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Welcome

Welcome to Outlook Cleaner, the easiest way to manager your Outlook system and keep it trim and
fit.

Outlook Cleaner from PersonalCRM is a state of the art utility used to manage your Outlook folders.
Outlook Cleaner turns the dreary job of maintaining your folders into a snap. With a few mouse clicks
in Outlook Cleaner, you can accomplish in minutes what could take hours in the native Outlook
environment.

With Outlook Cleaner you can:

Review all Outlook folders at a glance, quickly identifying folders with excessive gquantities.
Remove all items from all folders based on filter criteria.

Mass moves. Consolidate items into one folder, based on filter criteria.

Process items based on date, domain name, email address, subject and attachments.

Save cleaning filters to be used over and over again.

Run multiple cleaning jobs together in one batch job.

Run cleaning jobs in the background from a desktop shortcut or as a Scheduled Task

Create simple or complex migration schemes. Periodically move aging items to aged folders
before removing them.

For support, we provide the following alternatives:
e Access our Free online Discussion Board and post any questions you may have.

e Send a support request to our staff via the PersonalCRM web. Our staff will reply to the request
within 48 hours

e Contact PersonalCRM at (408)773-9380. Extra charges may apply.

Introduction

Outlook Cleaner is a utility application designed to help you manage your Outlook system. Using
Outlook Cleaner's filtering and processing options, you can quickly select hundreds or thousands of
Outlook items across any or all folders then, with one push of a button, remove them all from your
system.

¢ What's new with Outlook Cleaner

e |mportant information about using Outlook Cleaner.

e Outlook Cleaner requirements.

e How to obtain and install Outlook Cleaner

e Outlook Cleaner License Agreement

¢ Help using Outlook Cleaner.

e Contact PersonalCRM

© 2003 PersonalCRM, Inc.
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2.1

2.2

2.3

New Features

New features for Outlook Cleaner 3.0:

e Mass Moves - Consolidate items into one folder based on filter criteria.

e Multiple Filter Entries - Match items to more than one entry for a filter condition.

e Saved Cleaning Profiles - Save filter criteria to named profiles to use over and over again.
e Batch Jobs - Run multiple profiles from one batch job.

e Background Capabilities - Run profiles and batch jobs in the background using desktop shortcuts
or Scheduled Tasks.

New features for Outlook Cleaner 3.1:
e Text Search - Include text string searches in your filters.
e Use Contacts - Include Contacts folder entries in your filters.

e Autorun - Schedule profiles, or batch jobs to run periodically from the Outlook Cleaner interface.

Important!

While Outlook Cleaner features a simple easy to use and understand interface, the power of Outlook
Cleaner dictates that care should be exercised when using it. While Outlook Cleaner makes it
possible to remove large quantities of unwanted e-mail with one mouse click, it also makes it possible
to remove large quantities wanted e-mail with one mouse click.

The user interface has been designed to be easy to use and understand and includes appropriate
precautionary warning messages. Ultimately, however, the responsibility for using this product lies

with the user. PersonalCRM accepts no responsibility for the misuse-use of this product leading to
the loss of data.

Requirements

Outlook Requirements:

e Outlook 2000 with service pack SR-1 or above
e QOutlook 2002 - All versions

Operating System Requirements:
e Windows 98

e \Windows 98 - SE
5
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e Windows Me

¢ Windows 2000

e Windows XP

¢ Windows XP Professional

Additionally:

e 10 MB of hard disk space
e Administrator Privileges if running Windows XP, XP Pro or 2000

2.4 Purchase and Installation

The following describes how to obtain, install and register Outlook Cleaner.

Purchase License
Download Software
Install Software
Regqister Software

NS

Purchase License
Outlook Cleaner is made available through the Internet.

To purchase a license click here: Purchase License

After purchasing, you will receive a confirmation e-mail containing a link to our download site and the
license number. It is important to keep the license number as it is required to register the product.

Download Software

Use one of the following options to download Outlook Cleaner:

¢ Use the link provided in license purchase confirmation e-mail.
e Go to the PersonalCRM homepage: http://www.personalcrm.com
e Click here: Download Outlook Cleaner

You can also download Outlook Cleaner without purchasing a license, as a limited time
evaluation version. The evaluation version can be upgraded to a registered version later.

Install Software

Double-click the downloaded executable file, OutlookCleaner31Setup.exe, and follow the installation
wizard instructions.

Register Software
Use the Register option of the Registration item in the Outlook Cleaner menu. Enter the license

number received in your email confirmation of your purchase. Make sure you are connected to the
internet and press Register.

6
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2.5

Enter License Key

Cancel R eqister |

After registration Outlook Cleaner is now fully functional.

Evalutation Version

Try Before You Buy

The demonstration version of Outlook Cleaner you download from the Internet is 100% fully
functional. All features are available but the Cleaning button will no longer function 15 days after you
install the product.

Upgrading Evaluation Versions

Evaluation versions of Outlook Cleaner can be upgraded to fully functional registered versions at any
time.

To upgrade an evaluation version:

1. Purchase a License
2. Reaqister the evaluation version

License Agreement

OUTLOOK CLEANER LICENSE AGREEMENT - PERSONALCRM Inc.

This is a user license agreement (the "AGREEMENT") between you (either individual or single entity)
and PersonalCRM, Inc., for the version of the software (the SOFTWARE") accompanying this
AGREEMENT.

The SOFTWARE is the property of PersonalCRM, Inc. and is protected by copyright laws and
international copyright treaties. The SOFTWARE is not sold, it is licensed.

By availing of any of the rights licensed to you in this AGREEMENT, you agree to be bound by and are
becoming a party to this AGREEMENT. If you do not agree to these terms and conditions, do not avail
of the rights licensed to you in this AGREEMENT.

If you accept the terms and conditions of this AGREEMENT, you have certain non-exclusive rights and
obligations as follow: 7

© 2003 PersonalCRM, Inc.
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If you accept the terms and conditions of this AGREEMENT, you have certain non-exclusive rights and
obligations as follow:

YOU MAY do any of the following:

¢ Use the Software for the Evaluation Period Provided,;

¢ Use the Software for one SINGLE licensed computer only;

o Use the Software on a network, PROVIDED that each person accessing the Software through the
network must have a copy - licensed to that person or an authorized network

e multi-user license.

o Copy the Software for archival purposes ONLY, provided any copy must contain all the original
Software's proprietary notices.

YOU MAY NOT:

e Permit other individuals to use the Software except under the terms listed above;

¢ Distribute, reveal, post, or disseminate the license key to any other users;

e Permit concurrent use of the Software except with a multi-user license;

¢ Modify, translate, reverse engineer, decompile, disassemble (except to the extent applicable laws
specifically prohibit such restriction), or create derivative works based on the Software;

e Copy the Software other than as specified above;

e Rent, lease, grant a security interest in or otherwise transfer rights to the Software

¢ Remove any proprietary notices or labels on the Software or its output;

All other rights with respect to the SOFTWARE are reserved.
The SOFTWARE is Copyright (c) 2001 PersonalCRM, Inc.
All Rights Reserved

The Software is provided "AS IS", without a warranty of any kind.

ALL EXPRESS OR IMPLIED i, REPRESENTATIONS AND WARRANTIES, INCLUDING ANY
IMPLIED WARRANTY OF

MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE OR NON-INFRINGEMENT, ARE
HEREBY EXCLUDED. PERSONALCRM, INC. AND IT'SLICENSORS SHALL NOT BE LIABLE FOR
ANY DAMAGES SUFFERED BY LICENSEE AS A RESULT OF USING, MODIFYING OR
DISTRIBUTING THE SOFTWARE OR ITS DERIVATIVES. INNO EVENT WILL PERSONALCRM,
INC. AND IT'S LICENSORS BE LIABLE FOR ANY

LOST REVENUE, PROFIT OR DATA, OR FOR DIRECT, INDIRECT, SPECIAL, CONSEQUENTIAL,
INCIDENTAL OR PUNITIVE DAMAGES,HOWEVER CAUSED AND REGARDLESS OF THE
THEORY OF LIABILITY, ARISING OUT OF THE USE OF OR INABILITY TO USE SOFTWARE,
EVEN IF PERSONALCRM, INC. HAS BEEN ADVISED OF THE POSSIBILITY OF

SUCH DAMAGES.

PERSONALCRM, INC. DOES NOT INDEMNIFY ANY PARTY TO THIS LICENSE.

IN ANY EVENT, THE MAXIMUM LIMIT OF PERSONALCRM, INC.'S LIABILITY UNDER THIS
AGREEMENT IS $1.

PERSONALCRM, Inc. is not bound by any provision of any purchase order, receipt, acceptance,
confirmation, correspondence, or otherwise, unless PERSONALCRM, Inc. is specifically agrees to the
provision in writing. If any provisions, or portions thereof, of this agreement are invalid under any
applicable statute or rule of law, then that portion shall be deemed omitted in the applicable jurisdiction
and the remaining portions of the agreement remain in force.

© 2003 PersonalCRM, Inc.
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2.6

2.7

Help

You can obtain help for Outlook Cleaner in the following ways:

e Packaged help file. The help file provided with Outlook Cleaner is the most recent help when
this version of Outlook Cleaner was created. We also provide an online version of this help file
which may be more up-to-date than the shipped version.

e The online help file. This is the most updated version of the help file. To access it, click here.

e Printed Version of this Help File. You can download the PDF version of this help file from the
web by clicking here. You will need to have the Adobe .pdf reader installed on your system. To
download the Adobe .pdf reader, click here. To print the manual, click on the print button of the
.pdf reader and the manual will then be printed on your local printer.

e Outlook Cleaner Discussion Board. Participate on PersonalCRM's discussion board free of
charge and ask questions and exchange ideas with other users of Outlook Cleaner or other
PersonalCRM products. All discussion threads are monitored by PersonalCRM's personnel and
you will receive answers to questions that relate to product installation, setup, and use. To access
the discussion board, click here.

e Email Support. You can obtain free email support from PersonalCRM. Make sure that you
explain your problem/question with as much detail as possible. You can either send the email to
support@personalcrm.com, or use the support form by clicking here.

¢ Personalized, one-on-one support. PersonalCRM will provide personalized, one-on-one
support to paying customers. Support is provided on an hourly basis.

e Suggestions. PersonalCRM is driven to provide software solutions that will satisfy our customers.
Your input is important to us and we want you to contact us if you have any suggestions on added
features or even improvements we can make to our products in order to make them better.
Please click here to submit a suggestion.

Contact PersonalCRM.COM

Personal CRM is committed to providing the best in ACT! and Outlook add-on software
packages.

Home page
http://www.personalcrm.com

Email support
support@personal crm.com

Snail mail

Personal CRM Inc.
891 Quetta Court
Sunnyvale, CA 94087

Fax
USA: (240)220-3244

9
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3 Quick Start

This section walks you through a couple examples to quickly get up using the different features of
Outlook Cleaner. The examples are:

Basic Delete

Basic Move

Use Date Filter.

Use Domain Name Filter.
Use Domain And Date Filters.
Use All Fields.

Use Any Field.

Create Profile.

. Run Profile.

