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Introduction

Welcome

Welcome to eFiler356 specifically engineered for Outlook web and New Outlook* eFiler365 follows
on from Classic eFiler - an established mail management application for Outlook allowing users
to save and search emails in local/network and cloud storage locations. eFiler365 is a web
application.

The new version of Outlook brings a completely new way to work with emails. The key benefits are
a unified interface and single base across platforms. New Outlook brings new features and
concepts to the forefront. At the same time the Classic Outlook desktop client remains fully
supported and updated. It is not possible to give customers a definitive answer on which solution
suits them best but we are happy to discuss the merits of each over a Teams call.

*Classic Outlook will continue to be supported by Microsoft until 2029. Please refer to

https://efiler.co.uk for further information on our fully featured offering for the classic Outlook
desktop client.

Key Components

eFiler365 is comprised of 3 key components -
1. Web application - installs from the Microsoft App store and loads in the Outlook sidebar

2. hub.efiler.co.uk - The central hub for configuration & connecting your mailbox to eFiler Sync for
processing.

3. efiler Sync - client/server side installation that indexes and manages all data client side.

Jump to Quickstart to get started or learn more about each of the key components


https://efiler.co.uk
https://hub.efiler.co.uk
https://efiler.co.uk/efiler365-key-components

eFiler365 features

Consistent approach to email filing across all platforms (works on Classic Outlook / Outlook
web / New Outlook and Outlook mobile)

Access and processing is now centralised with a lightweight web client for the desktop.
Saves emails in .eml format (eFiler+ for Outlook Classic supports both filing and searching in
.eml and .msg)

Save attachments separately

Autopilot predictive filing locations, manual folder browsing, Recent and Favourites location
lists

Allows for filing emails to Autodesk, Egnyte, SharePoint, Local and Network folders (Including
local cloud sync'd locations)

Set and manage folder tags for easy filtering and identification

Emails are marked with a category to show they have been filed

See where an email was filed

Emails processing - Delete filed emails / Move filed emails / Leave emails where they were
Configure a file name template

Enables filing and searching emails at all hours from any location (where the eFiler Sync Ul is
installed as a service on a server*)

Company wide search

Granular search options to filter by location, date range, sender/recipient, subject, message
content or attachment names

Wide/Narrow search capability

Search preview with text highlighting, download, print, reply or forward options

Our eFiler365 hub centralises configuration and license assignment.

Multi lingual Ul support

Central User Management

Company admins can share a location to make a storage location available to all company
users

eFiler365 vs eFiler365+

eFiler365+ includes all the features of eFiler365 with the addition of automation -

Automatically file emails based on project or client numbers found in the subject line
Automatically file emails based content in the subject line found between | ]
Automatically file emails placed into folders within Outlook

Autosave attachments separately

Company wide activity log available for Company Administrators

Advanced email processing behaviour (move emails to related folders in Outlook)



eFiler365 vs eFiler Classic

There are fundamental differences between Classic Outlook and New Outlook. Each solution
offers its own benefits and has its limitations.

eFiler Classic (and eFiler+) was developed as a COM addin specifically for classic Outlook.

Characteristics of eFiler/eFiler+ (COM add-ins)

® |Installed on each client and interacts directly with Outlook classic

® For classic Outlook only - not supported in New Outlook.

® Includes popular features like prompt to save

® Classic Outlook will be supported by Microsoft until 2029

* Designed to work efficiently for the user (no background indexing - index on demand / per
location)

® Application runs when the user opens Outlook

eFiler365 (and eFiler365+) was developed as a web add-in (web application) targeting New
Outlook

Characteristics of eFiler365 and eFiler365+ (web application)

e Supported in all modern versions of Outlook (includes versions of classic Outlook and New
Outlook)

® Supports Outlook mobile

* Deploy from the Microsoft Admin centre or available to the user from the Microsoft App Store

® Centralised indexing capability is more efficient for multi-user companies. All data is indexed

and maintained centrally and available on demand.

® Includes ability to automate email filing (eFiler365+). Application is connected to the users
email account and does not require Outlook to be open.

e Highly scalable

® Future proof

e Known Limitations

Unique advantages of eFiler products generally

® Save your emails alongside other project or client related data - no need to rely on additional

layers or third parties

® No vendor lock-in (no need to extract or unwind what you have done if you change direction
later)

® Easy adoption - no need to manage location lists manually. Support available for existing
.eml and .msg file types

® No need to migrate your data to a new system, keep your data where it is

* No additional cloud storage requirements

* Transparent pricing



Getting Started

System requirements

eFiler365 requires a Microsoft365 account.

eFiler365 is designed to work in any modern browser with web access to Outlook.com, in the New
Outlook desktop client and within Outlook on mobile devices*

eFiler Sync Ul is available for Windows operating systems only at this time. eFiler Sync downloads
emails and provides indexing services for folders and files.

Minimum requirements
Windows 7 with Microsoft Edge or Chrome browser installed (Read more on browser

requirements here)
Desktop installations of Office 2016 or higher including New Outlook.

eFiler365 comprises of the following components

A user account on eFiler365 hub

The web application should be added to your account using either Microsoft Entra [ Microsoft
App store for Outlook or by manifest file. This step will require action from your administrator of
the Microsoft tenant.

eFiler Sync Ul application (only required where filing emails to local/network folders is required -
running in Standalone or in Server mode*)

*eFiler.Sync Service (added when eFiler Sync is installed in Server mode)


https://learn.microsoft.com/en-us/office/dev/add-ins/concepts/browsers-used-by-office-web-add-ins
https://learn.microsoft.com/en-us/office/dev/add-ins/concepts/browsers-used-by-office-web-add-ins

Current Versions & Download links

eFiler365 can be added to your account from the Microsoft App store (from within Outlook)
Please learn more about the components of eFiler365 here
Please request your download links by emailing us here.

eFiler365 Hub was last updated 23/07/2026
The current version of eFiler Sync is v1.31.12 - released 23/07/2026

Recently updated features -

® Added a maximum file name length setting

®* Improved Advanced Email processing behaviour for automatically processed emails

® Apply User Local Time During Automatic Filing

® Add Retry and Recovery Mechanisms for new file/folder detection

¢ Infinite scroll on search results

e Adaptive Ul suitable for all devices

® Windows File System permissions

e Activity log / User Dashboard

® ACL display available in eFiler Sync

® Conversation filing

® Advanced Email processing behaviour

e Added support for Linux installations of eFiler Sync Service

* Fix for replying all on .msg files

e Updated Outlook URL in for correct Outlook redirection

e Improved authentication flow (Fixed the blank screen when logging in to the eFiler365 Hub)

® Added ACL explorer in eFiler Sync

e |f an email is filed by a user the same email copied to others is marked as filed for all other
eFiler365 company users

® Added search column sorting

® Added search scoring

* Improved folder navigation in the web add-in

® Fix for Autodesk Authentication

® Updated Autodesk permissions on shared locations

® Multi-region support for Autodesk repositories

® SharePoint permissions on shared locations

® Perlocation scheduling in eFiler Sync for folder and message rescanning

® Save attachments on the context menu in the web add-in

* Improved search sender/recipient display names


https://efiler.co.uk/efiler365-key-components/
mailto:support@efiler.co.uk?subject=eFiler365 Download Links Request

Getting help
Please review additional resources available here —https:[ Zefiler.co.uk[efiler—365—supportl

All support should be requested by email from a single company contact in the first instance. The
more information you are able to provide the better and faster the resolution will be. Please
consider adding screenshots or screen recordings to share detail on your setup and the issue
you are facing. It is a requirement that any support request must be handled by a user
competent of following basic instructions - if you are not clear on any of our responses or if they
are too technical to understand or it is too difficult to gather the required information requested
please consult with your IT support team who should be able to assist.


https://efiler.co.uk/efiler-365-support/
mailto:support@efiler.co.uk?subject=eFiler365 Support Request

Quickstart Guide

1.

