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Overview

What is Nelson Email Organizer

A new way to think about email

If you ve been struggling to organize your email, it s no wonder. As email piles up in your
Inbox you soon become swamped if you organize by fold er you re continually filing
messages, and if you don t, you can t find messages when you need them.

The problem with email programs is they shoehorn you into an Inbox/folder mentality
they only show your messages in one way. You can filter them but you can t easily view
the same messages in different ways.

Think of NEO as an intelligent email sorter. It automatically organizes your email in all the
ways you think about email by date, by correspondent, by mailing list, by attachment,
and so on.

Finding messages is a breeze

Your messages automatically appear in more than one location at the same time. That
makes finding them much, much easier, and when you do need to search, our search is
lightning fast.

Companion product for Microsoft Outlook

Nelson Email Organizer is a companion product for Microsoft Outlook 97, 98, 2000,
2002(XP), 2003 and 2007. It works with the Internet mail only, corporate and workgroup,
and Exchange Server platforms.

NEO Tutorials

Getting to know NEO using our online tutorials is time well spent. There are several bite-
sized videos to choose from. We suggest you start with the NEO Primer.

http://www.emailorganizer.com/products/webinars tutorial.php

How NEO Works with Microsoft Outlook

NEO is an add-on product to Microsoft Outlook and works with Outlook 97, 98, 2000,
2002, 2003, 2007 and Exchange Servers 5.5, 2000, 2003 and 2007.

Alternative interface for your email

NEO is an alternative interface for the email component of Outlook. NEO is not intended
to replace the other features of Outlook. You can easily switch between NEO and Outlook,
and interact with some components of Outlook.

Although you must have Outlook installed, you don t have to have Outlook open to use
NEO.



Using Outlook features from NEO

Wherever practical, NEO was designed to work the same as complementary features in
Outlook. You can compose, reply, reply all, forward, send/receive, mark read, and so on -
the usual message actions all from within NEO.

Here are Outlook actions you can take from within NEO:

Switch quickly to Outlook, or switch to an area in Outlook such as contacts, calendar (see
the Outlook command on the NEO toolbar).

Open a new item in Outlook such as a new appointment (see the New dropdown on the
NEO toolbar).

Open the Outlook contact record for any NEO Correspondent, or create a new one (right-
click any message or name folder).

Drag and drop messages to non-email Outlook folders such as contacts and journal.

NEO also depends on some settings configured in Outlook.

Same message store

Your email messages are not duplicated in NEO the me ssages remain stored in your
Outlook or Exchange Server message stores.

Like Outlook, NEO interfaces with your underlying message stores. When messages
arrive into your message store, NEO is notified. When you send or delete messages from
NEO, your message store is updated in exactly the same way it is when you send or
delete from Outlook.

Indexing and the Catalog

NEO works by creating indexes to your messages and storing the indexes in a separate
NEO catalog. Whenever messages are sent, received or updated in the message store,
NEO automatically updates the indexes in the catalog.

Normally you would include all your message stores in a catalog.

How NEO works with Exchange Server

NEO works with Microsoft Exchange Server mailboxes.

However, NEO is an email organizer. It does not organize other Outlook object types
such as calendar items, journal items, and note items although it does provide ways to
interact with them.

Here are some notes about using NEO with Exchange Server:

NEO is a client-side product

That means NEO installs and operates completely on your computer. There is nothing
about NEO that gets installed on the server or that is related to Exchange Server. In fact,
Exchange Server is completely unaware of NEO.

You can organize your Mailbox and your PSTs

You can include your mailbox and as many PSTs as you like in your catalog. NEO Pro will
give you a seamless view to all your messages. NEO makes it appear as though it's all in
your Mailbox.



Using your offline message store (OST)

When using Offline mode or Cached Exchange Mode it is best to delete messages from
within NEO. If messages are deleted outside of NEO (in Outlook or via an Outlook Rule),
they may not disappear from NEO until a Full Sync is performed.

Offline mode using Outlooks prior to Outlook 2003

If you have offline access enabled (you use an offline message store), you should select
all your email folders for OST/Mailbox synchronization. In addition, you should not set
filters for your folders.