10. Create Batch Job.

11. Run Background Job.

CoNokrwWN

See also: User Interface, Using Outlook Cleaner

3.1 Basic Delete

— Qutlook Cleaner, 3.0 from PersonalCRM
File Help ‘What's This  Registration

1. Click Options Tab

ICurrent: 999 B Options ] Filters ] Profiles ]
[JMega Test-() Folder | Type | Domnain | Subject | Date Cleaning Mode
333-112) 444 beszac pshoo.com  remate-pos 002 2/06], &
Delete
444 - [B] 444 Meszac charternet cornpat ) /09 " Pemanent Delete
2. Click Delete
m 444 Messac banfieldnet e outl] 1412 " Move

+-[] Aging Folderé-m.‘_______ 444 teszar fubsd.org hello from ms. 200312408

Sender Dizplay

O Aza0q - (37 .Com after-howrs tr: - 2003/12/04 © Emal Add
[ Calendar - [ 3 Mark cheekbaw for hoom — us stock man 2003/12/02)| - ST
[ Contacts - (2] © pcom bachelorsdip 2003412706 & Damain Name
Od1-0 333 teszac epost.de prevent work. 200310404 -
[ Deleted ltems - ] 333 Messac zewll com  had besthor  2003/10/04 Folder Display
~
O Dratts - (3] 333 Messac 2enlll com  fud bestho  2003/10/04) EUITET‘ dFC'F"de'
-] Inbow - [22) 333 Messac zewDl.com  fwd besthor  2003/10/04)  ° A;TFE;;E[S pieers
O Inbox1-1513) 333 teszac 0-0-F.couk  “poszible spe 200370714 k
+-[] Inbaox 4 - [524] 233 Messac 0-0-7.couk  “possible spi 2003/07414 DOptiohg
O.oumal - 333 Messac 0-0-7.couk  *possiblesp: 2003/07414| || Collapse Marked Folders

O 333 Messac piivate delive  2003/07/15|| | Show Selected ltems
O p‘DtE ‘I*I‘at 'Bkcffijds 333 Messac piivate delive  2003/07/15( v Show Unselected ltems
O or displaged, 333 Messac piivate delive  2003/07/15|| | ™ Include Subject Prefix
O ' L | 233 Messag portales getwithnoh,  2003/07/08) [ Full Folder Path
OTest1-10 333 tessac perzonalormoo test attachme 20039110
O «Saurce - (1) 933 teszar zalesboweb oo fw dear marc 20039113

933 teszac yahoo com resanaw.sma  S00372/04

933 Meszac personalom.o delste test 200311425

333 Meszac personalom.o mond.

< 4. Click the clean buttnj

Delete

Total ltems: 2,278 Selected [tems: 23

10
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Basic Move

— Qutlook Cleaner, 3.0 from PersonalCRM
File Help ‘What's This  Reqgistration

1. Click Optionz Tab

Target: 999 Options l Filters l Profiles ]
[ Mega Test-[] - r!! Folder | Type | Domain |Subject  [Date " Cleaning Mode
. best atta ) ™ [elete
444 - [6) 3. Mark check boses of folders  [EBLC i dear 2 Hick Move " Permanent Delete
-] containing items to be moved.  frma delete tesl 5 T Move

+ - [B47] — rer porroreirm monday's b 2003411/22 )
[ 4z00q - (37) = t compatibiity  2003411/03 [fE”dET_D'S':"aP
O Calendar - [ 4, Click target folder without ot re: cutlook ¢ 2003411412 . Cnaliiess
[ Contacts - 2] marking checkbox. recxanasy v 2003412/04 & Domain Mame

+ D di - [] e i L= TR T bachelor's d 2003242408 -

+[] Deleted Items - (] 333 Meszz pahoo.com  remaote-cont 2003412408 Foldzr Display
O Drafts - (3) 333 Messe fuhsdorg hellofromm: 2003412406 [,": gul"eﬂt SDF'E'FEI'

+ Inbox - [33) 333 tegze wahoo.com  afterhours b 20031 2/04 ~ '&;Ia'-n_eclt: oiders
O Inbas 1 - (513) 333 Messz yshoocom  usstock ma 2003412402 il

+- [ Inbox 4 - [524] Inbox  Messe epost.de prevent worl 200341004 Options
O Joumal - ) lrbox  Messz zewOl.com fwd: besthe 2003410404 [ Collapse Marked Folders
O Mates - [4) lnbox  Messz zewll com Fwd: besthe  2003/10/04 v Show Selected ltems
O Outbos: - ) lnbox  Messe zewll com fwd: besthe 200310404 W Show Unselected [tems
O Sent ltems - (1] Inbox  Messz 0-0-F.couk  *possi v Imclude Subject Prefi:
O Tasks- (1) Inbox  Messe 00-F.couk  =possif 5. Click the move button [ Full Falder Path
OTest1-0 w Inbox  Messe 00-F.couk  *possi

Move

Tokal Iterns: 2,278 Selected ltems: 23

11
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Quick Start 12

3.3 Use Date Filter

— Outlook Cleaner 3.0 from PersonalCR&

File Help What's This 1. Click. Options Tab
Target: Inbox Options | Fiters | Prafiles |
O Mega Test-[) [ [Foider |T_l,lpe |D0main |Subiect |Date Clearing Mode
O==3-10 tega 1 Messzar portal ee get withr  2003/07/08 I~ Delete
O 444-1) Mega 1 Messar 0-0-7.couk “possible 2003/0714|| | Permanent Delete
O993-10) Mega 1 Messar 0-0-F.couk “possbl ] i+ Move
4[] Arging Folders - [1.051] Mega 1 Messar 040-F.couk “possibl 2 Click Move

Sender Dizplay

[ &zo0g - (B37] Mega 1 Messar mm private dm 20037077 TS  Ermil Add
[ Calendar - () Mega 1 Messar num private di 2003207415 ~ S;n:cllerN;ﬁ:uS;
[ Contacts - (2] Mega 1 Messar private d - 2003207415 & Domain Name
+---[]d Mega 1 Messar z.ewll.cor fwd: bes 2003/10/04 -
¥ DD! 3, Click folder checkbox Mega 1 Messar z ewll.com fwd: bes 2003/10,04) | Folder Display
aco -13] Mega 1 Messar zewll.cor fwd: bes 2003210/04 ?: Current Folder
+ tMega 1 Meszar epost.de prevent 200370404 - ,iﬁlscﬁjd Folders
O!nbox1 -[513) tMeaa 1 Meszac charter.net compatib  2003/11/09 - Hleer
+- [ Inbox 4 - [20) Mega 1 Messar personalerr test attac 2003411410 Optionz
[ Jounal - ) Meaga 1 Messa: banfieldnet re: outloc  2003/411/12 [ Collapse Marked Folders
[ Mates - [4] Mega 1 Messar salesbywseb far deart 2003411413 W Show Sglected ltems
O Outbee: - ] Mega 1 Messac personalerr monday's 2003411422 [v Show Unselected ltems
O Sent ltems - (1) Mega 1 Messar personalorr delete te: 2003211425 ¥ Include Subject Prefiz
O Tasks- (1) Mega 1 Messar pahoo.com  us stock 2003212402 ¥ Full Folder Path
OTest1-1] Meaga 1 Meszac yahoo.com rewanax.  2003412/04
O #Souice - (1] Mega 1 Messar yahoo.com  after-hou  2003/12/04

Move

Total ltems: 2,275 Selected ltems: 20

12
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Outlook Cleaner Help

33.1

Use Date Filter -2

= Qutlook Cleaner 3.0 from PersonalCRM

File Help ‘What's This

[arget: 333

—

A, Click Select Date

[ tega Test -]
"D
Q-0
- O%s-0

D Azoong - [B37)
] Calendar - [)
- [[] Contacts - [2]
= O
[+ [] Deleted Items - []
[ Drafts - [3)
Inbox - [20]
e Inbiw 1 - [513)
] Joumal - 1)
o [ Motes - [4)
] Outbex -]
-] Sent Itemsz - [1)
[ Tasks -1

e Test1-1)
[ #Seurce - [1)

[+ [] &ging Folders - (1,051

8. Select the target folder
without marking the checkbox

9, Click the Mowe button

4. Click Filters Tab

Options Filters

| Profiles I

" Abs ff Fel

e
. =
v Select Date: Igu -

7. Enter daps

E. Click Relative Date
— ~ -
I banfield.net >
—Applied

[T Eract batch

& Al Conditions ¢ &ny Condition

||7 Inchude Unread lkems |

:
Move

Total ltems: 2275 Selected |tems: 7

13
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Quick Start

14

3.4 Use Domain Name Filter
— Qutlook Cleaner, 3.0 from PersonalCRM
1. Click Options Tab
File Help “What's This
.Current: DptiDnS l Filters ] Profiles ]
[ Mega Test- () Folde| Type| Domain | Subject | Date | IS Cleaning Maode
033310 Meg: Mesz 0-0-F.con *p + Delate
O444-10) Meg: Mesz 0-0-Foon *p| 2 Click Delete ™ Permanent Delste
O53s-0 Meg: Messz 0-0-F.con *p T Move
+--[] Aging Folders - [1,051) Meg: Mes: aolcom  refi autar 103410407 S erdler Disol
[ 4z00q - (B37) teqg: Mess aol.com  refi autor 103410/07 (__EE E['I AZEEW
O Calendar - ) Meg: Mess aol.com  refi autor 103410407  Sords Noms
[ ontacts - (9 [ Meg: Mess banfield.r re: uutht 0311412 & Damain Name
leg: Mes: charterrn compatit 1023411409 -
Meg: Mes: epostde prevent 103410404 (fDIdE[D'Spla-"'
i - Meg: Mes: pericom.c re: lunch J03/12/04 (: gzlr;?;dFDFlgEaS
+ Inbox - [47) teq: Mes: percom.c re: lunch 103412/04 ~ 1l Folders
Olnbox1-1513) teq: Mes: personalc test attac 10341110 i
+- ] Inbiow 4 - [20] Men: Mess personalc monday' 103411422 Uptions
O.Joumal - ) Meg: Mess personalc delete ke 102411425 [ Collapse Marked Folders
CMates - [4] Meq: Mess portalee getwith 103407408 W Show Selected ltems
O Dutbes - () teqg: Mess rum private d 1030715 v Show Upselected ltems
[ Sent ltems - [1) Meg: Mess piivate d 10307415 v Include Subject Prefis
O Tasks - (1] Meg: Mess private d 10307415 W Full Folder Path
OTest1-0) Meg: Mess salesbws P dear 103411413
O =5ource - 1) Meg: Mess vahooco ws stock 103412/02
Meqg: Mes: pahoo.co after-hou 103412704
Meq: Mes: pahoo.co remsanax J0392/04) +
Delete
Total ltems: 2,351 Selected ltems: 25
14
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15 Outlook Cleaner Help

3.4.1 Use Domain Name Filter -2

=13

= Qutlook Cleaner, 3.0 from PersonalCRM
File Help ‘What's This

4. Click Filters T ab

|Current- Inbox Options . Filters I Prafiles ]
O tega Test - () B Folde| Type| Domain | Subject |Date | I

O333-10 Meq: Mess 0-0-7.co| *pogs v Select Date: [ ill
Oa44-0) Meq: Mess 0-0-7.coi *po 5 Cliick Domain Tah 12408 (* Hel
J3533-10 Meg: Mess 0-0-7.con *po EinTes

+-[] tuging Folders - [1.051) teqg: Mes: aol.com refi autor J03/410/07 Diamn \Email] SEnd] EE ].-’-‘-.ttach]
[ 4z00q - [E37) teqg: Mes: aol.com refi autor J03/410/07
[ Calendar - ) bMeg: Mess aol.com  refi autor 10340407 Suggested
[ Contacts - [2) Meg: Mes: banfisld.r re: outloc 1031112 007 co.uk s
Od-0 Meg: Mess charter.r compatit 103/11./09 bEHfIEH.nEt 2
[ Deleted ltems - [71] Meg: Mess epostde | pr - ]7 charter.net
O Drafts - [3) Meg: Mess pericom.e ref B Double click items :

+ - [#] Inbox - [47) Meg: Mes: pericom.c re 3L s 1 19 Applied

move bo Appled list

O'nba=1 - [513) Meg: Mes: personalc te [ty | &0l com
+-[] Inbox 4 - [20] Meg: Mesz personalc| m - — peficom. com
OJoumal - ) Meg: Mess personalc delete te) 103/11./25
O Mates - [4) Meg: Mess portalee | get with | 103/07/08
O Qutbex - () teg: Mess i private d 1030715 |
O 5ent ltems - (1] teg: Mess o private d 1030715
O Tasks - (1] teg: Mess o private d 1030715 -
OTest1-0) teg: Mes: zalesbow | fe: dear (103411413 & 4l Condtions ¢ Any Condition
O 5ource - 1) Meaq: Mess pahoo.co bouele NN DI
ng: m:z; i:ﬂzzigz 3;?. Click the clean buttnn}p Include Urread ltems

i

Delete

Total ltems: 2,351 Selected ltems: 5
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Quick Start 16

3.5 Use Domain and Date Filters

= Outlook Cleaner, 3.0 from PersonalCRM ) )
1. Click Options Tab
File Help What's This Registration

Current: 666 Options ] Filters ] Profiles ]
[Otdega Test-[) Mype | Domain | Subject | Date Cleaning Maode
333-17 ia?ﬂ:;tcfﬁifgo?es eszad salesbyweb.com  web download 2003408423 | & Deletgnle
555 - [4) Messar salesbyweb.com web download 72 ” Pemanent Delste
BEE - [7] 333 Messag addonstare.cam  email address valid " Move
+---[] Aging Folders - (547) A Messag salesbyweb.com  tial activation oS/ 08422 © erler Disl
O &200 - (537) 733 Messag salesbyweb.com  web download 2003/08419 EEIET AR

" Email dddress

D Calendar - () 333 Meszag zalesbpweb.com  web download 200340849 © Sender Name

[ Contacts - (2] 333 Messag siproductions.com web download 2003/08/19 & Domain Name
+--Qd1-10 jaiaia] Meszag zalesbpweb.com  tial activaty -
+-[] Deleted tems - {] 555 Messag regsoft.com arder 091 (folder Display