> w

© o N o O

12.
13.
14.

Connect the application to your Microsoft account by searching for eFiler365 in the Microsoft
App Store - https://aka.ms/olksideload (Alternative installation here)

Refresh your browser whilst on Outlook.com

Select any email

In the message preview select the 4 squares to load the addin, select eFiler365 and load the
side bar

Select signin

Allow the popup and select register

Provide account details or scroll to the bottom and sign in using your Microsoft account

Sign in to eFiler365

In the sidebar you will be asked to add an integration and a destination. Follow the link to add
an integration

. In the eFiler365 hub complete the steps to add an integration and then add a destination
11.

Install eFiler Sync , sign in to your account and add a local/network folder. Index the folder
locations and emails.

Refresh the sidebar (close and reopen) or refresh your Outlook view.

Select your first email to file

In the message preview call the sidebar menu and browse for your first location to file an
email to.

Please contact us if you need assistance. More detailed instructions and information follows
below.



eFiler 365

What to expect when filing

When you file an email with eFiler365 the email is queued for processing.

Al Unread ByDate v T Roof Truss System for Commercial Warehouse ref. Project 100

@ | ) Reply

w CHder

Roof Truss Systes for Commercial Warehouse ref: Projed 100 030820
Drear Jack, | hope you're having & productive week. We are currently

Colishoration on Lewisham Project [kfletp. ¢

Saart your rephy all with: woald be happy to help you, Ok, Dwnll take a look
HiRoger. | hope this emall finds you in good health, We have excting news

Mot nterested, Thank
Dear Jack,

| hope you're having a productive week. We are currently finalizing the design for a commercial v
with you regarding the roof truss system. The building's span and load requirements are unigque, a

Each email is marked as filed with the eFiler Catagory mark in Outlook.

Basement drainage Abingdon villas Kensington €

PRI

Y7 A0S £ 2
WU eV

(@ The message has been sent for download Dismiss )

| hope this email finds you well. I'mwriting to provide you with an update on the basement drainage
situation at Abingdon Villas in Kensington.

After thorough assessment and investigation. our team has identified some areas for imorovement

You will also see a temporary message indicating that the file has been sent for download.

The email may be moved or deleted to help you keep track of which emails are filed and which
are yet to be selected for filing. See the settings available under User Options.

Note that categories are not available on Outlook mobile - we therefore recommend you enable

the feature to move filed emails to a folder called ‘Filed by eFiler’. This will then provide a
consistent method of filing from desktop / laptop / tablet / mobile.
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Installing eFiler365

Install from the App store

You can install eFiler365 directly from the Microsoft App Store. Open Outlook using a web browser
or desktop client and select the Apps icon andAdd Apps and filter for eFiler. eFiler365 can be
added using a browser and logging in to your Office 365 account from this link -
https://aka.ms/olksideload

@

Translator for ehiler 365 Share to Teams
Outlook

N

Send to Viva Insights

en blocked because the sender isn't in your Safe senders list. OneNote

¢ this email in your web browser

Install using a manifest file

You can also install eFiler365 by requesting a manifest file from support -

e Request a copy of the eFiler365 manifest file from support@efiler.co.uk (make sure to save the
file with a .xml file extension)

e Login to Outlook.com

e Paste the following into the browser address bar and hit enter - https://aka.ms/olksideload

e Select ' My add-ins’ on the left side menu

e Select'+ Add a custom add-in’

e Select 'add from file'

e Locate and select the manifest file you saved earlier in step 1

e Provide consent for eFiler365 to process your emails on your behalf (Tenant administrators
can read more here)



BE Microsoft
sean.mcinnes@zeroclik.com

Permissions requested

@ eFiler 365 Development

" |RRADIANT LTD. &

This app would like to:

Read user mail

Read user and shared mail

Read and write access to user mail

Read and write user and shared mail

Read and write user mailbox settings

Maintain access to data you have given it access to

Read items in all site collections

CC K

Edit or delete items in all site collections

<

Sign in and read user profile

Consent on behalf of your organisation

¥ you accept, this app will get access to the specified resources for
all users in your organisation. No ene else will be prompted to
review these permi

Accepting these permissions means that you allow this app to use

your dats as specified in their Terms of Service and Privacy
Stat You can change these permissions at
pps.microsoficom. Shaw

Custom Addins

You can install add-ins from a file or frem a URL

eFiler 365

Save emails to SharePoint, Google Drive
and Autodesk Construction Cloud

eFiler 365

The first user to connect to Microsoft will need to be a global
administrator for your Microsoft Tenant and accept the
required permissions to process your emails as shown above.

Important Note - We do not save your data to disk, we simply
process it and save it to your chosen storage location. If you
are unable to grant the required permissions we will not be
able to process your emails and we would recommend you
take a look at eFiler+ for Classic Outlook.

Once complete you should see the addin

e listed under Custom addins
Add a custom add-in ~

13/79



eFiler365

Call the web application from Outlook

Once the application is installed you can locate the addin & load the sidebar by following the

steps -

Outlook web & New Outlook desktop client -

)] X

Now Ourtlook e

B 0o & @
F{ [E] coéoj Q, Find an app
Palicy Print Discover
b groups
prirt Find Unde

Roof Truss System for Commercial Warehouse ref: Project 100 E

Sean Mclnnes<sean@Iatitude-it.net>

To: @ Sean Mcinnes

Start reply with: | would be happy to help you. ][ Ok, | will take a lock. ][

Dear Jack,

| hope you're having a preductive week. We are currently finalizing the
with you regarding the roof truss system. The building's span and load r
design for both cost-effectiveness and structural efficiency.

& g

Viva Insights

0 0O «

Trello for Teams

Send to
OneNote

Capsule for
Outlook

Share to Teams eFiler 365

' il
10603 10:33

to consult

Add apps

truss

Could you please review the project's specifications and suggest an appropriate roof truss system that meets our chjectives? Additionally, if

s e A innuadsn idase o anhanea thn ceneall docion e el d araathe anneaciado seaoee inea ek

Select any email in Outlook and select the app icon to load the application

H Outhock S
| = = Mo Vem e
Fpae pRL B 0Ty : o p
s & L WE © &% ~+ G & Egia [N &8 QB P
o Drirte drchivr | fapot | feply Fagty Fomeard bireieng | deverp: bl Rt =| Nesds Catagerion oy Fin
[ — Froect Lmads
B b - P
V Ter— Mot Tran e for Comemarsal Wasrhouna v Froect 100 e
B P Doar bk | hspa ponire b o prodhecive ek 51 aon cumaesy Seaicngha
- 1 Dt e T
- o s
Foidens -
=2 & b -

The addin will load in the sidebar as shown above.