You will not lose messages when you do this; however, if you do not include all your
folders NEO may spend quite a bit of time removing and adding messages in the catalog
each time you switch between your OST and your mailbox.

If you have instructed Outlook to automatically synchronize your Exchange mailbox with
your OST when exiting an online session, you must shut down Outlook without NEO
running for the synchronize to be performed.

Cached Exchange Mode
NEO works with normally with Cached Exchange Mode.

Reminder Synchronize each time you re-connect to t he LAN

Whenever you re-connect to the LAN, you must synchronize to update NEO with new
messages from your mailbox. Note that you can configure NEO to automatically Fast
Sync on startup, or get general information about syncing.



Getting Started

What's New in the latest version

For what s new in the latest version of NEO Pro, please see our What s New for full
details.

Ways to start NEO

It's best to start Outlook first and keep it running

NEO will normally perform better if you start Outlook before NEO starts and if you keep
Outlook running while NEO is running. Otherwise, some Outlook features and some add-
ins such as anti-virus tools may not perform properly.

For those not using Outlook actively, this may seem to be a waste of memory. However,
having Outlook running only minimally increases your memory usage over not having it
running because when not running NEO must open and work with a hidden copy of
Outlook anyway. Note that Outlook can be minimized, and that it can be moved to the tray
when minimized (for Outlook versions supporting that feature).

If you know you don’t use other Outlook add-ins or anti-virus programs that depend on
Outlook, then feel free to use NEO without staring Outlook first.

Start NEO automatically when you start Outlook

This is the recommended approach. Enable the option to automatically start NEO when
Outlook starts (see the Startup options on General Options), then always start NEO by
starting Outlook (which will then automatically start NEO).

Start NEO manually
After Outlook has started (recommended), you can also start NEO manually as you would
any application:

o Click NEO from Start | Programs.

o Double-click the NEO icon on your desktop

o Two special ways to start NEO:

0 Hold down the Shift key when double-clicking (and holding it down while NEO starts)
will start NEO without opening a catalog.

o Hold down the Ctrl and Shift keys when double-clicking (and holding it down until the
confirmation appears) clears user interface settings such as Workspace Layout and
Toolbar configurations, but not your Options or any catalog-related information (e.g.,
Correspondent names).

Starting NEO with a specific Catalog by using a command line option.

You can start NEO with a command line option to open up a specific catalog. For
example, you could then open more than one catalog without having to choose from the
File menu.

The best way to do this is to create a separate desktop shortcut:



1. Using Windows Explorer locate the program file for the NEO Pro version you are running. This
will be in the folder you installed NEO Pro into (probably c:\Program Files\NEO Pro) and will
be NEOPro.exe.

2. Right-click and drag the file onto your desktop. When you drop it choose Create Shortcuts
Here.

3. Close Windows Explorer. Right-click the shortcut you just created, and choose Properties on
the shortcut menu.

4. On the Shortcut tab, locate the Target box. It contains the path for the exe file. Put your cursor
at the end of the field.

5. Press the SPACEBAR once to type a space after the path, and then type -o Catalog Name.
Note that you must enter this at the end of the target field. A sample target might look like this
"C:\Program Files\NEO Pro\NeoPro.exe" -o My Other Catalog. Note that the quotes are
important.

6. Click OK.

Start NEO from Outlook

Click Go to NEO on the Tools menu in Outlook, or click the NEO icon on the Outlook
toolbar.

Start NEO automatically when you start your computer
Locate your Windows Startup folder and copy the NEO desktop icon to it.

Note: If you want NEO messages to be automatically synchronized with your Outlook
messages, you must always have NEO open when you have Outlook open.

Get help from within NEO

Help is available from within NEO via:

Tool tips For a short description of toolbar commands and other command
buttons, roll your mouse over the command. A tool tip will appear in
about one second.

Questions Also available on the Help menu, Common Questions are answered.

Shortcuts Also available on the Help menu, it s worth learning Keyboard
Shortcuts for actions your perform often.