[ Drafts - [3) 555 Messag saleshyweb.com  web dow Cunent Folder

"=71* Selected Folders

+-[] Inbox - [46] 555 Messar salesbyweb.com web downloa O Al Fodors
O lnbax 1 -(513) BRG Messag srproductions.com  personalom registratic 2003708422 -

- [ Inbox 4 - (524) 666 Messal sirproductions.c personalerm regist 2003/08/22 Options
O Joumal - 1) BEG Messag salesbyweb com  bial activation 2003/05418|| || Collapse Marked Folders
[ Motes - [4) GEB Messar salesbyweb.conm tnial activation 2003/08/18 W Show Selected ltems
O Dutbes - 1) EBE Messagn saleshyweb.com  tial activation 2003/08/18 I Show Unselacted ltems
[ Sent Items - (1) ERE Meszag siproductions com  personalzm registrati 200308418 v Include Subject Prefis
[ Tasks - (1) EBE Messagn siiproductions.com web download 2003/0817 [ Full Falder Path

OTest1-0)
O #Source - [1]

Delete

Total ltems: 2,297 Selected ltems: 18

3.5.1 Use Domain and Date Filters -2

= Qutlook Cleaner 3.0 from PersonalCRM -
5. Click Filters Tab
File Help What's This Registration .
- Opti Filkers Profil
Current: 666 6. Click Select Date E pens | Pofes |
[ tega Test-) Falder | Type | Domain | Subiject | SU——

b .
F332-(7) 33 Messag| salesbyweb.com | web dowrload 200aioesza| | SeeetDate: [anpinpfE -
[#1 555 - (4) 333 Messai zaleshyweb com web down L+ &h: (" Rel
55_5 -7 333 Messag addonstore.com | email addreq 7. Click Absclute Date )8/22 Categories & Enter a fiter dat
+---[] Aging Folders - (547) 333 Meszag zalesbyweb.com | trial activati 9/22 Dom ] Email] ) n el all [ a e
[ Az00q - (637) 333 Iy wnload 2003/08419

[ Calendar - ) 333 el Mote only items matching wnload 2003/08419

[ Contacts - [2) 333 tde| domain filter and at or before hanload 2003408413
w1 -] ) el the date filker are selected. wation 2003408419
+-[] Deleted Items - [] 5685 tMeszag regzot.com order 08192003-4329 200340849

[ Drafts - [3] 555 Messag salesbyweb.com  web download 2003/08:18
+-- ] Inbox - {4 i salesbyweb comr web download 2003/08/18

sifpraductions. com | personalzrm registratic 2003/08/22
i sjrproductions_ ¢ personalcrm regist 2003508722

Olrbox 1 -1 9. Right-Click an itern to
+--[]Inbox 4 - [ activate the popup menu.

D Jaurmal - [) . X zalesbyweb com  tnal activation 2003/08418

] Motes - (4)| 10- Click Add Domain | et e | el e 2003/08/18

O Qutbax - ) walachimah com gl activation 2003/08418 |

O Sent ltems - [1) perzonalcim regiztratic 2003/08418

O Tasks - (1) Add Sender Address | web downlnad 2003/0847|| /I Exact Match

O Test1-() Add Sender Name " &l Conditions = Any Condition
O #Source - [1] Add Subject

11, Click Clean Button [ Include Uniead ltems

Delete

Taotal lems: 2,297 Selected ltems: 5
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17 Outlook Cleaner Help

3.6 Use "All Fields"

— Qutlook Cleaner, 3.0 from PersonalCRM _ )
1. Click Optiong Tab
File Help ‘what's This  Registration

Current: 666 Optians ] Filkers ] Profiles ]
[ Mega Test- () pe | Domain | Subject | Date Clearing Mode

333 - (6] :{a?lzl:;tcﬁlaiigo?es eszag addonstore.com  email address validat 2003/08/22)| |+ Delei
566 - (9) exzag regsoft.com order 02132003-4| FoT 1S " Pemanent Delete
B66 - [7] BEE Messag salesbyweb.com  web download 8 7 Move

+---[] Aging Folders - (547) BEG Mesgar salesbyweb.co web download pusri8/18 S ender Displa
[ Az0aq - (637] bbG6 Messal zalesbyweb.co tnal activation 2003/08/18 ~ Email Adlzl b
[ Calendar - ) BEE Messag salesbyweb.com  trial activation 200340818 ~ Sren:cller N::::
[ Contacts - [2) GER Meszag saleshyweb.com  trial activation 20037084981 | & pomain Name

E I =1 333 Meszsag salesbyweb.com  web do 8723

19 Folder Dizplay

" Current Folder
=+ Selected Folders

+--- ] Deleted Items - [] h55 Meszar salesbyweb.co trial ac
[ Crafts - (3) hhh Meszal salesbyweb.co web d

+- [ Inbox - [46] 333 Messag salesbyweb.com  trial activation /08522 ~ &l Fold
O nbox1-[513) 555 Messag salesbyweb.com  web download 2003/0819 H rees

+- [ Inbox 4 - (524] 333 Messai saleshyweb.co web download 2003/08/23 Options
O Joumal - 1) 233 Messag siproductions.cor personalcim registrat 2003/08/22|| || Collapse Marked Folders
[ Motes - (4) 333 Messas siiproductions. personalcim regis  2003/08722|| |1V Show Selected ltems
[ Outhax - 1) iala] Meszag gproductions.cor web download 200340819 v Show Unselected ltems
[ Sent ltems - (1) BRE Messag siproductions. cor personalzim registrat 2003/08/18|| | Include Subjsct Prefis
[ Tasks - (1] (=1 Messag siiproductions.cor web download sona/mesz|| [ Full Folder Path
OTest1-0)
O #Source - (1)

< >
Delete

Reload Dane

3.6.1 Use"All Fields" - 2

= Qutlook Cleaner, 3.0 from PersonalCRM

File Help ‘wWhat's This  Reqgistration SaClicKlntions{lek
Current: 666 Options Filters l Profiles ]
[ Mega Test - ) Folder [Type | Domain | Subject | Date

333 - [6) 333 Messag addonstore.com | email address validat [ Select Date: j
555 - [5) 555 Mezsaq regeoft.com arder 08192003-433: ) . o
BE6 - [7] 556 Messag salesbyweb.com | web download EACickBorzialah Fefemmies

- [] Aging Folders - (547) 666 Messal saleshyweb.co web download 2003708718 -hr’Dorn lEma”l Send] Sl ]Attachl
[ #z00q - [E37] GE6 Messal salesbyweb.co trial activation 2003/0811%8
[ Calendar -1 GE6 Messag salesbyweb.com | trial activation 200320848 Suggested
[ Contacts - (2] GEE Messag salesbyweb.com | trial activation 2003/08/18 zalesbyweb. com A

- dl -0 333 Messagn salesbyweb.com | web download 2003/08/23 yahoo.com

+)- O] Deleted ltems - [ 555 acea. ealachmuoh ca_frial activation 2003/08719|| | |12en0.com v
[ Drafts - (3) L . ) . eb download 200370819

- O] Inbox - [45) azz | O RightClick anitem to ial activalion 2003/08022|| | [ Ppplied

activate the popup man. - -

Olnbox1-(513) 555 eh dovload 2003/08/19 sirproductions. com

+---[J Inbox 4 - (524) 333 eb download 2003/08/23
O Joumal - () 333 perzonalcrm registrat 2003708722
[ Motes - [4) 333 Messal sirpproductions. i
[ Outhox - ) iala] Messag siproductions.cor ' 444 sender Address |
[ Sent ltems - (1) BEE Messag siiproductions.cor | s id sonder Mame
O Tasks - (1) 556 Messag siproductions. cor add Subject v
O Test1-0 & AlFielkds Ay Field
O #Source - 1)

¥ Incl
7. Click Al Fields
Total ltems: 2,297 Selected ltems: &
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Quick Start 18

3.6.2 Use"All Fields" - 3

— Qutlook Cleaner, 3.0 from PersonalCRM
File Help ‘wWhat's This Registration

Current: 666 Options Filters l Profiles ]
[ tega Test- () Falder [Type  |Domain | Subject | Date
333 - (6) 233 Messam addonstore.com | email addiess validat snnaieszz|| || SelectDate: =
555 - [5) 555 Messag regsoft.com order 081592003-433 2003/08M19 ) .
666 - [7) 151 Meszzaq salesbyweb.com | web download 2003708418 10. Click Subject Tab
+--- ] Aging Folders - (547) GGG Messai saleshyweb.co web download 200370818 Dam ] Ernail] Gem Sub Pﬂltachl
[ Az00q - (B37] 666 Messai saleshyweb_ co trial activation 2003708718
[ Calendar - [ BEE Messag saleshywel 2003/0818
[ Contacts - [2] 150 Mezsag salesbywely Note that anly items matching 200370818 pr—
w-Odt -0 233 Messag salesbywet| BOTH the domain name and | agpaspeya|| | |fHE--Swed
+--- [ Deleted Items - (] 555 Mesza zaleshpw gibicctiiterlarelronleiected 003,08/19
[ Crafts - (3) 555 Messai saleshyweb.co web download 200308419
#- [ Inbow - (48] 333 Meszan salesbyweb com | trial achivation 2003708722
[JInbox1-(513) jats) Messag | salesbyweb.com | web download 2003/08M19
333 Messai zalesbpweb co web download 2003/08/23
11, Right-Click an item ta amn Meszag siiproductions. cor| personalermn registrat 2003/08/22
activate the popup menu. 333 Messal sirproductions. personalcrm regis 200308122
12. Click Add Subject faata) Meszan siproductions.cor web download 20037084139 |
BEE Meszag | grproductions. cor | personalcrm registrat 2003/08M8
O Tasks - (1) Add Domain siiproductions. cor web download 2003708417 ~
OTest1-0 Addd Sender Address & AlFields  © AnyField

[J#Sourecs 1) Add Sender Mame

13. Click Clean BU“;‘W Include Urread ltems
R

Delete

Total ltems: 2,237 Selected ltems: 2

3.7 Use "Any Field"

= Qutlook Cleaner 3.0 from PersonalCRM ) )
1. Click Options Tab

File Help What's This Registration
Current: 666 Options | Filkers ] Profiles ]
[ tega Test-() Twpe | Domain | Subiject | Date Elleriine M

333-(7) :';a?lsl:; tcrﬁiirgo?;s essag salesbyweb com web download 2003/08/23| | v Deletgnle
555 - [4) Meszsar salesbpweb con web download 0 " Pemanent Delate
666 - [7] 333 Messag siproductions.com  personalcm registr I Move

+---[] Aging Folders - (547) 333 Messar sjrproductions.c personalcrm regi3 oosr18/22 © erler Disl
[ Azo0g - (637) 333 Meszag addonstore.com  email address walidate 200308422 pa EE er] ,6:;':&}'
[ Calendar - ) 33 Mezzaq salesbyweb com sl activation 200308422 ~ S::cller N;ﬁfg
[ Contacts - (2] 33 Mezzag siproductionz. com web download 20034084149 & Domain Name

+--Qdl -1 555 Messag salesbyweb.com -

+--[] Deleted Items - (] 555 Messa salesbyweb. con Folder Display
[ Crafts - [3] falata} Messag salesbyweb.com ____; gulnentdFoFldE

+- [ Inbox - 48] ) Messan regsoft.com g ~ A;T:CE e
O lnbax 1 -(513) BRG Messaq zaleshywebcom  trial activation 2003708418 - oiders

+-- [ Inbox 4 - (524) GG Messag salesbyweb com  web download 2003/08/18 Optionz
O Joumal - 1) GGG Messar salesbyweb.con web download 2003/08/18 [ Collapse Marked Folders
[ Motes - [4) GEB Messar salesbyweb.conm tnial activation 2003/08/18 W Show Selected ltems
[ Outbax - ) [ Mezzaq salesbyweb com sl activation 200340818 I Show Upselacted Items
O Sent ltems - [1) ERE Messag siproductions.com  personalcm registratic 200340818 v Include Subject Prefis
[ Tasks-(1) Messag siproductions.com web download 2003/0817 [ Full Folder Path
OTest1-0)
O #Source - [1]

£ | ¥
Delete
Taotal lems: 2,297 Selected ltems: 18
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Outlook Cleaner Help

3.7.1

3.7.2

Use "Any Field" -2

— Qutlook Cleaner 3.0 from PersonalCRM

File Help wWhat's This

Current: 666

Registration

O MegaTest-()
333-(7)
555 - [4)
666 - [7)

- [] Aging Folders - [547]
[ Azo00q - (B37)
[ Calendar - )
[ Contacts - (2]
=[]t -1
+---[] Deleted Items - ()
[ Drafts - [3)
+--[] Inbox - [45)
Oinbox 1 - (513)
41 ] Inbox 4 - [524)
O Joumal - ()
[ Motes - [4]
[ Outbax - ()
O Sent ltems - [1]
O Tasks - (1]
OTest1-0
O «Source - (1)