Classic Outlook -

Try the new Outlook

©

"
52

©

=
Translate All eFiler Send to Viva
w Apps 365 Capsule Insights
Language Apps Add-in Capsule Add-in

14179

=
e o

[ ™

P
&

oot Tru Syvtem for Commecial Wisshouss rad: Frogect 100 [sie *

| P I TR i 3 ST W YWY B Cumtly Rnallaing the g o7 8 comemel
AR ping i g Thot 10 Toutd Syshem. Thot Dnsiciong's Smn dod Maid Piipsrinaets ase 1o
deugn for bath cont-affectranans o al attsancy.

o Yo P TSt DITHCE LRIt S WA 3 BEErTpTats ros!
i Pt by S S 13 ERBADE Tk bR S T e Tty B RO

wiing Fodie Ly pined bSgeets

= &

#
O esie

Welcome to eFiler

This phogin enables you {0 seve emails o
ShaeePoint. Google Deive. Autodesk
Coratrustion Clod sn te bocal or

network folders. Fleate beam more

Contired use of the senice requines &
subacription which can be perchased

Click Skgn in eFiler below S0 sccess your
scozunt or to register for 2 2 week free
trial

Sign s

gt
Saun

ribbon menu.

\

Once installed you will see the
application listed on the Outlook



Filing Emails

File an email manually

To file one or more emails manually -

Select the email to be filed

In the preview pane select the eFiler application to display the side bar (if it is not already loaded)
Double click on a location to file the email to

The email will be confirmed as filed when it is marked with the eFiler category mark.

[=] L
= & e o= 5 e
s i & 1
+
- /]
a L
: [ exis -y +
ST z
. Dxaxggesnibucart F 3
[T — z
=it " wl Bt ¥ Live with the experis:
W e el in tandem with Fred Ortiz & Michael Dannenberg of P25 1
° e hilnpabiic
£ 3
Potri Tech Tussday _——
o . October 30th, 2024 =
&AM Pacific Tima (LIS & Canmda) Fs
i

Note - If you have not yet added any destinations please do so from the Hub for cloud locations or
from eFiler Sync for local/network locations



File emails from shared mailboxes

Web add-ins such as eFiler365 attach directly to each email account. Microsoft does not provide
web add-ins access to Shared mailboxes directly as they are typically unlicensed accounts and
cannot be assigned applications from the Microsoft Admin Centre. To file emails from shared
mailboxes you should first convert the mailbox to a full Microsoft subscription.

Once the mailbox has been converted to a standalone account with regular mailbox and
credentials with a Microsoft license assigned you will be able to assign eFiler365 to the account
as you would any other mailbox. You can do this from the Microsoft Admin Center or by logging in
to the account and connecting eFiler365 from the Outlook App store. Please note that each
Microsoft account (and separate mailbox) requires its own eFiler365 license.

If you require access across multiple accounts please add each account separately to Outlook
which will ensure you have full access to the eFiler365 web add in.

Read more about converting Microsoft mailboxes here
Further reading on sharing access to a mailbox can be found here


https://learn.microsoft.com/en-us/exchange/recipients-in-exchange-online/manage-user-mailboxes/convert-a-mailbox
https://support.microsoft.com/en-gb/office/share-and-access-another-person-s-mailbox-or-folder-in-outlook-a909ad30-e413-40b5-a487-0ea70b763081

Save selected attachments

To save one or more attachments complete these steps

* With the email selected access the web addin and over any location call the context menu
(right click)

® Select Save Attachments to save all the attachments to the selected folder

e Select the Attachment Name to save all the attachments to the selected folder

> m Billing records

> m Contracts
> X

Open
Location

Search
Location w

Save lecor..w

attachments

Screen

Recording

2026-01-30
? 1 131243.mp4

> m Tender Packages

arch _ Autodesk msg”. Also filed to 1 more folders.



File emails automatically

eFiler365+ introduces the ability to file emails automatically when a rule has been configured
and the email (sent, received or moved) meets certain criteria.

To configure a rule visit User Options in the eFiler365 hub

o

& Home +
= Account integrations
PATTERN STORAGE SUDFOLDERS ACTIONS
B Destinations
Bepckat Ruls | C_Projects
& ngministratian

Once an email has been filed by eFiler365 and has the applied category no further processing will
occur.

Add a Bracket Rule to match to any folder containing the text found between [ | in the subject line
of any email.

Add a_pattern rule to specify a pattern for eFiler365 to find. A pattern rule is typically used to
identify and file emails to Client or Project folders where the folder name contains a client or
project number. Example "Contract Documents for Westfield 6000" might file to R:\Projects\ 6000
Westfield Shopping Centre \Emails or to an Autodesk Docs Location such as 6000 Westfield
Shopping Centre \ Project Files \Emails

Use a folder rule to enable drag and drop folders within Outlook. These are also a great way to
bulk file emails from New Outlook.

Each rule has the option to specify a subfolder path. When entered the email will be placed in a
consistent subfolder path relative to the folder that was matched by the rule. For example if a
subfolder path "Documents\ Emails” was specified on the rule an email may be filed to 'r:
\NW.3456 Newham Way \ Documents\ Emails"

Rules are currently only available for filing to local or network folders when using the eFiler Sync Ul
(in standalone or as a service)



eFiler 365

Pattern Rules

Setup rules to autosave emails from your Microsoft mailbox to folders using eFiler365+. Navigate
to User Options in the eFiler365 user hub.

Click on the +icon

Select Pattern from Rule Type

Using the dropdown select select a storage location to target

Under template enter a pattern to match. Use O's for numbers and A's for letters.

Example to autosave emails where a 5 digit number is found in the subject line enter 00000
Select match type - Select partial where the folder name will be more than the specified
template. Select exact match where the folder name will match the pattern exactly.
Subfolders - Specify a subfolder path to save the emails into (subfolder path relevant to the
folder matching the template)

Company Rule - toggle the company rule to apply the rule to all company users (only available
to admin users)

Finally click on save (above where you are creating the rule), and then save all settings.

Rule type

Pattern v

Storage

C:\Users\sean\Irradiant Limited\Residential Projects - Documents X -
Template

000

Select Match type

®Partial match
CUExact match

@D Subfolders
Emails

Company rule

Example 1

00.0000 will find a match to any folder that contains 2 numbers followed by a period mark and
another 4 numbers.

An email subject "12.3456 Meeting minutes” would file to a folder called "12.3456 Newham Way" if
such a folder was found
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Example 2

AA.0000 will find a match to any folder that contains 2 letters followed by a period mark and
another 4 numbers.

An email subject "NW.3456 Meeting minutes” would file to a folder called "NW.3456 Newham Way"
if such a folder was found

Notes

e Emails will be processed as they are sent or received (even when the user is offline)
e This feature is available to efiler365+ subscribers



eFiler 365

Bracket Rules [ ]

This feature allows users to tag emails for filing by including a reference within [ | when drafting
an email subject. When enabled eFiler365 will attempt to match what is found between [ | to a

folder name in the destination folders.

Rule type

Bracket Rule
Storage

R\

Select Match type

®Partial match
OExact match

@D Subfolders
Emails

Company rule

Notes
e This feature is available to efiler365+ subscribers
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Folder Filing

The purpose of folder filing is to allow a user to create template folders within Outlook where you
can drag and drop emails for filing. Emails placed into sub-folders of the selected location will file
to the identically named system folder. The structure of folders within the selected Outlook folder
does not need to match the file system directly - meaning you can group projects/clients/topics
differently within your Outlook folders and it will still locate the correct folder to place the email in.
This feature is available to eFiler365+ subscribers.