Symbols Familiarize yourself with the icons and symbols in the Reference
section at the end of this document.

Help system Press F1 or watch for "more info" and Help buttons inside NEO.

If you are new to NEO, be sure to see all the items in the Getting Started section. After
you have used NEO for a while, you may want to visit the Productivity Tips section.

Support and Feedback

Click Get Support on the Help menu.



Things to do each day

Outside of your normal sending and receiving messages, here are the things you should
bring into your daily workflow.

1. Clear out your Unsorted Bulk Mail
NEO identifies new bulk mail and puts it here. If you don’t use the Correspondent filter to filter
out Bulk Malil it will also arrive in your Inbox and can be managed from there too. However, if
you do use the Correspondent filter, be sure to check this folder daily because the filter will
prevent this mail from appearing in your Inbox.

2. Maintain your New Correspondents
New Correspondents are easy to manage because they land in your New top-level folder in
Correspondent view. It's easy to rename or delete them from there, or right-click and choose
Make Current to move them into your Current area.

Of course, you don'’t have to maintain your Correspondents like this, but if you do it's best to
do it on a regular basis.

3. Empty your Spam Senders folder
If you block spam senders, you need to go to your Spam Senders folder in Bulk Mail view to
view and empty it from time to time.

4. Empty your Deleted Messages folder
When messages are deleted from NEO they go into the Deleted Items folder in Outlook view.



Productivity Tips

Being Productive

You Il get the most out of NEO if you rely on its automated features to do most of your
organizing for you. With that base, you can then use other NEO features such as filters to
help you focus on the messages you need to.

NEO Application Notes

To help you implement the most efficient way of working please refer to our Application
Note on implementing time-management compliant workflow principles. You will find this
Application Note here: http://www.emailorganizer.com/kb/T1165.php.

Online Email Training

To boost your email efficiency and for a guided step-by-step implementation of the most
efficient way to manage your emails, please subscribe to our Online Email Training. More
information here: http://www.emailorganizer.com/training/training.php. .

An Introduction to NEO Pro

Use NEO Pro to create and send mail just as you would with Outlook. Here are a few
things to help get you on your way with NEO Pro.

© First, get oriented by clicking each of the Viewtabs

¥ Hot For your favorites. Make an Outlook or NEO
folder hot. Most popular view.

C& Dutlook Manage your Outlook folders here just as
you would in Outlook’s Folder List.

£, Comrespondent All your regular mail is automatically
organized into Correspondent folders for
you.

El Bulk Mail For your e-newsletter type email. New Bulk
Mail goes into the Unsorted Bulk Mail folder.
Create your own Bulk Mail folders from
there. Bulk Mail can also be assigned based
on the subject.

o Categon Automatically organized by your Outlook
categories. Easy to edit and manage.

A folder containing all messages in each

@ Status .
state: Unread, Flagged, ToDo, Active,



Important,

[2 Date Date folders: Today, Yesterday, This Week,
.. Dec 1999, Jan 2000, .. Feb 2006, Mar
2006, ..

[} Attachment All your attachments auto-organized into

- folders by attachment type (e.g., DOC, XLS,

PDF, ..).

J Search Enter your search words and NEO
automatically searches across all your
folders.

# How NEO works

NEO extends Outlook capabilities in many ways, but there’s one feature of NEO that’s worth
knowing:

Virtual NEO displays the same message in different ways.
folders

& § Steffi Graf

% Andre Agassi

~. 7/

¥ Flagged —— (3 —— G§ Tennis
/ ‘ 5 This Week
o Inbox
[E] 2005 Sept

One more thing: don’t worry about trying to understand all of NEO right away. Over time you
will discover new things you can do.

& Note you can continue to use Outlook just as before

=2l
Outlook  CHl40 Click the Go to Outlook
B button on the toolbar to jump

to Outlook.

Or double-click any of the
following in your NEO
Tasks Ctrl+4 Outlook view.

Inbox Ctri+1
Calendar Cirl+2
Contacts Cirli+3

s Cirl+5 & Calendar

Journal  Ctrl+8 7 Contacts
& Motes

Options E';" Tasks

To return to NEO, & on the
Outlook toolbar.