Total ltems: 2,297 Selected ltems: &

Options Filters l Prafiles ]
Folder | Type | Domain | Subject | Date ||
333 Meszag zalesbpweb.com | web download [ Select Date: j
P

333 Messar s.alesh_l,lv_leh_con weh downloal;l . & Click Domain Tab
333 Meszag gproductions.com  personalcim registratic ategaries
333 Meszzar gjrproductions.c penlmnalcrm lggisl 2003/08/22 Diami ]Email] Send] Subi ]Attach]
333 Meszag addonstore.com | email address validatc 2003708422
333 Messaq salesbyweb.com | tial activation 2003/08/22 Suggested
333 Messag sproductions. com web download 2003408413 0-0-7. ca.uk, ~
BES Messani| saleshyweh.com | web dawnload 2003/08/19 bﬁnf'te'd-n?t -
h5h Meszzal salesbpweb com web download 2003/08/19 Eharter.ne
5R5 Meszag zalesbpweb.com | tial activation 2003/08419 )
555 Messag regsaft com order DA192003-4339 2003/08419 Applied
BRE trial activation 2003/08/18 SIROdUEHOnE. GO ...
EEG & Right-Click an item to wieb download 2003/08418
GGG activate the popup menu. web download 2003/08/18
GGG : ) trial activation 2003/08/18
geg | 3 Click Add Domain trial activation ao30ens]| ||

E5zag SIpoguCiions-Som % : - 200370848

Meszag sjiproductions. com A Sender Address 2003708417 . I+ :
[ Al Fields f* Any Field

Add Sender MName

Add Subject

5. Click Options Tab

v
7. Click Ay Fisld

Use "Any Field" -3

— Qutlook Cleaner 3.0 from PersonalCRM
File Help What's This

Current: 666

Reqgistration

Pt T

Mote that iterms matching

O «saurce - (1)

Total ltems: 2,297 Selected ltemz 11

O tdega Test-[) Folder |T5Jpe |D0main |Subiect EITHER the domain name of
333-(7) 333 Meszag salesbyweb.com  web do the subject are now selected,
555 - (4] 333 Messar salesbyweb.con web download — ZUUZ7UE7ZI]
666 - [7] 333 Messagn siiproductions.com  personalcrm registratic 2003/084/22

- [] Aging Folders - [547] 333 Meszar sirproductions.c personalerm regist 2003/08/722
[ Azoog - (537) 333 Messag addonstare.com | email address validate 200340822
O Calendar - ) 333 Messag salesbyweb com | trial activation 2003408422
[ Contacts - (2] 333 Messag sproductions. com web download 2003708413

+ D dl -0 B85 Meszag zalesbpweb.com  web download 2003/08/19

+--[] Deleted Items - ) 555 Messay salesbyweb.con web download 2003/08/19
[ Drafts -2 e Meszag salesbyweb.com | brial activation 2003408419

+-- ] Inbox 11. Right-Click an item ta Meszag regzoft.com D-ldel 031 92003-4339 2003408419
O Inbox| Sctivate the POpUP Mmenu. Meszag salesbyweb.com | brial activation 2003/08/18

+--[] Inbox Messag salesbyweb.com  web download 2003/08/148
[ Joumg 12 Click Add Subject Add Damain n web download 2003/08/18
[ Motes fdd Sender Addrese m trial activation 2003/08/18
[ Outbaox - () BEE fidd Sender Nams trial activation 2003408418
O Sent ltems - (1] " personalam registratic 2003708418
O Tasks - (1] weh download 200340817
OTest1-)

Filters l Profiles ]

Options

. =
[ Select Date: =

10. Click. Subject Tab

Daom ] Email] Sen

web download

13. Click Clean Button 7 Include Unread ltems

=

Al Fields {* Ary Field

Delete
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3.8

20

Create Profile

Profiles allow you to enter the filter criteria once then use the criteria many times.

To create a profile, start by setting up the conditions using the Folder Tree, Options Tab and

Filters Tab as described in any of the above example. Stop at the cleaning step then do the following:

=]

= Outlook Cleaner 3.0 from PersonalCRM

1. Click the Proifiles Tab
File Help ‘What's This

ICurrent: Inbox Dpliofs ] Filters * Profiles
O Mega Test-] Folder |T_l,lpe |Domain |Subiect |Date Prafiles
033317 Mega 1 Messar epost.de | prevent. 2003410404 put_back.
O444-10 Mega 1 Meszzar zewll cor fwd: bes 200310404 a1
O993-10 tMeaa 1 Messar z.ewll cor fwd: bes 2003/10/04 3%
+--[] Aging Folders - [1,051) tMeaa 1 Messai z.ewll cor fwd: bes 2003410404 a4
[0 &za0q - [B37) tMeaga 1 Messzac charter.net | compatib 200341109
[ Calendar - ) Mega 1 Messar personalerr test attac 2003411410 [2. Click. the New buttan J
[ Cantacts - [2) Mega 1 Messar banfield 1412 f
+ [ d1 -1 Mega 1 Messar salesbil 3 Enter profile name !mmthlyj }(/
+-[] Deleted lterns - () tMega 1 Messar person, 1/22 | | Sepig ‘Eancel‘
[ Drrafts - [3) tMega 1 Messar personalorr delete te: 2003/411/25
+--[+] Inbox - [39) tMeaa 1 Messai yahoo.com | us stock | 2003412402 .B”atch.Jobs N
Olnbox1-[513) Mega 1 Messar pahoo.com | reskanax. . 2003212/04 Itr;IE?IE:tjcr:th 4 Click S 5ve button
+--[] Inbox 4 - [20] Meaga 1 Messzad yahoo.com | after-hou | 2003/12/04 best batch y
O Jaumal - (1 -
E Ez:;zx [ﬂE} Mate that filker cpnditions
have been previously setup.
O 5Sent ltems - (1)
O Tasks- (1]
OTest1-0)
O #Souice - (1] | Mew | ‘ ‘

Delete |

Total ltems: 2,275 Selected ltems 7
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Outlook Cleaner Help

Run Profile

= Outlook Cleaner 3.0 from PersonalCRM
File Help ‘What's This

1. Click Profilez Tab

ICurrent: Inbox Profile:monthiy_1 Options | Fiters  Prefiles
[ Mega Test- ] |—|| Fof [Type |Domain | Subject |Date Profiles
O33R zal epost.de | prevent . 2003/10/04
C444-0) Hote the Profile Indicator  kear 2 awl
e lists the open profile. sac z.ewd] 2. Click the profile to be /04
+--[] Aging Folders - [1,057] MMega T Messar z ewll - 404
[0 &zaoq - [B37) tMega 1 Meszai charter.net | compatib 2003/11,/09
[ Calendar - [ Meaga 1 Messac personalorr test attac  2003/11/10
[ Contacts - [2) Mega 1 Messar banfieldnet e outloc) 2003411412
+--[Jdl-1) tega 1 Messar saleshyweb far deart 2003411413 |
+-[] Deleted lterms - () Mega 1 Messar personalcrr monday's  2003411/22

O Drafts - (3] Mega 1 Messac personalor delete te: 2003119801
+-[] Inbox - [35] Mega 1 Meszac yahno.cnrj ) Batch Jobs
O lnbox 1 - [513) Megs 1 Messar yahoo.co 3. Click the Load button initial_sort

+ [ Inboe 4 - (20) Mega 1 Messal pahoo.com | after-hou | 2003/12/04 :22:—';::2';1
O Jaumal - () |
[ Mates - [4]
[ Quitba - ()
O Sent ltems - (1)
O Tasks- (1]
OTest1-1]
O #Source - (1]

R

4, Click Clean button

Delete |

Total ltems: 2,275 Selected ltems 7
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3.10

22

Create Batch Job

= Outlook Cleaner 3.0 from PersonalCRM

File Help ‘What's This

1. Click Profiles tab

|Current: Inbux DDliDI"IS I Filters - Prafiles
[ Mega Test- ) Folder |T_l,lpe |D0main |Subiect |Date — Profiles
tMega 1 Meszar epostde | prevent s 2003/10/04
Mega 1| Meszsar z ewll cor fwd: bes 200370704
Mega 1| Mezsar z.ewll cor fied: bes 200370704
Meaga 1 Meszad z.ewll.cor fwd: bes 2003/10/04
tMega 1 Meszai charter.net | compatib 2003/11,/09
Meaga 1 Messa: personalonr | test attac, 2003/11/10
Meaga 1 Messa: banfieldnet re: outloc, 2003/11/12
tega 1 Messar zalesbyweb fw: dear 2003/11/13 I
[+ ] Deleted ltems - () Mega 1 Messar personalerr | monday's 2003411422 Load | Mew | G ave | Deletel
--------- [ Drafts - [3) tMega 1 Messar perzonaloir | delete te: 2003411425
20 | b - (35 Mega 1 Messa; yahoo.com | us stock | 2003412402 [ _BatchJobs
-~ Inbox 1 -[513) Mega 1 Messzar pahoo.com | reckanax. 2003412404 initial_zoit
[#--[] Inbox 4 - [20] Mega 1 Messar yahoo.com | after-hou | 2003412404 test._batchl
--------- O Jaumal - ()
--------- [ Mates - [4]
--------- [ Quitba - ()
] Sent Items - (1)
......... O Tasks- (1] 2. Click Mew button
--------- OTest1-1] ]
""""" OS5 ource - [1) Edit | Mew | Rur | Deletel
Delete
Feload Done

© 2003 PersonalCRM, Inc.




23 Outlook Cleaner Help
3.10.1 Create Batch Job - 2
= Qutlook Cleaner, 3.0 from PersonalCRM
File Help ‘What's This
ICurrent: Inbox B —_——, Optians Filters Batch Edit
[ Mega Test -] Folder |Type |Of ﬁ D_loLLblle-cli?}la t b Available Profiles
O333- 1M Mega 1 Messa g Svanable praliles to 04 -
D 444 ) Mega 1 Messar 2 include in batch job. [% S 312
O593-10 Mega 1 Messar z.ewll.cor fwd: bes 2003/10/04 -3
+--[] Aging Falders - [1,051] Mega 1 Mezzar z.ewll cor fwd: bes 2003410404 a4
O Aza0q - [B37) tega 1 Messar charternet | compatib| 2003411709
[ Calendar - [ teaa 1 Messzar personalcir | test attac, 200341110
DEontacts-[Z] Mega 1| Mezsar banfizld.net re: outloc. 2003511412
+--d1-1) Mega 1 Messar sales o F11A3 Used Profiles
+--[] Deleted Iterns - [] Mega 1 Meszar persa Note selected profiles ;14 22
maved ko Uzed list. monthly_1
O Drafts - [3) Mega 1| Messar perso TT72a put_back
+-[] Inbaw - [35) tMega 1 Messar pahoo.com | us stock | 200341 2/02 -
Olnbax 1 -1513) tega 1 Messar yahoo.com | recsanas | 2003472/04
+--[] Inbox 4 - [20) tega 1 Messar yahoo.com | after-hou | 2003/12/04
O Joumal - [
[ Motes - [4]
O Qutbo: - [)
O Sent ltems - 1)
[ Tasks - 1] —Jquarterly_2
Ol Test1-10 =
[ =5ource - (1) Add | Delete| Save | Eancel‘
A
Reload Done
3.11 Run Background Job

Use background jobs to run saved profiles and batch jobs from desktop shortcuts or scheduled tasks.
To create a desktop short cut:
1. Create at least one profile and/or batch job as described above, Create a profile and

Create a batch job.
2. Create a Windows desktop shortcut: right-click the desktop and select New|Shortcut.

Arrange Icons By 4
Refresh

Save As Scheme. ..
Graphics Options »

Display Modes k
M »
Properties
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Quick Start

= Folder

g  Shorkout

G ACT! WP Template

ﬁ Briefrase

Illead Photolmpactk Image
@ Microsoft Waord Docurnent
@ ACT! Envelope Template
@ &CT! Label Template
Microsoft PowerPoint Presentation
@ ACT! Report Template

G ACT! Report

&) SideACT! Dacument

[Z] Text Document

G4 Docurment

@) way Audio

Eﬁ AckwP Document

@ Microsoft Excel Worksheet
il Compressed (zipped) Folder

3. Right click the shortcut and select properties.
4. Click the shortcut tab and into the target field enter:

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -b BatchJobl

where BatchJobl is the name of the batch job previously created.
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Outlook Cleaner Help

Intitial Move Properties

General | Shortcut |Eu:um|:uati|:|ilit_l,l|
|

| Intitial b ovwe

Target yppe: Application

Target location: QutlookCleaner +3.0

Tarnget: |:Ieaner w3 WO utlookCleaner30. exe” -b initial_su:urt|

Start in: | "C:ADocuments and Settingz\projectsh0 utIDDkEIE|

Shortcut key: | Mone |

Rur: | Mormal window w7 |

Comment; || |

[ Find Target... ] [ Change [con... ] [ Advanced... ]

L ] J[ Cancel H Apply

e You may also substitute -p for -b and use a profile name instead.
e You may use the -p and -b switches together and in any order.
¢ You may follow this procedure using Scheduled Tasks instead of short cuts to run regular updates.