In the eFiler365 hub under User options click on the + to add a rule.

1. Select Folder name under Rule type

2. Select the appropriate target storage location (must have been previously added under
Destinations)

3. Select the mailbox integration account

4. Select the designated Outlook Folder to monitor (all sub-folders under this path with be
considered). If the required folder is not yet available please create it first in Outlook or use the
+ option within the Ul to add a folder to monitor.

5. Finally toggle the Sub-folders option and specify a sub-folder consistent sub-folder if
required (eg. emails or correspondence)

6. Select Add.

7. Finally click on Save to apply the rule.

Rule type

Folder name ~

Storage

R:\ X w

Select folders

sm@latitude-it.net -
eFiler365-SYNC X -
@ Subfolders

Emails
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Save attachments automatically

If you would like to automatically save a copy of attachments into a separate folder you can
enable the setting within the Hub under User Options (Mail settings)

Auto save attachments separately

‘ Attachments ‘

Attachment Name Template

ﬂ Reciplents | Recipients Initials am Sender Initials m

0 e D |

Select the option and specify a folder name for the attachments to be saved into. The folder
name specified is created within the folder where the emails are being saved to. In addition you
can specify a template for the attachment file name.

Please note this feature is restricted to eFiler365+ subscription plans.
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Finding emails

Locate the search function in the eFiler365 hub or right click a location in the eFiler sidebar and
select 'Search Location’

G # Home </ sean latitudeit EN
| T | invoice | Q |
ﬁ oo T e A

sender: sean@efilercouk X J attachments: pdf X
a _

SUBJECT DATE SENDER RECIPIENTS f
= RE: Invoice 4385 1/30/2023 sean@efiler.co.uk &
& RE: Invoice 4385 130/2023 seani@efiler.co.uk 6

RE: eFiler involce Af23/2014 sean@efiler.co.uk 2

RE: eFiler invoice 4/8/2015 sean@efiler.co.uk 1

RE: eFiler invoice 4912015 sean@eafiler.co.uk 1

RE: efiler invoice, 5/11/2015 sean@efiler.co.uk 1

RE: efiler invoice. 52015 sean@eafiler.co.uk 1

Type search terms into the text box and hit enter or select the search icon on the right

Use the filter icon to the left to apply specific filters for sender /[ recipient [ subject [ content /
attachments or dates

By default search terms entered will return results with matching either word entered to refine the
search specify the AND filter to narrow the search to contain all terms specified in the text box.
Adjust your filters as required by adding additional filters or by removing one or more existing
filters

Select any email to preview the email

From the email preview header select any contact link to start a new email
Select the attachment link to download the attachment

From the message preview menu select -

Reply - to reply to the message (opens Outlook online)

Reply All - replies to all (opens Outlook online)

Forward - prepares the email to forward to a new recipient (opens Outlook online)

Print - sends the preview to print where you can select your printer

Download - downloads the email as a .eml file - please check your browser downloads location


https://hub.efiler.co.uk/search

[Webinar] Unlock Your Design Potential: Discover the AutoCAD Mechanical Toolset

autodesk@autodeskcommunications.com @
To

[Webinar] Unlock Your Design Potential: Discover the AutoCAD |

the AutoCAD Mechanical Toolset different. Reply
Reply All
Click here to view this email in your web browser.
Forward
AUTODESK] Print
Download

Notes

e By default eFiler365 searches across all locations available to you. If you want to search a
specific location use the location filter to specify a location or start search from the eFiler
sidebar within Outlook - right click a location and select search location

® cFiler365 will index and search both .eml files created from New Outlook and legacy .msg
email files generated by Classic Outlook



eFiler365 Hub

The_eFiler365 hub connects your mailbox to your filing destinations is used to manage your
preferences. Register to create an account where you can connect to Cloud providers and add
destinations for filing emails. Use your eFiler365 hub account to manage your settings.

Use of eFiler365 requires each user to register for an account. To initiate a 14 day free trial of

eFiler365 register here - https://api.hub.efiler.co.uk/Account/Register

If your company has already purchased eFiler365 and your administrator has confirmed your
account details you can proceed to login using your defined username/password or your
Microsoft account.

Company administrators can add and manage existing users in the eFiler365 hub.


https://hub.efiler.co.uk
https://api.hub.efiler.co.uk/Account/Register

eFiler 365

Register on eFiler365

Register as a new user here - https://api.hub.efiler.co.uk/Account/Register or follow the link to

sign in / register once the web addin is loaded.

" Register
@ eFiler 365

Already registered? Login

Welcome to eFiler Usemame *

Email address *

This plugin enables you to save emails to
SharePoint, Google Drive, Autodesk
Construction Cloud and to local or

Password *
network folders. Please learn more here.

Continued use of the service requires a
subscription which can be purchased

here.

Click Sign in eFiler below to access your .
. Register
account or to register for a 2 week free

trial. Or register with

Select Microsoft to register using your Microsoft account (no separate password required)
By default you will be assigned a trial licence unless you have already been authorised under an
active company account subscription.
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eFiler365

Login to eFiler365 hub

If you have already installed the addin, select Sign In to Sign in or Register a new Account

Login

Are you a new user? Register

Usemame or email address

Password
=
Remember me Eorgot password?

Or login with:

You can always access your eFiler365 hub account here -
https://api.hub.efiler.co.uk/Account/Login

eFiler 365 HH %

1 selected messages

[
-
BB Folders| & /
@ Open manager
filter ( - <
s |

[ Logout

There is also a link to your account from the web addin profile button
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Adding Integrations

Using any browser Jogin to manage your eFiler365 hub account -

@ & Account Integrations & EN T
- Y
Account Integrations
> Microsoft
o Autodesk sean@efiler.co.uk Google
Autodesk
=. Microsoft Integration sean@irradiant.com L y

Once logged in to the eFiler365 hub, navigate to Account integrations and select ‘Add integration’
to make connections to your relevant cloud accounts.

The Microsoft Integration is required to connect to your mailbox. For filing emails to cloud storage
locations add the required cloud specific integration (eg. SharePoint / Autodesk / Egnyte /
Google)

Important - only one eFiler365 account can be used to connect to a single external cloud
account. If a connection is already establised under a different user account name you will be
notified and unable to connect the cloud account to your account. Please contact us if you are
not aware of any similar connection under a different eFiler365 hub account.


https://hub.efiler.co.uk/accounts

eFiler365

Add Cloud Destinations

Once integrations have been added upi will be able to continue to add filing destinations for
eFiler365. Cloud destinations are added directly in the eFiler365 hub, while local/network folder
locations are added from the eFiler Sync Ul - please read more here

Creating destination

Destination types

. SharePoint .
Google Drive
Autodesk

Notes -

You cannot add a cloud location if you have not previously authorised the connection under
Account Integrations.

Cloud locations can be shared from a single user account allowing multiple company users to file
emails using a single account
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Connect to SharePoint filing locations

To connect SharePoint as a destination path for filing emails you must ensure that you have
completed these steps -

1. Under Account Integrations check that you have both a Microsoft Integration and add a
SharePoint Integration

2. Under User Options - SharePoint, specify your Sharepoint Tenant domain

3. first create a connection to Microsoft under add integrations - if you have not already done this
please add an integration first.