Ways to use NEO

Using email involves managing messages and finding messages.
Here are three ways to manage messages with NEO:

@ Stay on top of your incoming mail
Like Outlook, all new mail comes into your Inbox. However, with NEO:

Messages are much easier to find - there’s less need to file to specific folders.

Keep your Inbox small. Use it for your To Do - messages you still have to take
action on.

Ok, so how do you keep your Inbox small without the hassles of filing?

The key is how you file. In NEO you can quickly move messages out of your
Inbox. You can file to your recently filed-to folders, and you can file to a single
'quick file’ folder that you designate - perfect for messages you don’t want to
think about where to file (after all, isn’t that where most of the filing frustration
comes from deciding where to file a message).

Turn your Inbox into your To Do: file messages you are finished with but want
save, and leave in your Inbox messages still requiring action.

Use Quick File to keep your Inbox small

Click Quick File on the toolbar to file to your designated Quick File folder, or
click Quick File Recent on the toolbar to choose from other recently filed-to
folders. Pressing Backspace will also bring up your Quick File Recent menu.

It all comes down to three easy keys - Delete, Spacebar, Backspace:

Mot Needed? Eahdt b
Delete Deleted Items
Read Action Mow? Action Later? Mark read and
Mesage | ™ | Reply, Forwad | — T leave in Inbox
9 Spacebas for later
-
Done? Quick File Recent -
S sk mowe out of Inbox
Backspace to ancther felder

Remember: Backspace doesn’t delete the message! It just helps you file the
message to another Outlook folder, so you can keep your Inbox
small.

In NEO Pro, there are other organizing things you can do with messages such
as Keeping messages, Categorizing messages, and setting To Do for your
messages.

Flexible filing to any folders
As with Outlook, you can also file by dragging to folders, using File to Folder, or
Outlook Rules.
& Focus on your priority mail
Bring forward your Correspondent mail

NEO automatically separates your regular Correspondent mail from your Bulk
Mail (e.g., e-newsletters).



That's so you can choose when to just see your Correspondent mail, your Bulk
Mail or both. Most NEO users just want to see Correspondent mail during the
business day, and see their Bulk Mail at specific times such as first thing in the
morning.

Fiter: £, [ Click icons to show just Correspondent or Bulk Mail
messages respectively.
Zero in on folders with Unread messages
You can also filter NEO to just see folders that contain unread messages.
The *Show folders with Unread messages’ filter is

especially helpful in Correspondent view but applies to
Bulk Mail and Outlook folders too.

Notice that when a filter is set the background color changes to green to let you
know a filter is active (you can change the filter background color). To clear the
filters, unclick them.

Filter: [

8 Things to do each day - or at least often

Outside of your normal sending and receiving messages, here are the things you
should build into your daily workflow.

1. Check your Unsorted Bulk Mail folder

NEO identifies new bulk mail and puts it here. If you don’'t use the
Correspondent filter to filter out Bulk Mail you'll set it in your Inbox and can be
managed from there too. However, if you do use the Correspondent filter, be
sure to check this folder daily because the filter prevents this mail from
appearing in your Inbox. You can also define, at first start-up, to place all new
Bulk Mail under Correspondent folders and do the Bulk Mail assignment
manually later on.

2. Maintain your New Correspondents

New Correspondents are easy to manage because they land in your New top-
level folder in Correspondent view. It's easy to rename, combine or delete them
from there, or right-click and choose Make Current to move them into your
Current area.

Of course, you don't have to maintain your Correspondents like this, but if you
do it's best to do it on a regular basis.

3. Empty your Spam Senders folder

If you block spam senders, you need to go to your Spam Senders folder in Bulk
Mail view to view and empty it from time to time.

4. Empty your Deleted Items folder

When messages are deleted from NEO they go into the Deleted Items folder in
Outlook view.



Finding Messages Quickly

Search for a message using the Search entry box

Active Mail EE G ed

YA T EIE A O Name Subject Dake) Time

Enter a search word into the Search entry box which is available in all views above
the message listing. Press Enter (or click the left icon) to search through all
message stores or press Shift+Enter (or click the right icon) to search only in the
current folder.