User Interface

Outlook Cleaner features a single screen user interface from which all features are available.

25
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User Interface 26

= Outlook Cleaner, 3l._w;unalCRM |T

=]

Fil= Autc Run  Help "-"'-"hat's Current Profile Indicator m
Destination: Inbox Frofile btob Options | Filters Profiles
J40-01 # | | Folder | Type | Domai| Subjec| Date [~ Profiles
Ont-n Inbox | Messa| zalesh re: dez /027524 Tto2 ~
Ozz2-19 Inbox | Messa fdfriars | bachel| /02/24 %EEE
03330 Inbow  Mesza saleste] outloll 02203
O 444 -14) Inbox | Messa | alicein p g:gg
555 -1] " Inbox | Messa | justZbe 98 Tor | 402421 EBtal
[6&es-0 Inbow | Messa hotcoc| speed | A02/20 aaa
+--[] &ging Folders - (] Inbox | Mesza | italiami| stop-p: 02,20 addon_store b
[ &z00g- 1] Inbow | Mesza man.cec| boost )| /027 |
[ Calendar - [24) Inbow | Messa pakboo. | stock-t| 402411 | New | | Clase |
[ Cortacts - [17) Inbaw | Messa person test & 401430
Od1-(34) Inbox | Messa | hatmai rick - | /0208 Batch Jobs
[ Deleted ltems - ] Inbow | Messa wakoo. | rick - b| /0206 gﬁ?unsture
[ Drafts - (] Inbow | Messa pahoo. | ws-stoc| A02/05 rr:ggljj;n?est
I M| b - [73] Inbox | Messza saleshe eror2 | /02/05 migration
O Inbox - Bad - () Inbow | Messa zalesbr eror | 402404 outloak.cleansr
O Inbox - Good - [ Inbox | Messa| pousch emor 41 /02/04 spamtest
D Inbox - Pending - [] Inbow | Mesza pousct emor 41| /02403 ;séztc-lkmarket
O Inbax 4 Dutloak Cleaner Duplic Inbox | Mesza microc | lunch o A01407 hest 2
O Inbox 6 Rest - () Inbow  Mesza microc | lunch o /01/07
M Inbax 6 Diplorna Boats - (1101 | | Inbos | Messa 0-0-7.c **possi /0714 Mew
< > Inbox | Meszal 0-0-7.c *possi 071410 % Clean/Move Buttan
_ﬁnve ‘
-a us Bar
Total ltems: 1,105 Selected ltem 0

The main features of the Outlook Cleaner screen are:

Folder Tree.

Items List.

Options Tab

Filters Tab

Profiles Tab

Batch Edit Tab

Clean Button

Main Menu

Current Folder Indicator
Open Profile Indicator
Status Bar

See also: Using Outlook Cleaner, Quick Start

4.1 Folder Tree

The graphic representation of the Outlook folders. Mark check boxes next to the folders to identify
them for cleaning.
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Outlook Cleaner Help

Current:Inbox

Features:

e Select and deselect folders and sub folders for cleaning.

O Meqa Test- ()

0111 -3)

Ozz22-3)

033 17)

444 - (1)

1555 - (1)

Cless-0

[ Aging Falders - ]

[ Az00g-

[ Calendar - (1]

[ Cantacts - [17)

O dt - (34)

[ Deleted Items - [38]

[ Drafts - [)

O Inbax - (50

O/rbax 1 -[5)

O Inbax 2 Margit Morike - (3]
O Inbax 3US Stack Market Home
O Inbax 4 Dutlack Cleaner Duplic:
O Inbaox 5 Rest - [26]

O Inbax & Diploma Boats - (33)
O Inbas 7 Trading - [)

O Joumal - [2]

O Motes - [7]

O Outbos - ]

M St lharae - 200

View your Outlook folders.
Determine the total number of items in each folder, sub folder or cumulations of sub folders.
Determine the total number of selected items in each folder, sub folder or cumulation of sub

folders

Expand and contract sub folders

Folder Tree Behavior:

¢ When selected, folders expand to display their sub folders.

When collapsed (i.e., no sub folders showing), folders show the cumulative total of items in the
folder and all sub folders.
When expanded (i.e., all or some sub folders showing), folders show only the number of items for

the folder. Sub folders totals are not included.

When selected for cleaning (i.e., check box marked), folders are displayed in bold and show the
number of selected items:

¢ If expanded, folders show only the number of items in themselves.

o If collapsed, folders show the cumulative total of their items plus the items in selected sub

folders, even if the parent folder is not selected for cleaning.

When selected, sub folders cannot be collapsed into their parent unless the
Collapse Marked Folders check box is marked.

e Click on '+' to expand folders.
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e Click on '-' to collapse sub folders.

4.2 ltems List

Graphic representation of the Outlook items. Items displayed depends upon the selected folders,
Sender Display, Folder Display and Show Selected and Unselected Options.

Folder | Type | Damain | Subject | Date

tMega Test\nbowh | Messac 007 couk | *pozsible spam®™ | 200340714
tMega Test\nbowh | Messac 007 couk | *pozsible spam®™ | 200340714
tMega Test\nbowh | Messac 007 couk | *pozsible spam®™ | 200340714

tega Test\nbowt  Meszac aol.com refi autormabile 2003007
tega Test\nbowh  Messac aol.com refi autormabile 2003007
tega Test\nbowh  Messac aol.com refi autormabile 2003007
tMega Test\nbowh, | Messac banfield.net | re; outlook, cleane  2003411/12
tMega Test\nbowh | Messac charternet | compatibility 20031109

tega Test\nbowt, | Messac epost.de presvent wark, bore. 2003410404
tMega Test\nboxt  Messac perzonalcmma monday's todo izt 2003471 /22
tega Test\nboxt,  Messac personalcmm. test attachment 20031140

tega Test\nboxt  Meszsac perzonalcrm.a delete test 2003117425
tega Test\nbowt | Messac portal ee get with o haszle.  2003/07/08
Mega Testunbowt | Meszac private delivery to | 2003407415
Mega Testunbowt | Meszac private delivery to | 2003407415
Mega Testunbowt | Meszac private delivery to | 2003407415

Mega Testunbox, | Meszac salesbyweb.c i dear margit, he| 2003411413
Mega Testunbox, | Meszac z.ewlll.com | fwd: best home lc|  2003/10/04
Mega Testunbox, | Meszac z.ewlll.com | fwd: best home lc|  2003/10/04
Mega Testunbox, | Meszac z.ewll.com | fwd: best home lc|  2003/10/04

Features:

Items selected for cleaning are highlighted in blue.
Resize the items list window using the re-sizing bar to the left..

Individual columns can be re-sized with the mouse by dragging the partitions between the column
heads.

Control sort order of the rows by clicking on column headers. Click a second time to toggle between
ascending and descending orders.

Display how and which items are displayed using Options Tab features.

Add Field Filters from the right click popup menu.

Select and unselect individual items using the right click popup menu.

Caution: The items displayed in the Items List window may not represent all the items to be cleaned,
depending upon the various option settings.
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4.3  Options Tab

Contains options for controlling display of and processing of Outlook items.
Divided into four frames: Cleaning Mode, Sender Display, Folder Display and Display Options.

Options Filters ] Profiles l

Cleaning Mode

* Delete

" Pemanent Delete
" Move

Sender Dizplay
" Email Address
" Sender Name
{* [Domain Mame

Falder Display

{+ Cument Folder
" Selected Folders
" Al Folders

Optionsg

[ Collapze Marked Falders
v Show Selected ltems
[w Show Unzelected tems

v Include Subject Prefis
Iv Full Folder Path

=

Cleaning Mode - Select type of cleaning to perform: Delete, Permanent Delete, Move.

2. Sender Display - Select how to display the sender field in the Items List: Email Address, Sender Name, Doma

w

Folder Display - Select folders to display in the Items List: Current, Selected, All.

e

Display Options - Options to control display of Folder Tree and ltems List.

4.3.1 Cleaning Mode

Select type of cleaning to perform: Delete, Permanent Delete, Move.

Cleaning Mode

" Delete
{* Permanent Delete
" Mave

29
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1. Delete - Move items to the "Deleted ltems" folder.

2. Permanent Delete - Permanently remove items from Outlook. Items are not recoverable.

3. Move - Move items to the Destination Folder.

See also: Using Cleaning Mode

4.3.2 Sender Display
Select how to display the sender field in the Items List: Email Address, Sender Name, Domain Name.
Sender Dizplay
" Email Address

" Sender Name
* [Domain Mame

1. Email Address - Display the senders Email address in the Items List.
2. Sender Name - Display the senders name in the Items List.

3. Domain Name - Display the senders domain name in the ltems List.

4.3.3 Folder Display

Select folders to display in the Items List: Current, Selected, All.

Faolder Dizplay

* Cument Folder
" Selected Folders

Al Folders
1. Current Folder - Display the current folder.
2. Selected Folders - Display all marked folders.
3. All Folders - Display all folders.

4.3.4 Display Options

Options to control display of Folder Tree and ltems List.
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31 Outlook Cleaner Help
Options
[ Collapze Marked Folders
[v Show Selected ltems
[w Show Unzelected [tems
v Include Subject Prefis
v Full Falder Path
1. Collapse Marked Folders - Allow marked folders in the folder tree to be hidden by collapsing them into their
2. Show Selected Items - Causes items selected for cleaning to be displayed.
3. Show Unselected Items - Causes items not selected for cleaning to be displayed.
4. Include Subject Prefix - Causes subject prefixes such as fwd:, re: to be displayed.
5. Full Folder Path - Causes the entire folder path to be displayed in the Item List.
4.4  Filters Tab

Use the Filters Tab to access the three filter groups: Date, Fields, Unread.
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O ptians Filters l Profiles ]

v Select Date: [ j

{7 Abs ™ Rel
Fieldz
Dom | mail Send| Subi| Attch] Text|

Suggested

alabanda. com. br il
epozt de

perzanalcrm. com

portal e

pouzchinecook, com ¥

Applied

hanfield. net
charter. net
davirm. net

{+ Al Fields " Any Field

Iv Include Urnread tems

1. Date - Use the Date Filter to select items by date.

2. Fields - Use Field Filters to precisely selectitems based on certain Outlook Fields:
Domain Name, Email Address, Sender Name, Subject Line, Attachments and

3. Unread Iltems - Include unread items in the filter.
Mark the Include Unread ltems checkbox to include unread mail items in the filter.

See also, Using Filters
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441 Date Filter

Use the Date Filter to select items by date.

1. Absolute Date - Use anabsolute (calendar) date in the filter. Items must meet or precede the calendar date
to be included.

[v Select Date: 20031202 -

(v Ahs O Hel

2. Relative Date - Use arelative (number of days) date in the filter. The number of days old the item must be to
be included in the filter.

v Select Date: [3p ill

" Absz (+ Fel

See also: Using Date Filters
4.4.2 Field Filters

Use Field Filters to precisely select items based on certain Outlook Fields: Domain Name,
Email Address, Sender Name, Subject Line, Attachments and Text.

1. Domain - Domain names included in the filter.

2. Sender Address - Sender address included in the filter.

3. Sender Name - Sender names included in the filter.

4. Subject - Subjects included in the filter.

5. Attachments - Attachment extensions to include in the filter set.

6. Text - Text within the message body to search for to include within the filter set.
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4.4.2.1 Domain Field Filter
Domain names included in the filter.

Fields
Dom |Email Send| Subi| attch] Text|

Suggested

0-0-7.couk -
alabanda.com.tr
aliceinchainzmail. com

banfield. net b

Applied

=
Al Fields " Ay Field

1. Suggested - Suggested values. Taken from the default Inbox.

2. Applied - Values included in the filter.

3. Text Entry Box

Use to manually enter values into the Applied list box.

34

4. Filter On - Use to disable display of filter results in the Items List. Uncheck to improve screen respons
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on actual
cleaning.