4. Under Destinations select Add Destination, select SharePoint and proceed to add the Site or
Folder.

5. Review and set a Path to email folders under User Options, SharePoint (setting a filter

*\ Emails will locate all folders called Emails one level down).

6. Return to eFiler Sync, refresh the location list and proceed to index folders and messages
(optionally set a rescan interval)

7. You will now have access to SharePoint locations in the eFiler365 sidebar in Outlook and can file
and search emails in SharePoint locations

Creating destination

Destination types

SharePoint
Emails

sm@latiude-itneat

w 5 latitudeititd Team Site
» *AII Company
» *Communi[y
» Batitudeitita

» EFointPublishing Hub Site

» Documents

Step 4 - Adding a SharePoint Destination
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Connect to Autodesk filing locations

The company administrator for Autodesk must visit the Autodesk App store and ‘Add'’ the
application.

#1 ALTOOESE fossrv s (e

Acoount Adevin - . LatitudelT - BIM 360 Semdtaox -

MEMEERS CMPANIES ROLES ANALYTICS CETTINGS APPS

eFiler365

T Information  Authomeations  Usige
Add 1o BIM 340

Learn Mare 7 Irradiant Limited

When asked you must authorize the application

) B
=

eFiler365 would like to have access to:

BIM 360 document management

Read and write access to Document Management, including access to folders, documents, models, and issues
Autodesk does not endorse or certify any A nade available on the Autode 360 App €. Autodes ot be
esponsible for a nformation that you share wit Apps e performance or se fs Apps

Once this is complete any use in the organisation can proceed to available Autodesk locations.
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To connect Autodesk Docs as a destination path for filing emails you must first create a
connection to Autodesk under add integrations - if you have not already done this please add an
integration first. You will also require a connection to Microsoft under integrations.

Once you have connected your eFiler365 hub account to Autodesk you can proceed to
destinations to add a SharePoint location. You can add the root location or a sub site.

Creating destination

Destination types

Autodesk
Emiails
@efiler.co.uk
¥ 0 LatitudelT - BIM 360 Sandbox
> )2000 Park Tower

» )4001 London Road

» )4002 Vietoria Mall

> )2003 Somerset House
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Connect to Google Drive filing locations

To connect Google Drive as a destination path for filing emails you must first create a connection
to Google under add integrations - if you have not already done this please add an integration
first. You will also require a connection to Microsoft under integrations.

Once you have connected your eFiler365 hub account to your Google account you can proceed
to destinations to add a Google Drive location. You can add the root location or a sub folder.

Creating destination
Destination types

Google Drive

Emails

@latitude-it.net -

» DmeFiler 365 filing
Weston Park 2024
Videos
Wd234t) 20131007

M TechSmith
Kanbanchi
eFiler

yellow
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Connect to Egnyte filing locations

To connect Egnyte as a destination path for filing emails you must first create a connection to
Egnyte under add integrations - if you have not already done this please add an integration first.

Once you have connected your eFiler365 hub account to Egnyte you can proceed to destinations
to add a SharePoint location. You can add the root location (Example your Shared folders) or a
sub folder path. This location and all sub folders will then be available to select when using
eFiler365.

Creating destination
Destination types

Egnyta

Emails

sean+1@efilerco.uk

¥ *Privan&

> Y9700 Westside Lakes
» Y.9701Glencoe Tower
» Y9702 Newlands Terrace

# 39703 Eastham Depot
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Add Local Network locations

To add local/network locations as filing destinations requires the installation of the eFiler Sync Ul
application. Please visit the section on eFiler Sync

Local locations can be shared from a single user account allowing multiple company users to file
emails using a single account. See_Shared locations.

36/79



eFiler 365

User Options

B User oplions EN

)

Options
B Automatic creation of tags for paths

Exclude from tags

[~ onse 1x )
File Name Template

Cowe ] ] ncers ] rcmatoin ] 5 sece | s seri0 ] srsomms L srsae | st
[ )

Filed email processing behaviour

@D Move filed emails to 'Filed by eFiler'
Delete emails after filing

Leave email in the same folder

o Lo’

User settings are controlled and managed in thegkFiler365 user hub.

User settings can be managed individually or by company policy. If you are unable to adjust a
user setting please consult your system administrator to review any required changes to the

policy settings.
Tag management

Find this setting under User Options in your eFiler365 hub account

= -
@Filer
I8 Automatic creation of tags for paths

Exclude from tags

Lo o x i L] e

[oamixJ e x

Too many tags can leave the user interface cluttered with unnecessary repetitive information.
Use the option to exclude tags which are repetitive and aim to leave behind a clean location
reference that is meaningful to users.

To add a new exclusion type a new word into the field. Complete the entry by hitting enter (it will
turn green as above). Click to save settings to ensure the changes are recorded.

Entries are not case sensitive so ‘'emails’ would exclude ‘emails’ and ‘Emails’

If you modify or add exclude filters you must allow some time for changes to apply and restart
Outlook / reload the addin for the changes to take affect

Existing locations will not be updated, exclusions apply to newly added locations only

It may be beneficial to apply this as a policy.
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File Name Template

Find this setting under User Options in your eFiler365 hub account*

The default file name template is YYYYMMDD hhmmss Subject

File Name Template

Reciplents Sender Sent Sent Sent Sent Third Party
H R.dplenls amw

)

If you would like to change this use any combination of the preset values, spaces and other
characters as required

To add a preset value click on it

To remove a preset value click in the form area and use the backspace to remove the value

Don't forget to add spaces between values as appropriate - and tosave the changes once
complete!

We always recommend starting your file name template with the date and time to ensure each
email has a unique file name and is not duplicated.

*In most corporate environments it is beneficial to apply this as a Policy setting - if you are unable
to make changes, contact your company administrator to review any changes.

Matching paths for filtering

Use this option to guide your Autopilot results to specific folders. Autopilot results are provided
from the indexed results saved by eFiler Sync. You can enter a specific filter here to ensure that
you are always offered an appropriate folder for filing emails to.

# Home [

EN (§) seanlatitudeit

& Account Integrations

=B Destinations Matching paths for filtering

8 User optior Input filter and press enter

& Administration B
Examples -

emails\ will show all folder paths that end in the word emaiils
\emails will show all folder paths that start in the word emails
emails will show all folder paths that contain the word emails
\emails\ will show all folder paths that are called emails exactly
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Move filed emails

Find this setting under User Options in your eFiler365 hub account

User options Maove filed emails to 'Filed by eFiler

Select this option to move filed emails into a subfolder within Outlook called ‘Filed by eFiler’

= Home View Help
c Ignore @ Q
= . @ B|O & -~ @ G/ EQ B2 | [ 5 cuick sweps [
iz Block ~
Mew Delete Archive  Report Reply Reply Forward Meeting Sweep Move Rules = Read / Categorize Flag Pin
w S all b ~ w Unread v v
P Doalata Heport Raspond Mowa Cbcic stops Tags
~ Favorites Filed by eFiler ¥ Q=
B Inbox 2670
B Sent ltems - il
efiler
T Deleted ltems 36
£ Filed by eFiler ~  Last month
- Sean | 7
1035 w 2024-04-15
~ B3 Inbox 2670 eFiler
£ 2023 3
» B3 Efiler emails 35

You may wish to favorite this location to make it easily accessible if you have a long list of Outlook
sub folders.