Search for a message using the Search tab

Click the New Search button on the toolbar
(Shift+Ctrl+F). Enter car and press Enter or click

Go.
car v
You can even
R [Clear] [ 8 ] logical phrases like
Folder: |&ll Folders (car_ or bus) near
accident.
In: [+]Subject [+]EBod
[¥subject []Body Or enter
Mames/addresses

parameters to limit
your search such

Date: (Al () Recent @ as searching within
Match: [ ] Similar words a folder.

Attachment name

Search on Conversation

=) Highlight a message (e.g. with Subject Product
Ideas) then click the Search on Conversation
button on the toolbar (Ctrl+Alt+F) to find all
messages in the same conversation.

Mame | Subject
Terry Johnston RE: Product Ideas
Terry Johnston RE: Product Ideas

BE B BE 2D BO B BEALO :

To: John Niec RE:Product Ideas
4 John Miec RE: Product Ideas
John Miec RE: Product Ideas
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Find a Correspondent quickly

Click the Find Correspondent button on the toolbar
(CtrlI+F3). If looking for Fiona Mackay, enter mac in
the Folder List filter to short-list your Correspondents
for easy selection.

idmes S The green
e Clear T= @ background color
| Marme || tells you that you
%y Macleod, Della have a Folder List
£, MacDonald, Karen filter active.
£ Macdonald, Noel .
® Macintosh, Tan T(_) clear the filter,
& Mackay, Fiona click Clear or press
§ Machiintch, Rabie the Esc key.
£, MacPherson, Janice

Jump to all messages for a Correspondent (or Bulk Mail folder)

Right-click any message and choose Jump to
Folder (Ctrl+J) to display all messages for the
person from the email, in this case, Terry Johnston.

MEC Cusbomer Care FW: Test Attachment

Terry Johnston } =ik dne At
M Boland Reorgsnize Message  Shift+Ciri+E i

| 2ump to Folder... Ciri+3
OpenCreate Contact  Shift+Ctrl+0

Learn keyboard actions

Using the mouse is generally great but it can be slower for actions you do over and over
again. Using the mouse along with keyboard shortcuts provides the best performance.

Consider all the time you spend moving your hand off the keyboard and onto to the
mouse, then back again. Not everyone is a keyboard enthusiast, but even if you learn a
few (or a few more) you'll save time.
Here’s a technique for learning more:
1. Print the Keyboard Shortcuts on the Help menu.
2. Don't use your mouse for a few hours and instead use the keyboard shortcuts from the list.
3. Learning them all is too much - focus on the operations you perform over and over.

Some basic tips

Here are some basic tips for making NEO more productive for you.

Work from Hot view and make folders hot



Spend most of your time in Hot view and go to the other views when you need to. Make folders
from other views hot so you can see them quickly. Some hot folder suggestions:

o Correspondents you are currently working with
o other Date folders - This Week, Last Week, etc.
o frequently-used Categories

o any folder from your Outlook view Folder List

o Search Folders

Keep your Inbox or Active Mail small

Whether you choose to work out of your Inbox or out of Active Mall, it really helps if you actively
use the Quick File features or make messages Inactive to help reduce email clutter. Set your
Backspace key appropriately.

If you file to folders frequently, take advantage of Quick File Recent’s accelerator keys

First of all, set your backspace key to display the Quick File Recent menu (Tools | Options |
Workflow tab). Notice that all recently used file-to folders are numbered which act as accelerator
keys. When used in conjunction with Backspace, you can file without using a mouse. Here’s
what you type for these sample folders on your Quick File Recent menu:

1 Projects _Project_s _ P_ress Backspace then 1 to
2 Meetings immediately file it.
3 HR Meetings Press Backspace then 2 to

immediately file it.

File to Any Folder...  Shift+Ctrl+y
R T Ay ae ' ' HR Press Backspace then 3 to

& Set Quick File Folder., immediately file it.
Clear Lisk
Disable List Updates

Use Active Mail actively and reset it often

The Active Mail folder shows new mail that you have received since the last time you reset it. If
you reset it whenever you look at a message, you |l be able to quickly see when new mail has
arrived.