5. All Fields - Items must match each used field filter to be included.

6. Any Field - Items need only match one used field filter to be selected.

4.4.2.2 Sender Address Field Filter

Sender address included in the filter.
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35 Outlook Cleaner Help

Figlds

Suggested

1 BojkcEpahon, com ~
2rmizvhiEyahon. com

a7 rybvidwebrail. com. by
adzkhibnizyahoo. com b

Applied

[ Usze Contacts [+
* Al Fields " Any Field

1. Suggested - Suggested values. Taken from the default Inbox.

2. Applied - Values included in the filter.

3. TextEntry Box - Use to manually enter values into the Applied list box.

4. Use Contacts - Hse email addresses from contacts folders. No other email addresses are are included in t

ilter.

5. Filter On - Use to disable display of filter results in the Items List. Uncheck to improve screen respons
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on actual
cleaning.

6. All Fields - Items must match each used field filter to be included.

7. Any Field - Items need only match one used field filter to be selected.

4.4.2.3 Sender Name Field Filter

Display the senders name in the Items List.
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Figlds

Dom| Email Send] Subi| Attch] Text|

adrian aaron
aleida

alejandra swanzon
alexander joseph

=

* Al Fields " Any Field

1. Suggested
2. Applied

3. Text Entry Box

4. Filter On
5. All Fields
6. Any Field

4.4.2.4 Subject Field Filter

Suggested values. Taken from the default Inbox.
Values included in the filter.
Use to manually enter values into the Applied list box.

Use to disable display of filter results in the Items List. Uncheck to improve screen respons
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on actua
cleaning.

Items must match each used field filter to be included.

Items need only match one used field filter to be selected.

Subjects included in the filter.
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Figlds
Dnm]EmaiI]Send subj l&ttch] Te:-:t]

best home loans
money back offer
returned mail

[ EmactMatch [ Modlphas
(v Al Fields " Ay Field

1. Applied - Values included in the filter.
2. Text Entry Box - Use to manually enter values into the Applied list box.
3. Exact Match - Item's subject line must exactly match the filter, character for character. If unchecked, a

is made if the filter matches anywhere within the item's subject line.

4. No Alphas - Use to disable display of filter results in the Items List. Uncheck to improve screen respo
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on act
cleaning.

5. All Fields - Items must match each used field filter to be included.

6. Any Field - Items need only match one used field filter to be selected.

4.4.25 Attachments Field Filter

Attachment extensions to include in the filter set.
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Fieldz
Dom|Email Send| Subj Attch| Tex|
Suggested
bat ”
dat
doc i
e b
Applied
brp
clz
el
|
=
* Al Fields " Ay Field

1. Suggested - Suggested values supplied as defaults.

2. Applied - Values included in the filter.

3. TextEntry Box - Use to manually enter values into the Applied list box.

4. Filter On - Use to disable display of filter results in the Items List. Uncheck to improve screen respon:
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on actus
cleaning.

5. All Fields - Items must match each used field filter to be included.

6. Any Field - Items need only match one used field filter to be selected.

4.4.2.6 Text Body
Text within the message body to search for to include within the filter set.
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Fields
Dom|Email Send| Subi| attch Text |

v Clean Test [
* Al Fields " Ay Field

1. Applied - Values included in the filter.

2. Text Entry Box

Use to manually enter values into the Applied list box.

3. Clean Text - During filtering, search text body for a match and, if not found, remove non-alphanumeric
characters from text body and search again.

4. Filter On - Use to disable display of filter results in the Items List. Uncheck to improve screen respons
when using Text Field Filter. Enabled only when using Text Field Filter. No effect on actual
cleaning.

5. All Fields - Items must match each used field filter to be included.

6. Any Field - Items need only match one used field filter to be selected.

4.4.3 Unread Items

Include unread items in the filter.
Mark the Include Unread Items checkbox to include unread mail items in the filter.

v Include Unread ltems

4.5 Profiles Tab

Use the Profiles Tab to manage profiles, batch jobs and access the Batch Edit Tab
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Options ] Filkers Profiles

Profilez

ut_back
b
q-3

-4

MHew | | |

Batch Jobs
iritial_zort
tezt_batch
test_batchi

[ [ ok

Profile Buttons

1. Open - Open the selected profile.

2. New - Create a new profile.

3. Save - Save the current settings to the selected profile.

4. Close - Close the currently opened profile.

5. Cancel - Cancel the New profile operation.

6. Delete - Delete selected profile. Access by right-clicking Profile list to activate popup menu.

Do not confuse Outlook Cleaner Profiles with Microsoft Outlook Profiles.

Batch Job Buttons

40
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1. Edit - Edit the selected batch job.
2. New - Create a new batch job.
3. Run - Run the selected batch job.
4. Delete - Delete the selected batch job.
4.6 Batch Edit Tab

Available List contains available saved profiles. Used List contains saved profiles currently used by

batch job.
Use the Batch Edit Tab to add and remove Profiles to Batch Jobs.

Optiohs ] Filkers Batch Edit

Available Profiles

Ilzed Profiles
q-4

Add | Delete| Save | Ear‘u:e||

1. Add - Include selected saved profiles in Available list into batch job.
2. Delete - Delete selected saved profiles in Used list from batch job.
3. Save - Save Used list into batch job and return to Profile Tab.

4. Cancel - Cancel changes to batch job and return to Profile Tab.
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4.7  Hot Keys

Hot keys are keyboard combinations that allow you to access screen controls without using a mouse.
Hot keys are identified by the underlined letter on the control.

Hold down the ALT key and press the keyboard key corresponding to the underlined letter to activate
the hot key.

4.8 Menu Options

Activate the Outlook Cleaner menu by pressing the <ALT> key or clicking ona menu item.
Additionally, menu items can be accessed via menu hot keys as indicated on the right of the menu
item.

B File

e Restore Columns: Restore column widths to default.

¢ Reload Marked Folders: Outlook Cleaner does not update for real time. Updates are
conducted prior to cleaning. Use this menu option to reload marked folders and update the
screen.

Reload All Folders: Reload all folders even if not detected as out of date.

Reload Current Folder: Reload Items from Outlook into Outlook Cleaner for the current folder.
Clear Settings: Remove filter settings and un-mark folders.

Clear Filters: Remove all filter settings.

Unmark Folders: De-selects all marked folder.

Quit: Quit Outlook Cleaner.

B Autorun - Periodically repeat functions Reload, Run Profile or Run Batch Job. See Autorun
section.

Update Folders: Update Outlook Cleaner folders during the scheduled interval
Run Profile: Run the selected profile during the scheduled interval

Run Batch Job: Run the selected batch job during the scheduled interval

1 minute, etc: Set the interval to 1 minute, etc.

OFF: Turn off Autorun

B Outlook Profile - Select the Microsoft Outlook Profile to run with background jobs.
Not to be confused with Outlook Cleaner Profiles. If your Outlook installation allows multiple
profiles, e.g., the Corporate Workgroup installation, it may be necessary to assign the Outlook
Profile within Outlook Cleaner to suppress the Select Profile prompt when running background
jobs.
e Name: The Outlook Profile name to use when running background jobs.
e Password: If necessary, the password for the Outlook Profile.
e Clear: Clear the name and password.

B Help

e Help: Activate the Outlook Cleaner help system.
e Problem Report: Opens the PersonalCRM Problem Report web page.

42 e Product Survey: Opens the PersonalCRM Product Survey web page.
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e On-line help: Most current version of the help manual. Available via the Internet.

e About: Display the Outlook Cleaner About Screen.
B What's This: Activates the What's This? help cursor.

B Registration

e Purchase: Opens the Outlook Cleaner purchase web page.

¢ Reqister Outlook Cleaner: Displays the registration screen.
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4.9  Miscellaneous
1. Clean Button
Function depends upon Cleaning Mode setting:

1.  Cleaning Mode is set to Deleted. Delete
Press to delete items selected items. -

Items will be placed in the deleted items folder.

2. Cleaning Mode is set to Permanent Delete. Permanent Delete

Press to permanently delete selected items.
Items will be removed from the system and not be
recoverable.

3.  Cleaning Mode is set to Move Move
Press to move selected items to destination folder. =

4.  Trial period has expired.
Cleaning options are not available.

2. Current Folder Indicator

1. Indicates the Destination Folder in Move mode or else
the Current Folder. Itis also the currently highlighted : P
folder in the folder tree. Destination:Inbox
|D Mega Test-[)- 1

3. Open Profile Indicator

1. Indicates currently opened profile. .
Blank if no open profile. _ Profile:spam_text
|—" Frld=r [Tire [z
4. Status Bar
1. Right half displays various status messages and Total ltems: 2711 Selected ltems: 70

progressive counts during processing operations.
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5.1

Using Outlook Cleaner

1. USING OUTLOOK CLEANER OVERVIEW

1. Setup the cleaning profile:

Cleaning Mode
Filters

Target Folders
Destination Folder

2. Press the Clean button.
2. ADDITIONAL FEATURES FOR USING OUTLOOK CLEANER

1. Cleaning profiles may be saved for reuse.
2. Profiles can be saved into batch jobs to run multiple profiles with one execution.
3. Profiles and batch jobs can be run automatically in the background using:

¢ Outlook Cleaner's Autorun feature

e Windows' shortcuts

¢ Windows' scheduled tasks

See also: Quick Start, User Interface

Cleaning Mode
Cleaning Mode determines how Outlook items are processed by Outlook Cleaner.

1. CLEANING MODE OPTIONS

1. Delete Move items to the "Deleted Items" folder.
2. Permanent Delete Permanently remove items from Outlook. Items are not recoverable.
3. Move Move items to the Destination Folder.

2. SET CLEANING MODE

1. Click the Options Tab
2. Select the Cleaning Mode from withinthe Cleaning Mode Frame. Note changes to the
Current Folder Indicator and Clean button when different modes are selected.

See also: Using Cleaning Mode
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52 Filters

Use filters to precisely select items within target folders for cleaning.

1. FILTER GROUPS

1. Date

2. Field

e Domain

Sender Address
Sender Name
Subject
Attachments
Text
3. Unread

2. HOW ITEMS ARE SELECTED FOR CLEANING

Only items in Target Folders are considered.

If a Date Filter is used, items must meet Date Filter criteria to be selected.

If Field Filters are used, items must meet the Field Filter criteria to be selected.

If Include Unread is marked, mail items must be marked as unread to be selected.

The three filters (date, field, unread) are interdependent: if the item fails the criteria of any one
filter, it is not selected.

arwDE

See also: Filters Tab
5.2.1 Date Filters

Use the Date Filter to select items by date.

1. Date Filter Modes
1. Absolute Date - Filter allows youto enter a calendar date. Any record that is at or precedes the
date is selected.
2. Relative Date - Enter a number of days. Anyrecord that is the entered number of days old or

older is selected.

2. Enter Absolute Date

Click the Filter Tab.

Click the Select Date check box within the Date Filter frame.

Click the Abs (absolute) date button.

Enter the desired date in the date text boxin YYYY-MM-DD format.

Alternately, click the drop down button within the date text box and use the pop up calendar to
select the date.

agrwdE

3. Enter Relative Date
1. Click the Filter Tab.
2. Click the Select Date check box within the Date Filter frame.
3. Click the Rel (relative) date button.
4. Enter the number of days in the date text box.
5. Alternately, click the up and down buttons in the date box adjust the number of days.

See also: User Interface Date Filter

5.2.2 Field Filters

Use Field Filters to precisely select items based on certain Outlook Fields: Domain Name,
Email Address, Sender Name, Subject Line, Attachments and Text.

46
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5.2

5.3

3

1. PROPERTIES

=

Field filters may contain multiple values.

Items need only match one value to be selected.

All Fields marked - Items must match each used field filter to be included.
Any Field marked - Items need only match one used field filter to be selected.
If no values entered, the field filter is ignored.

If no values in any field filter, all fields are ignored and all items are selected.,

N o g M w D

Date filter and Unread filter conditions must also be matched for items to be selected.

2. ENTERFIELD FILTER VALUES USING THE SUGGESTED LIST BOX

1. Click the Filters Tab

2. Click the fields tab for the desired field filter.

3. Select items in the Suggested box and press the ENTER key or

4. Instead of 3., select items in the Suggested box, right click the suggested box to activate the
pop-up menu and click Move or

5. Instead of 3 and 4, double click items in the Suggested box to move them down.

3. ENTERFIELD FILTER VALUES USING THE TEXT ENTRY BOX

1. Click the Filters Tab
2. Click the fields tab for the desired field filter.
3. Enter the value in the Text Entry Box and press the ENTER key.

4. ENTER FIELD FILTER VALUES USING THE ITEMS LIST POPUP MENU
1. Click on one itemin the Items List so that itis selected.
2. Right click the Items List to activate the pop-up.

3. Click the field filter name from the pop-up to add the value of the selected item.

See also: User Interface field filters

Unread Filter
Use the Include Unread check box to include unread items in the filter.
1. Include Unread Items.

1. Click Filters Tab.

2. Click Unread ltems check box.

See also: User Interface Unread ltems Filter

Target Folders

Target folders are those folders containing items to be processed when the Clean button is pressed.