Note - you can only select either move filed emails or_delete filed emails
Delete filed emails

Find this setting under User Options in your eFiler365 hub account

User oplions B Delete emails after filing

Select the option to Delete emails after filing if you want filed emails to be sent to Outlook deleted
items once filed.

Note - you can only select either move filed emails or delete filed emails
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Autodesk Settings

To successfully connect to the Autodesk APl and ensure your use of the API is efficient you should
complete these additional fields where you intend to file emails to Autodesk Docs

Auth

Visit aps.autodesk.com to setup your application and to retrieve your App ID and Secret to be
used with eFiler365. Read more here

Paths

Add relevant paths where emails will be filed to. These are not project specific but should target
the folders relevant for email filing from your project template / folder structure. Each entry should
start with Project Files/ as all files saved to Autodesk using eFiler365 must target folders within
this path.

Once the paths are added you can proceed to eFiler Sync to index folders and emails (this
process is not automated for Autodesk locations to prevent accidental APl usage)

It is recommended that eFiler Sync configuration is centralised for Autodesk locations to ensure
optimal use and demand on API calls

o
£2 User options (&) sean.atitudeit @ EN

User options

&
E

p

Mail Autodesk SharePoint

M ee O %

Auth

enter-your-aps-app-D-here ] [emer-\_.-clur-aps-app-secret-here ] @

Paths to email folders m
v A  Autodesk Docs

{Project} Project Files/Emails n

Save
[ -
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SharePoint Settings

To optimise eFiler365 for SharePoint it is recommended to specify a path to assist eFiler365 in
discovering only relevant email folders.

The path can work based on adding the tenant or from a specific Sharepoint Site.
A wildcard can be used to indicate how deep the ‘emails’ folder is to be expected.

Select Add to add a new path or use the recycle bin to remove

Once the paths have been specified you can index/reindex the location in eFiler Sync and
relevant locations should become available.

23 User aptions @' sean.irradiant & EN

User options

Mail Autodesk SharePoint

moee o

Paths to email folders m

> w 5, Irradiant Limited Team Site
[ isite} Emails n

w & Bristol Projects

{Site} *\emails n

] |

Sava
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Account options

Change password

Select your profile name on the top right hand side of the Hub to Change password

e m e . =

r

i ; =
©
k.

ﬂ-
Change password
Q Personal settings
a MultiFactor Current password *
= =
2
New password *
’
£
Confirm new password *
=

[

Personal Settings

Select your profile name on the top right hand side of the Hub to edit your Personal Settings such
as your Username, Name, Surname or phone Number
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3 Account @ Manage ﬁl EN
| |

L
A Change password .
Personal settings
.
- MultiFactor User name *
= d 5

MName Surname

> &
]

Email address *
5 net

Phone number

ke

Multi-factor Authentication

By default eFiler365 requires MFA codes by sending a access code by email. If you would prefer to
use your favorite authenticator please enable it under Account Settings, Multifactor

3 Account @ Manage m ' EN
e

A Change password .
MultiFactor
Q Personal settings
:
- - . - - B -
= -
o
’
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Languages

Change the default language for eFiler365 by selecting the appropriate language.

o O B

AR

Account m Manage

Change password

Personal settings

MultiFactor

eFiler365

Current password *

New password *

Confirm new password *

" Save
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Using the eFiler365 sidebar

The eFiler365 sidebar has 3 available talbs -

@ eriler 365 2 X

1 selected messages =

m ©Recent W Favorites

> Q Irradiant Limited... o L
> C\Users\admin\lrra... g L
Ch\Users\admin\rradiant Limited\Residential Projects - Documents |
> CA\_Latitude... g
Managing tags
@ eFiler 365 % X
1 selected messages 2
Il Folders O Recent B AEVEIGE

i,

latitudeitltd X Shared Documents X

* latitudeitltd, Shared
Documents

@ General X

Folders
e Use the folders tab to browse storage
locations

e Add alocation to favorites

e Hover over a location to see the full path

e With one or more emails selected click on
the upload icon to file the email(s)

Recent

e See a list of recently used filing locations

e Click on the edit icon to edit the tags
available

Favorites

e Alist of your favorite locations

e Click on the edit icon to edit the tags
available

The Recent and Favorite tabs in eFiler365
display locations as easily readable tags.

e Click on the pencil icon to edit tags

e Click on + to add a tag to a location

e Select the dot adjacent to each label name
to toggle a tag to be hidden or visible.
Hidden tags remain valid for filtering.

e Select X adjacent to a label to remove a
label

Note - manage label exclusions automatically
by settings 'exclude’ options in eFiler365 hub
settings

Consideration - avoid unnecessary labels by
connecting to your storage location at the
appropriate folder level.
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Using eFiler365 on mobile devices

Once efFiler365 is connected to your Office 365 account it will be available for use on Desktops,
tablets and mobile devices.

Using eFiler365 on Android

Open the email you wish to file

Select the menu bar

Select eFiler365 (drag the window up to reveal the app if it does not appear at first)

Once eFiler365 opens select your location with a single tap and follow through with a second
tap to confirm filing

Some devices are able to show the eFiler catagory mark is applied. The email may move
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10:04 40 0 & »

E 4 & -

Mark as read
Flag

Reply

V> N ©

Forward

Print

Delete

& 9 @

B

Send to eFiler 365 More Add-Ins

OnmeNote
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10:05 [0 () o »

X eFiler 365

1selected messages & -

M Folders © Recent

filter

Ebay emails

Latitude emails

Paypal emails

eFiler emails, eFiler365

Attachments, eFiler emails
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Using eFiler365 on iOS

e Open the email you wish to file

e Select the menu bar

e Select eFiler365 (drag the window up to reveal the app if it does not appear at first)

® Once eFiler365 opens select your location with a single tap and follow through with a double
tap to confirm filing



eFiler Sync

To facilitate folder and email indexing requires the installation of the eFiler Sync Ul application.
eFiler Sync can be installed and applied in one of 2 ways (or a combination of both) -

Standalone mode - Suitable for individual users with 5 or less users. Each installation is
managed by the user and files emails on behalf of the user. The software is active when the user
is logged in to their computer. Jump here

Server mode - Requires more advanced setup and a minimum of 5 licences. A centralised
approach to provide common access to a list of shared filing locations. eFiler Sync is run in server
mode as a service (typically install on a server running 24/7/365). Jump here



eFiler Sync Standalone

Saving emails to local folders requires you to install the eFiler Sync Ul desktop client.

Download the latest eFiler Sync Ul client.
Install the software by double clicking on the installer

eFiler Sync UI

: 12112
v 7w 21/05/2024 a

The software will autorun once the installation completes and can be found in the system tray
(look for eFiler Sync Ul)

@ eFiler Sync Ul @ eFiler Sync Ul d

S U B sm@latitude-it.net

C\_Latitude IT\_Emails
C\

latitudeitltd Team Site

Sign in to your account

Sign in

Standalone, v1.0.41.48477

Sign in to your eFiler365 hub account and use the + icon to add local/network filing destinations.
Cloud Locations must be added in the Hub under destinations.


https://auto-dist.s3.eu-west-2.amazonaws.com/eFiler SyncService/eFiler.Sync.x64.msi

@ eFiler Sync Ul

HEE

Project Ema

CLL

CA T Delete

¥ Unpublish

To remove locations use the side memu ( ... ) to select the option to Delete a location.