Press F11 to go to Active Mail from anywhere in NEO

Press F12 Make the current message inactive (reset Active Mail flag for this
message)

To reset Active Malil flag for groups of messages, use the following:

Press Shift+F11 to reset All Active Mail messages

Press Ctrl+Shift+F11 to reset Correspondent Active Mail messages

Press Ctrl+F11 to reset Bulk Active Mail messages only

Develop your own email workflow methods

There’s plenty of flexibility in NEO to work with. Think about how you like to process mail and
then put NEO'’s features to work for you. Review NEQO'’s options and ensure they match the way
you want to manage your email. Everyone will want to do it a little differently. Connect to our
online Application Notes for workflow ideas you wil | find them on our Knowledge Base.

Use To Do

By diverting messages to To Do that you have to take action on, you won t have to keep seeing
them as new messages arrive in Active Mail.

Press F10 to go to To Do from anywhere in NEO

Don’t get distracted by unimportant mail



Use filters to filter out Bulk Mail until you want to read it. Edit the New Mail options so you are
less distracted by unimportant new mail notifications.

Don’t forget daily housekeeping tasks

See Things to Do Each Day.

Learn keyboard commands for actions you perform often

There s a keyboard command (e.g., Spacebar to mark a message read) for just about any action
you take. You Il save time if you learn even a few.

Use search to find messages

Search is very fast in NEO. Consider using it to quickly find messages. Use the search entry box
available in all views to quickly get to your messages. Or press Ctrl+Shift+F to start a new
search from the Search tab.

Use the Folder List filter to find folders quickly

At the top of each Folder List you can enter characters to narrow down the list of folders. Using
this, especially in Correspondent and Category views, can be a huge time-saver.

Press Ctrl+F3 to quickly find a correspondent in Correspondent view.
Press F3 to go to the Folder List filter of the current view.

Create Bulk Mail folders

Bulk mail consists of your mailing list messages and your junk mail. If you do nothing, both of
these types of bulk mail get mixed together into your Unsorted Bulk Mail folder.

If you create bulk mail folders for your mailing lists, then your Unsorted Bulk Mail folder will then
mostly just contain your junk mail junk mail much easier to manage when it is isolated like that.



Options & Customizing

Your Addresses

About Your Addresses

NEO needs to know which addresses are yours in order to automatically organize your
messages. If all your addresses are not entered, your messages will not appear correctly.

Note that NEO must know all your addresses - not just your currently used ones. Be
sure to include your old addresses if you have messages that used them.

Auto-detecting your addresses on catalog creation

NEO automatically detects your addresses when you create a catalog, and you can add to
the list NEO auto-detects. Addresses you enter are displayed in bold.

Important Note: NEO does not auto-detect addresses you use after creating the catalog.
You have to enter these manually.
Adding and removing addresses

You can add addresses and you can remove addresses you add. Addresses NEO auto-
detects cannot be removed - however, you can choose not to include them by unchecking
them).

Click File menu | Your Addresses to keep your addresses up to date.



Your Addresses

MEQ Pro needs to know which addresses are yours in order to
automatically organize your messages.

Bold addresses are ones that you have entered, Unbolded addresses
are automatically determined {you can't remove these but you can
uncheck themj.

: I.El.arneyr-lijnnpersmit.h.
booopersmith@my_klue_heaven.com
hroopersmith@fhi_NY com

=) (o]

To add an address, click the Add command. POP3 email addresses are entered in the
usual way (e.g., bcoopersmith@fbi_NY.com). Exchange Server addresses are entered in
X.500 format.



Options

General Options

These options control NEO startup and other general settings.

Fast Sync on startup

When NEO starts, it “fast” synchronizes your messages.
Now you are sure all your messages show in NEO.

Update Word Index

NEO indexes all words in your messages to quickly find
them. This setting specifies how often to update the
word index. You can always perform a manual update
of the word index from the Tools menu.

Enter O to disable automatic word indexing.