1. SELECT TARGET FOLDERS
1. Click the check box next to the target folder within the Folder Tree. Note that selected folder
now appears in bold.

2. Repeat step 1.1 until all desired folders are selected.
47
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5.4

5.5

48

3. Click the folder check box as second time to unselect it. Note the folder font face returns to
normal.

See also: User Interface Miscellaneous

Destination Folder
The destination folder is the folder where the results of the cleaning action are deposited.

e The destination folder can be selected only when cleaning mode is Move.
¢ When cleaning mode is Delete, the destination folder is always the "Deleted Items" folder.
¢ When cleaning mode is Permanent Delete, there is no destination folder.

1. SELECT DESTINATION FOLDER
1. After all Target folders have been selected, click on the desired destination folder within the
Folder Tree.

e The Current Folder Indicator displays the destination folder.
¢ Do not check the check box. The destination folder cannot also be a target folder.

See also: User Interface Miscellaneous

Clean Button

1. Use Clean Button to execute cleaning.
2. Caption depends on Cleaning Mode.
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5.6

Profiles

Use profiles to save a set of filter conditions, cleaning mode and selected folders to be reused without
re-entering the settings for each use.

Reuse Profiles multiple times from the Outlook Cleaner Interface, as part of a Batch Job, using the
Autorun feature or as a background job.

1. ADD PROFILE

ONor®WNE

Select the cleaning mode.

Setup the filter criteria.

Select folders to clean

Select target folder (if cleaning mode is Move).

Click the Profile Tab.

Click New under the Profile list box

Enter the new profile name in text box under the Profile list box.
Click Save under the profile list box.

2. OPEN AND RUN PROFILE

agbrwbdpE

Click the Profile Tab

Click the desired profile in the profile list box.

Click the Open button under the profile list box

Alternately: Double click the profile in the profile list box instead of steps 2.2 and 2.3.
Click the Clean/Move button.

3. CHANGE PROFILE

PN

Open the profile to change as described in steps 2.1 - 2.4 above.
Make changes to settings as described in steps 1.1 - 1.4 above.
Click the Profiles Tab.

Click the Save button under the profile list box.

4. OVERWRITE EXISTING PROFILE WITH NEW SETTINGS

arwdE

Make settings as described in steps 1.1 - 1.4 above.

Click the Profile Tab.

Click the profile name to overwrite in profiles list box.

Click the save button under the profile list box.

Click "Yes" when prompted to overwrite the existing profile.

4. CLOSE AN OPEN PROFILE

1.
2.

Click the profile tab.
Click the Close button under the profile list box.

Note: Closing a profile does not clear the filters and settings. They remain set. Use the Clear
Filters from the File main menu option.

5. DELETE PROFILE

PwbE

Click the profile tab.
Click the profile to be deleted.
Right click the profile list box to activate the popup menu.

Click the delete popup menu option to delete the profile. 49
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5.

Click "Yes" when prompted to confirm the deletion.

See also: Profiles Tab

5.7 BatchJobs

Use the Batch Job list box to add, delete and run batch jobs. It also provides access to the
Batch Edit Tab, where jobs are created and edited.

Before you can work with batch jobs, you must have one or more profiles created.

1. ADDBATCHJOB

1.
2.

aprw

Click the Profiles Tab.

Click the New button under the Batch Job list box. The Batch Edit Tab is activated as the
Profile Tab is deactivated.

Highlight the Profiles in the Available list box to be included in the Batch Job.

Click the Add button under the Used list box. Highlighted items are moved to the Used list box.
Alternately: Double click Profiles in the Available list box to move them to the Used list box
instead of steps 1.3 and 1.4.

To remove profiles from the Batch Job, highlighted Profiles in the Used list box to be removed.
Click the Delete button under the Used list box. Highlighted items are moved to the Available
list box.

Alternately: Double click Profiles in the Used list box to move them to the Available list box
instead of steps 1.6 and 1.7.

Enter the Batch Job name in the Batch Job text box.

Press ENTER or click the Save button under the Used list box. The Profiles Tab is activated as
the Batch Edit Tab is deactivated. The new batch job name now appears in the Batch Job List
Box.

2. CHANGE BATCH JOB

1.
2.
3

4,
5.

Click the Profiles Tab.

Click the Batch Job in the Batch Job List Box to be changed.

Click the Edit button under the Batch Job List Box. The Batch Edit Tab is activated as the Profile
Tab is deactivated.

Make changes in Batch Edit screen as described in steps 1.3 - 1.8 above.

Press Save under Used list box to save changes or Cancel to quit changes. The Profiles Tab is
activated as the Batch Edit Tab is deactivated.

3. OVERWRITE BATCH EXISTING JOB WITH NEW DATA

PwONE

Create a new Batch Job as described in steps 1.1 - 1.8 above.

Enter the name of the existing Batch Job in the Batch Job text box.

Press ENTER or click the Save button under the Used list box.

Click "Yes" when prompted to overwrite the existing Batch Job. The Profiles Tab is activated as
the Batch Edit Tab is deactivated.

4. RUN EXISTING BATCH JOB

1.
2.
3.
4,

Click the Profiles Tab.

Click the Batch Job to be run in the Batch Jobs List Box.

Click the Run button under the Batch Job List Box.

Click "Yes" when prompted to run the Batch Job. Batch Job is run.

5. DELETE BATCH JOB

1.
50

Click the Profiles Tab.
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5.8

Click the Batch Job to delete in the Batch Job List Box.

Click the Delete button under the Batch Job List Box.

Click "Yes" when prompted to delete the Batch Job. The Batch Job is deleted and removed
from the Batch Job List Box.

See also: Profiles Tab, Batch Edit Tab

Autorun

Use Autorun to update folders, open and run profiles or run batch jobs in intervals of 1, 5, 15 and 60
minutes. After setting Autorun settings, minimize the Outlook Cleaner window to run in quasi
background mode.

1. ENABLE AUTORUN MENU OPTIONS

Profiles and batch jobs must be closed to access Autorun menu options.

1.

2.

Close Open Profile. Click the Profile Tab. Press Close and/or Cancel profile commands. A
blank Current Profile Indicator and blank and disabled profile text box indicate no open profiles.
Close Open Batch Job. The Batch Edit tab is available instead of the Profile Tab indicates a
batch job is open for editing. Click the "Save" or "Cancel" button to close the batch job and
restore the Profile Tab.

2. START AUTORUN

1.

2.

Select profile or batch job. Click the Profile Tab. Click a profile or batch job from the list box.
If selecting Update Folder job type in step 2, skip this step.

Select job type. Click the Autorun main menu option. Click Update Folders, Run Profile or
Run Batch. You must select a profile or batch job as described in step 1 to enable the Run
Profile and Run Batch menu options.

Select time interval. Click the Autorun main menu option. Click 1, 5, 15 or 60 minutes.
Autorun is now set.

3. CHANGE AUTORUN SETTING

1. Change Profile or Batch Job.

Select profile or batch job as described in step 2.1 above.
Select job type as described in step 2.2 above.

You must perform both steps to change the Autorun setting. Only selecting a new profile or batch
job does not change the Autorun setting.

2. Change Time Interval.

1. Select time interval as described in step 2.3 above.

4. TURN OFF AUTORUN

1. Click the Autorun main menu option. Click the OFF menu option. Autorun is now disabled.
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Examples

This section describes in detail three scenarios on how to do it. The purpose of these examples are
two give you anidea of the power of Outlook Cleaner. For more details on the mechanics of
performing the tasks, see the Quick Start Section. The following things are explained:

All of these examples involve setting up a series of related profiles and incorporating them into a batch
job. Once created, the batch job can be run manually from the interface, run periodically from the
interface using the Autorun feature or run in the background using a desktop short cut or a scheduled
task.

1. Basic Inbox Sort. Putitems know to be good into a Good Inbox folder, put Items known to be bad
(spam) into a Bad Inbox folder and put the remainder into an Inbox Pending (review) folder.

2. Accounts. Place records into specified folders based on domain name, email address and subject
line.

3. Aging records. Migrate items to progressively aged folders.

Process Inbox

SUMMARY:
Sort incoming email into three basic categories: Good, Bad and Pending
OVERVIEW:

Use various Outlook Cleaner filters to sort through your Inbox, identifying items known to be good,
known to be bad and moving the remainder to a pending folder.

SETUP:

1. Create Outlook Folders

1. Open Microsoft Outlook
2. Create three new folders named Inbox - Good, Inbox - Bad, Inbox - Pending

Folder names are suggestions. You can name them anything and put them anywhere in the folder
hierarchy.

2. Setup Outlook Cleaner

1. Start Outlook Cleaner. If already started, close and reload to load new folders.
2. Click the Options Tab.
3  Click the Move button within the Cleaning Mode frame.

3. Create Contacts Profile

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Email field tab.

Click the Use Contacts check box to that it is checked. The Applied list box will be populated
by email addresses from your contacts folder.

PwbpE
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Click the Inbox folder in the folder tree so that the check box is checked.

Click the Inbox - Good folder without checking the check box. The Current Folder Indicator
should say: Destination:Inbox - Good.

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: inbox-contacts.

Press ENTER or the Save button to save the profile.

4. Create Good ltems Profile

agrwdpE
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5.
9.

10.
11.
12.
13.

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Any Field options button.

Click the Domain field tab.

Enter domain names of companies you frequently receive email from. Do not enter generic
domains for ISP's such as AOL.COM or YAHOO.COM. (hint: Use the right click popup menu
from the items list to add items to your filter).

Click the Email fields tab.

Enter the email addresses for individuals you correspond with. Do this only for addresses not
in your contact list and not covered by the domain filter.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the Inbox - Good folder without checking the check box. The Current Folder Indicator
should say: Destination:Inbox - Good.

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: inbox-addresses.

Press ENTER or the Save button to save the profile.

5. Create Spam Profile

agrwdpE

No

©

10.
11.

12.
13.
14.
15.

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Any Field options button.

Click the Domain field tab.

Enter domain names of companies you receive spam from. (hint: Use the right click popup
menu from the items list to add items to your filter).

Click the Email fields tab.

Enter the email addresses for individuals you receive spam from. Do this only for addresses
not covered by the domain filter.

Click the subject tab.

Enter key words frequently found in the subject line of spam you receive. Do this only for
email not covered by the domain or address filters.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the Inbox - Bad folder without checking the check box. The Current Folder Indicator
should say: Destination:Inbox - Bad

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: inbox-spam

Press ENTER or the Save button to save the profile.

6. Create Spam Text Profile

PwbpE

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Text field tab.

Enter key words frequently found in the body of spam you receive. There may be substantial
overlap with the subject key words you entered in the previous spam filter (step 5.9).
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Click the Inbox folder in the folder tree so that the check box is checked.

Click the Inbox - Bad folder without checking the check box. The Current Folder Indicator
should say: Destination:Inbox - Bad

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: inbox-spam-text

0 Press ENTER or the Save button to save the profile.

7. Create Pending Profile

wh e
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Click the Clear Settings option of the main menu File menu.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the Inbox - Pending folder without checking the check box. The Current Folder
Indicator should say: Destination:Inbox - Pending

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.
Enter profile name into the Profile Name Box: inbox-pending

Press ENTER or the Save button to save the profile.

8. Create Batch Job

Click the Profiles Tab.

Click the New button within the Batch Jobs (not Profiles) frame. The Batch Edit tab is
activated.

Double click profile names in the order in the Available list box to move them to the Used list
box. Order is important. Enter them in the order you created them:

e Inbox-Contacts

e Inbox-Addresses

e Inbox-Spam

e Inbox-Spam-Text

e Inbox-Pending

Enter the name into the Batch Job name box: inbox-1

Press Enter or the Save button to save the batch job. The Batch Edit tab is closed and the
Profile Tab is reactivated.

9. Schedule Batch Job

agrwdPE

Click the Profiles Tab.

If there is an open profile, click the Close button within the Profiles frame.
Single click the Inbox-1 entry in the Profiles list box.

Click the Autorun main menu and select Run Batch entry.

Click the Autorun main menu again and select 15 minutes.

Process Accounts

SUMMARY:

Sort email from business partners into various folders and sub folders, using domain names, email
addresses and subject lines.

OVERVIEW:

Assume three major business partners: one customer (Mega Data Corp.), one supplier (Parts-R-Us)
and one sub-contractor (Lowest Wages, Inc.).
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Use the following rules to file the email:

Mega Corp (megacorp.com)
¢ Email from the CEO (joe@megacorp.com) goes to the CEO subfolder but only after it has
been read.
e Customer Service Requests submitted via the company website, which are identified by
"CSR" in the subject line, are placed in the CSR subfolder.
e Everything else goes to the Mega Corp folder.