@Filer
Destinations
C === B0
G o wob iing (~] 8]
g [ [ B0
( o ] Ba

Once a location is added it will become visible within your eFiler365 hub as a destination.
Conversely if you have added a cloud destination in the Hub you will see it appear in eFiler Sync.



eFiler Sync as a Service

This section is intended for company administrators, and is the typical option used for a
centralised / server deployment.

worites
= File Action View Help
@ eFiler Sync Ul _ o x BEE|HmE renmnp
o =0 B sean@irradiant.com & Senvices (Local) N
eFiler.Sync Name Description Status Startup Type Log On As
Ci\Users\admin\lrradiant Limited\Residential Pro... ... Stop the service ‘:“‘?g:g"umc Service Host The D!Egnu"' Running - Manual Local Senvice
Restart the service ‘& Diagnostic System Host The Diagno... Running  Manual Local Syste...
b ‘&L DialogBlockingService Dialog Bloc... Disabled Local Syste...
latitudeitltd Team Site o ‘£ Display Enhancement Service A service fo.., Manual (Trig..  Local Syste..
De“”F’t'O_”: L Display Policy Service Manages th... Running  Automatic (..  Local Service
z:r’"(:a[\\ssetr:ri:twm;tkezr:jolisalyfolidt:rssave ‘&) Distributed Link Tracking Cli.. Maintainsli.. Running  Automatic Local Syste..,
Ci\_Latitude IT\_Emails using Outlook plugin. ‘ClhDistributed Transaction Coo... Coordinates... Manual Network S...
ELDNS Client The DNS Cli...  Running  Automatic (T.. Metwork 5.
‘ChDownloaded Maps Manager  Windows se... Automatic (.. Metwork 5.
LatitudelT - BIM 360 Sandbox & eFiler.Sync Sync service.. Running  Automatic Local Syste...
‘ChEmbedded Mode The Embed... Manual (Trig... Local Syste...
{ELEMCO Remote Installer & This agent a... Manual Local Syste...
‘CLEncrypting File System (EFS)  Provides th... Manual (Trig... Local Syste...
&L Enterprise App Managemen... Enables ent... Manual Local Syste...
'Ll Extensible Authentication P... The Extensi... Manual Local Syste...
Gk Fax Enables you.. Manual Metwork 5.,
‘CLFile History Service Protects use... Manual (Trig... Local Syste...
ELFileSyncHelper Helper servi... Manual (Trig..  Local Syste...
Lk Function Discovery Provide... The FDPHO.. Running  Manual Local Service
GLFunction Discovery Resourc... Publishesth.. Running  Manual (Trig...  Local Service
Client, v1 Extended /(Standard

eFiler Sync can be installed and run as a service. The benefits are as follows -

eFiler Sync continues to run when the user is logged off. This means any email filed while the
service is running will be saved into the destination folder (assuming server availability).

Where companies adopt a centralised approach it is not necessary to install the standalone
eFiler Sync Ul client on individual user computers.

A single instance of eFiler Sync running as a service can be used to share locations to other users
within the organisation*

To install eFiler Sync in server mode -

Download the latest installer for eFiler Sync Service (note this is different to the standalone eFiler
Sync application)

Double click the installer or run the installed from an elevated command line. The installer will
register the eFiler.Sync service and it will also install the eFiler Sync Ul client (in Client mode)

*Note that any locations accessible to this user and shared with others will become accessible
filing destinations for all users within the company. Only users with permission to access the
folder in Windows Explorer will be able to open the folder and review saved emails but if the
location is made available within eFiler any user the location is shared with will be able to file
emails to the location.


https://auto-dist.s3.eu-west-2.amazonaws.com/eFiler SyncService/eFiler.Sync.Service.x64.msi

B eFiler Sync Ul - O X & eFiler Sync Ul - o X

o LS B0 sean@irradiant.com

Sign in to your account

\WlocalhostiUsers\adminiirradiant Limited\Residential Projects - Documents

Signin

Next open the eFiler Sync Ul client, sign in using your company admin account and add locations
using UNC paths (required when eFiler Sync runs as a service which does not have access to
mapped user drives)
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Location Search function

@ eFiler Sync U O %

+ C 7 Q sean@irradiant.com

C:\Users\admin\irradiant Limited\Residential Projects - Docume... -
Folders indexed: 731 ©

CAUsers\admin\Irradiant Limited\Clients - Documents
Folders indexed: 459

Ywd23\Projects
Folders indexed: 217434

Client, v1.4.2

Open Sync Ul from the system tray (look for the eFiler Icon near the time) and locate the search
function

@ eFiler Sync UI
<
1004

YWwd23\Projects\1000 A street, Paddington
Viwd23\Projects\1000 A street, Paddington\attachments
Wwd23\Projects\1000 A street, Paddington\Billing records
\\wd23\Projects\1000 A street, Paddington\Contractor

\iwd23\Projects\1000 A street, Paddington\Contracts

Type to search for known locations
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Add a new filing destination for local/network drives

Add a new destination in eFiler Sync for filing to local/network locations. If you are using eFiler
Sync in service mode add the location using the UNC path.

(@ eFiler Sync UI O %

+ O B & sm@latitude-it.net

Projects

EJ10 89 11

A LatitudelT - BIM 360 Sandbox
Eaefg113

BB C:\mklink
FosfA 27

B /data
FEJofo

B SMD R,
£ 217443 [~ 3569

BB C:\ Latitude IT\_Emails
£ 49 [~ 348972

B C:\Users\sean\irradiant Limited\Clients - Documents

£ 461 [ 227

& 4000 Park Tower
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Share, Rescan or Delete a location
@ eFiler Sync UI O %
sl sean@irradiant.com

C:\Users\admin\Irradiant Limited\Residential Projects - Docume... -
Folders indexed: 731 ©

CAUsers\admin\irradiant Limited\Clients - Documents
Folders indexed: 459

VWwd23\Projects
Folders indexed: 217433

@ eFiler Sync UI

< \\wd23\Projects

COMMON
o Publish

INDEXING
O Folders indexed: 217433

Rescan

Client, v1.4

Select Publish to share the location with all users in your company (only available when logged in
as an admin account user)

Select Rescan to refresh the index

Select Open to open Windows Explorer at the selected location

Select Delete location to remove the location from eFiler sync
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FAQ

What does the eFiler (download) category mean?

You will see the efFiler (download) category applied to emails which were queued for filing. If the
status does not change or progress to the green eFiler Category it indicates that although the
message was queued for filing the action was not completed. This could be because the eFiler
Sync instance is not available or there is no destination folder suitable for filing the email to (in the
case of automated filing). You can attempt to file the same email again after checking storage
and folder availability.

Why does eFiler search only displays 50 emails - there are more emails saved in my folders?
This is expected. eFiler will show the 50 most recently filed results by design. This limitation
ensures results are delivered quickly and the User Interface remains responsive and efficient. To
access more relevant data please add or adjust your search criteria.

Can | see where an email was filed to?

If an email was filed it will have the eFiler category applied (this is a green category marker). The
person who has filed the email will be able to see the location the email was filed to at the bottom
of the eFiler365 side bar when selecting the email in Outlook. If the email was recently filed you will
also see the email in the search results and can hover over the email subject to see the full path
of where the email was filed to.

How many emails can I file at once?

