

The Sender Any Recipient Any CC Any BCC 

The address data will 
contain the SenderΩs  

e-mail address or 
domain. 

The address data can 
be based upon any of 

the recipients. 

The address data can 
be based upon 

ŀƴȅƻƴŜ //ΩŜŘ ƻƴ ǘƘŜ 
message. 

The address data can 
be based upon 

ŀƴȅƻƴŜ .//ΩŜŘ ƻƴ ǘƘŜ 
message. 

In the CC OO NNTTAA IINNSS box, enter any portion of the e-mail address to be filtered. Do not use wildcards. The matching is 
not case sensitive. 
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EXAMPLE:  Joe@ford.com for a specific address, or any other part of the address can be used, such as 

@ford or ford.com, but note that ford.com will also match Hartford.com.  ¢ƘŜ ά!ŘŘǊŜǎǎέ ǘȅǇƛŎŀƭƭȅ 
includes the full e-mail address (juser@domain.comύΣ ōǳǘ ǘƘŜ άbŀƳŜέ ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜ άŘƛǎǇƭŀȅ ƴŀƳŜέ ŦƻǊ 
ǘƘŜ ŀŘŘǊŜǎǎΣ ǿƘƛŎƘ ƛǎ ǳǎǳŀƭƭȅ ŘƛŦŦŜǊŜƴǘ όŜΦƎΦΣ άWƻǎŜǇƘ tΦ ¦ǎŜǊέύΦ   

Filter text will be matched against BOTH the actual address and the display name values for each sender, recipient, 
etc. 

 

Figure 26 τ Address Filters Tab 

Subject Filters  

This tab is used to apply subject filters where any portion of the e-mail subject can be used to indicate whether an 
e-mail will be processed or skipped. 

PPRROO CC EESSSS::  Means that the item entered in the MM EESSSSAA GG EESS  WWHHEERREE  TTHHEE  SSUUBBJJEECC TT  LLIINNEE  CC OO NNTTAA IINNSS field will be 
processed. 

SSKKIIPP::  Means that the item entered in the MM EESSSSAA GG EESS  WWHHEERREE  THE SUBJECT LINE CONTAINS field will be 
skipped. 

In the MM EESSSSAA GG EESS  WWHHEERREE  TTHHEE  SSUUBBJJEECC TT  LLIINNEE  CC OO NNTTAA IINNSS text box, enter any portion of the e-mail subject to be 
filtered. Matching is not case-sensitive. Pattern matching can be done for certain information that always appears 
in a predictable pattern, such as a social security number or client/matter number.  

¶ Use * for pattern matching on any number of characters. 

¶ Use the # sign to represent a single numeric digit to enter a specific numeric pattern (e.g. ###-##-
#### for a social security number). 

¶ Use ? for pattern matching on any single character.  
















