Parts-R-Us (parts-r-us.com)
e Emailed Invoices, identified by "INV" in the subject line, go to the Invoice sub folder of the
Parts-R-Us sub folder.
e Everything else goes to the Parts-R-Us folder.

Lowest Wages, Inc. (lowestwages.com)
¢ Everything goes to the Lowest-Wages folder.

SETUP:

1. Setup Outlook folders.
1. Open Microsoft Outlook.
2. Create the following folders:
e Mega Corp
e CEO
e CSR
e Parts-R-Us
¢ Invoices
e Lowest Wages

2. Setup Outlook Cleaner

1. Start Outlook Cleaner. If already started, close and reload to load new folders.
2. Click the Options Tab.
3  Click the Move button within the Cleaning Mode frame.

3. Create Mega Corp CEO Profile

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Unread Checkbox so that it is unchecked.

Click the Email field tab.

Enter the CEO's email address, joe@megacorp.com, into the text box below the applied list
box and press ENTER.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the CEO folder without checking the check box. The Current Folder Indicator should
say: Destination:CEO

8. Click the Profiles Tab.

9. Click the New button within the Profiles frame. The profile name box is enabled.

10. Enter profile name into the Profile Name Box: megacorp-ceo

11. Press ENTER or the Save button to save the profile.

arwdpE

No

4. Create Mega Corp CSR Profile

1. Click the Clear Settings option of the main menu File menu.
2. Click the Filters Tab.
3. Click the All Fields button.
55
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Click the Domain field tab.

Enter the domain name megacorp.com into the text box below the applied list box and press
ENTER.

Click the Subiject field tab.

Enter the subject key word csr into the text box below the applied list box and press ENTER.
Click the Inbox folder in the folder tree so that the check box is checked.

Click the CSR folder without checking the check box. The Current Folder Indicator should
say: Destination:CSR

. Click the Profiles Tab.
. Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: megacorp-csr
Press ENTER or the Save button to save the profile.

5. Create Mega Corp Profile

PowbE
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0.

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Domain field tab.

Enter the domain name megacorp.com into the text box below the applied list box and press
ENTER.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the MegaCorp folder without checking the check box. The Current Folder Indicator
should say: Destination:MegaCorp

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: megacorp

Press ENTER or the Save button to save the profile.

6 Create Parts-R-Us Invoices Profile

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the All Fields button.

Click the Domain field tab.

Enter the domain name parts-r-us.com into the text box below the applied list box and press
ENTER.

Click the Subiject field tab.

Enter the subject key word inv into the text box below the applied list box and press ENTER.
Click the Inbox folder in the folder tree so that the check box is checked.

Click the Invoices folder without checking the check box. The Current Folder Indicator
should say: Destination:Invoices

. Click the Profiles Tab.
. Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: parts-r-us-invoices
Press ENTER or the Save button to save the profile.

7. Create Parts-R-Us Profile

el

o u

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Domain field tab.

Enter the domain name parts-r-us.com into the text box below the applied list box and press
ENTER.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the Parts-R-Us folder without checking the check box. The Current Folder Indicator
should say: Destination:Parts-R-Us

Click the Profiles Tab.
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6.3

8.
9.

Click the New button within the Profiles frame. The profile name box is enabled.
Enter profile name into the Profile Name Box: parts-r-us

10. Press ENTER or the Save button to save the profile.

8. Create Lowest Wages Profile

PwdbpE
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Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Domain field tab.

Enter the domain name lowestwages.com into the text box below the applied list box and
press ENTER.

Click the Inbox folder in the folder tree so that the check box is checked.

Click the Lowest Wages folder without checking the check box. The Current Folder Indicator
should say: Destination:Lowest Wages

Click the Profiles Tab.

Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: lowest-wages

O Press ENTER or the Save button to save the profile.

9. Create Batch Job

Click the Profiles Tab.

Click the New button within the Batch Jobs (not Profiles) frame. The Batch Edit tab is
activated.

Double click profile names in the order in the Available list box to move them to the Used list
box. Order is important. Enter them in the order you created them:

e mega-corp-ceo

mega-corp-csr

mega-corp

parts-r-us-invoices

parts-r-us

o |owest-wages

Enter the name into the Batch Job name box: accounts-1

Press Enter or the Save button to save the batch job. The Batch Edit tab is closed and the
Profile Tab is reactivated.

10. Create Desktop Shortcut

PownbpE

o

6.
7.
8

9.

Right click on the Windows desktop to activate the popup menu.

Click New then Shortcut to open the Create Shortcut Wizard.

Click the browse button.

In the Browse Folder window, click on My Computer then drill down until you get to
"C:\Program Files\Personal CRM\OutlookCleaner30"

Scroll down to find OutlookCleaner31.exe, click on itthen press OK to return to the Create
Shortcut window.

Click in the location field and press the END key to go to the end.

After the entry type -b accounts-1.

Location field now reads: "C:\Program

Files\Personal CRM\OutlookCleaner30\OutlookCleaner31.exe" -b accounts-1

Press Next.

10. Enter Project X inthe name field and press Finish.
11. You can now run the batch job any time from the desk top.

Process By Date

SUMMARY:

57
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Migrate items from the current item folder to progressively old items folders.

OVERVIEW

Email for Project X are keptin the Project X folder. There are lots of them. To better organize them,
sort them by date using the following aging criteria:

Current

Last Week

30 days

Older than 30 days

To accomplish this, set up new folders, profiles, batch jobs and schedule the batch job to run as a
scheduled task.

SETUP:

1. Setup Outlook folders.
1. Open Microsoft Outlook.
2. Use the current Project X folder as the current folder.
3. Create sub folders under the Project X folder: Last Week, 30 Days, Over 30 Days

2. Setup Outlook Cleaner

1. Start Outlook Cleaner. If already started, close and reload to load new folders.
2. Click the Options Tab.
3 Click the Move button within the Cleaning Mode frame.

3. Create the Over 30 Days Profile

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Select Date check box so that itis checked.

Click the Rel (relative date) button

Click the 30 Days folder in the folder tree so that the check box is checked.
Click the Over 30 Days folder without checking the check box. The Current Folder Indicator
should say: Destination:Over 30 Days

10. Click the Profiles Tab.

11. Click the New button within the Profiles frame. The profile name box is enabled.
12. Enter profile name into the Profile Name Box: project-x-over-30-days

13. Press ENTER or the Save button to save the profile.

©ookrwpE

4. Create the 30Days Profile

1. Click the Clear Settings option of the main menu File menu.

2. Click the Filters Tab.

8. Click the Last Week folder in the folder tree so that the check box is checked.

9. Click the 30 Days folder without checking the check box. The Current Folder Indicator should
say: Destination:30 Days

10. Click the Profiles Tab.

11. Click the New button within the Profiles frame. The profile name box is enabled.

12. Enter profile name into the Profile Name Box: project-x-30-days

13. Press ENTER or the Save button to save the profile.

5. Create the Last Week Profile
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7.1

Click the Clear Settings option of the main menu File menu.

Click the Filters Tab.

Click the Project X folder in the folder tree so that the check box is checked.

Click the Last Week folder without checking the check box. The Current Folder Indicator
should say: Destination:Last Week

Click the Profiles Tab.

. Click the New button within the Profiles frame. The profile name box is enabled.

Enter profile name into the Profile Name Box: project-x-last-week
Press ENTER or the Save button to save the profile.

6. Create Batch Job

Click the Profiles Tab.

Click the New button within the Batch Jobs (not Profiles) frame. The Batch Edit tab is
activated.

Double click profile names in the order in the Available list box to move them to the Used list
box. Order is important. Enter them in the order you created them:

e project-x-over-30-days

e project-x-30-days

e project-x-last-week

Enter the name into the Batch Job name box: project-x

Press Enter or the Save button to save the batch job. The Batch Edit tab is closed and the
Profile Tab is reactivated.

7. Create Scheduled Task

CoNoU~ WD

10.

11.
12.

In Windows, click Startthen Control Panel to open the Control Panel.

In the Control Panel, double click Schedule Tasks to open the Schedule Tasks window.

In Schedule Tasks, double click Add Scheduled Task to start the Scheduled Task Wizard.
Click Next to open the application list.

Scroll down the application list to find OutlookCleaner31.exe and click on it then press Next.
Enter Project X in the name box, click on Weekly then press Next.

Enter a 8:00 am and click Monday then press Next.

Enter your Windows login password and confirm it. Press Next.

Click the Open advanced properties check box so it is check and press Finish. The Project X
scheduled task properties opens.

Click in the Run field then press the END key. After the existing entry add the following: -b
project-x. Be sure to include as space.

Press OK to close. You may need to re-enter the password.

Batch job project-x will now run every Monday as 8:00 am.

Miscellaneous

Background Jobs

Use background jobs to get the most from your profiles and batch jobs:

Run background jobs from desktop icons.

Run background jobs as Scheduled Tasks.

Run any combination of profiles and batch jobs in the background.

Background job run quickly because they only load record for the relevant folders, unlike the

Outlook Cleaner screen, which loads all folders.

You can create batch jobs from the Outlook Cleaner icon created by the installation by copying it to9
5
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7.2

60

the desktop or Scheduled Tasks folder then adding the parameters.
e Use -pto indicate following items are profiles
e Use -bto indicate following items are batch jobs.

Examples of valid setups:
To run Profilel in the background:

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -p Profilel
To run BatchJob1 in the background:

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -b BatchJobl

To run Profilel then BatchJob1:

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -p Profilel -
bBatchJobl

To run several profiles (P1, P2) followed by several batches (B1, B2) followed by several more profiles
(P3, P4):

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -p P1 P2 -b B1 B2
-p P3 P4

To run several batches (B1, B2) followed by several profiles (P1, P2) followed by several more
batches (B3, B4):

"C:\Program Files\Personal CRM\OutlookCleaner30\OutlookCleaner30.exe" -b B1 B2 -p P1 P2
-b B3 B4

See the Quick Start section for more information on background jobs.

Multiple Instances

It is not recommended to run more than one instance of Outlook Cleaner at one time. If you do, you
will receive the following message:

Qutlook Cleaner ['5_<|

QUTLOCE CLEAMER. ALREADY RLINNIFG!

Cutlook Cleaner has been detected as already being loaded,

If the Oulaok Cleaner Screen is loaded, press <Cancel > ta cancel this instance.
If the Qulook, Cleaner Screen is MOT loaded, Outlook Cleaner was probably

kermminated abnarmally during its last use, resulking in this message.
Press <Ok = to continue loading Qutlook Cleaner,

Ik | Cancel
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You will also see this message if Outlook Cleaner starts and a background job is already running.
You can verify the background job by the presence of the Outlook Cleaner icon in the system tray part
of the Windows taskbar (usually lower left, next to the clock).
%=X 10:22am
If Outlook Cleaner is already running, you should press Cancel to abort the new instance.
You will also get the error message if Outlook Cleaner did not close properly the last time it was used,
for instance if, if there was a system crash. In this case, press OK to clear the message and to
continue loading Outlook Cleaner.
7.3 Performance
Working with large folders with thousands of items can cause Outlook Cleaner to perform sluggishly
when loading the Items List and changing filter criteria. Some suggestions to make the system
perform better:
¢ Leave folders unmarked while setting filter criteria until you are ready clean.
e Unmask Show Selected Items and Show Unselected Items boxes until you are ready to clean.
¢ Run jobs in the background.
7.4  Using Help
Outlook Cleaner Help
Activate the Help system by pressing the F1 key or selecting Outlook Cleaner Help from the menu.
What's This? Help
Additionally, "What's This?" help provides control level help:
¢ Click the "What's This" menu option.
e The cursor changes to a question mark, indicating What's This? is active.
e Move the cursor over a control and click.
e The help for the control will display as a pop up.
¢ Click again to remove the pop up.
7.5 Uninstall

Use the Windows Add/Remove programs feature to uninstall Outlook Cleaner.

Select Control Panel from the start menu (or Start then Settings for Win98 users).
Select Add or Remove Programs.

Find and select Outlook Cleaner from the list.

Press the remove button.

pPwpdpE

Alternately, run the Outlook Cleaner installation executable and choose the Remove Application
option.
61
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7.6 FAQ

1. Why can't | find Outlook Cleaner on my Outlook menu?

Outlook Cleaner does not run from the Outlook interface. Start Outlook Cleaner from the Start
Menu or the desk top icon.

2. Why doesn't the registration work on my notebook? It worked fine on my desktop

Your license it good for only one computer. To run Outlook Cleaner on a second computer,
you must purchase another license and obtain another unlock key.

3. How do | register my evaluation copy of Outlook Cleaner?

See Evaluation Version.

4. How do | get my serial number?

Select the About option from the Help menu item.

62
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