With eFiler365+ you can do bulk email filing by moving emails into predefined folders using folder
rules. This may not be necessary if you are already using eFiler365+ as emails could be filed away
simply by regular activity in Outlook without additional effort. With eFiler365 you can file up to
around 100 emails at a time (this is a limitation of New Outlook)

eFiler Sync says it cannot connect (eFiler Sync installed in Server/Service mode)
Please check the Windows services and ensure the eFiler.Sync Windows service is started and
configured with relevant credentials (if required)

The eFiler hub Home page is blank is this expected
If everything is configured the page will be blank - this is expected for now. We hope to display
more information on this page in future

There is no search icon in Outlook like there was in the old version

Correct. It is not possible to provide the same functionality in eFiler365 due to Microsoft
limitations. We recommend creating a browser shortcut and adding this to the system tray for
quick and easy access to eFiler365 search.

I don’t see any results in eFiler365 Search

Please check your indexes in eFiler Sync. You may re index folders and messages separately.
Please allow some time while indexing completes before expecting full search results but you
should start seeing results quickly as the emails/folders are discovered. You can refresh your
browser window or change search criteria to refresh the resulits.



Which accounts can | use eFiler365 on?

eFiler365 works directly with your Microsoft exchange account. Each account works
independently - web applications for Microsoft Outlook do not traverse multiple tenants. If you
have multiple exchange accounts spanning multiple Microsoft tenants eFiler365 must be
registered separately against each account. A single eFiler365 account is for a single exchange
account. Using multiple domain aliases on a single exchange account is not a problem.

Do I need to pay for cloud storage or are there additional costs involved?

No - the only costs involved are those displayed on the shop page as a per user/per licence fee
which is available either as an single annual payment or as a monthly recurring charge. Your
data (filed emails and search indexes) remains within your control and within your own storage.

How can | get support?

All support should be requested by email from a single company contact in the first instance. The
more information you are able to provide the better and faster the resolution will be. Please
consider adding screenshots or screen recordings to share detail on your setup and the issue
you are facing. It is a requirement that any support request must be handled by a user
competent of following basic instructions - if you are not clear on any of our responses or if they
are too technical to understand or it is too difficult to gather the required information requested
please consult with your IT support team who should be able to assist.

Can you connect to my computer and do it for me?

Yes, we can - but please understand this level of support is not included in our standard pricing
and may incur additional charges. Our standard support includes email support and requires
the recipient or their IT team to be competent in completing any required steps.



Troubleshooting

Troubleshooting email filing

Symtoms -
You have added locations but nothing happens when you file an email
Emails are tagged eFiler Download and nothing else happens

Solutions -

Check if eFiler Sync running, logged in and authenticated

Is the destination storage available to eFiler Sync

If eFiler Sync is running as a service check to make sure that the account it is running under has
access permissions to the destinations added

Has eFiler Sync indexed the locations - compare the folder count of the index and consider a
rescan. Use the search feature in eFiler Sync to review which folders are known to the index.
Check in gFiler hub that the integration is authenticated

Confirm your subscription is valid within your account

Locations on the folder tab don't expand

If the locations available in the Outlook sidebar on the folder tab will not expand it is likely that
eFiler Sync is not online or that your authentication token has expired. Please check eFiler Sync for
the appropriate location is running and that each appropriate storage specified has access to
the target folders. You will see a warning triangle if the target folders are unreachable. Please
also revisit integrations to confirm all integrations are authenticated. Please also check you are

running a current version of efiler Sync.
Emails are marked for download

If emails are marked for download and do not receive the final catagory mark it means the emaiil
was queued for processing but the task was not completed. This could be for a number of
reasons -

® c¢Filer Sync is not available
® The email meets the requirements for rule processing but does not match any destination
folders

Check that eFiler Sync is running and connected to both the eFiler Hub (check general
connectivity) and that the target folders are accessible from the computer where efFiler Sync is
running. Please check you are running a current version of efiler Sync.

Troubleshooting eFiler Sync

eFiler sync is running as a service
When eFiler sync is running as a service it will run under the SYSTEM account by default. The
SYSTEM account does not have access to mapped drives. Mapped drives are assigned to users


https://hub.efiler.co.uk
https://efiler.co.uk/my-account

eFiler 365

only. In order for the service to index locations ensure the following -

e Specify the locations in eFiler Sync Ul Client by using their UNC paths

e Where required set the serice to run under an account that has permission to access to
target destination path specified*.

*If you are running a seperate NAS you may need to create a user with the same username and

password as your domain (if the NAS is not AD integrated)

File Action View Help

L Al IEREYE

B v enw

C Services (Local) . Senvices (Local)
eFiler.Sync Mame Description Status Startup Type Log On As
) ﬁ eFiler.Sync Sync service.. Running Automatic Asean.latitudert
i £ Embedded Mode The Embed... Manual (Trig... Local System
GHEMCORemote
L‘i’EEncr}'pling File = ownerTER
ription: oy "
g::z si:tnfilce that enables you to save ? Enttrpfsse APP  Genersl LogOn Recovery Dependencies
emails to network or local folders "‘5 Extensible Aut _
using Outlosk plugin. hFax Log on as: k
ZhFile History Ser (7) Local System account
E)FileSyncHelper Allow service to interact with desktop
{( Function Disca
(€} Function Disca
_c:(; GameDVR and Password: |ocoo&oo&oocoo&o |
Sk Gamelnput Ser
€}, Geolocation Se Confim password:
-&’ Google Chrom
{,-'e Google update
3,‘_‘-;55 Goeogle update
35'3: GraphicsPerfSy
{2 Group Policy C
£ Human Interfa
€} HV Host Servic
£ Hyper-V Data £
Z Hyper-V Guest
532 Hyper-V Guest
& Hyper-V Heartl
& Hyper-V Powel oK Gl Pooly
&k Hyper-V Remao i ; S

(®) This account: |.\sea Browse ..
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Notes for System Administrators

Assign eFiler365 to Multiple users

Log on to the Microsoft 365 admin center with your Global Administrator account.
On the left click Show all and go to Settings — Integrated apps and click Get apps.
Search for eFiler365 and select Get it Now

On the Add users screen, select an option under Assign users, and click Next.

vk wh =

On the Accept permissions requests screen, review the app permissions and capabilities,
and click Next.

6. On the Review and finish deployment screen, review the information and click Finish
deployment.
Wait a few minutes for the deployment to complete.
According to Microsoft, it can take up to 24 hours for a newly deployed add-in to appear on the

app ribbon in your users’ Outlook mailboxes. Your users may need to relaunch Office to view the
add-in icon on the app ribbon.
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Azure Permissions

This section is provided for information and troubleshooting only. Deploying eFiler as an
application would automatically grant eFiler adequate permissions for operation.

eFiler365 connects to each users account to process emails on their behalf. In order to facilitate
this the first person to install the addin will require global admin permissions for the tenant to
‘allow consent’ which will allow subsequent users to install the addin. Once installed you can find
the permissions in your Azure portal under Enterprise Applications, All Applications, eFiler365
(now know as Microsoft Entra ID)

The following are extracts from a previously configured tenant -

= Microsoft Azure £ Search resources, services, and docs (G+/)

All services » | Enterprise applications » Enterprise applications | All applications » eFiler 365 Production

il eFiler 365 Production | Properties

Enterprise Application

B save X Discard [i] Delete &7 Got feedback?

8 overview

View and manage application settings for your organization. Editing properties like display information, user sign-in
E]] Deployment Flan settings, and user visibility settings requires Global Administrater, Cloud Application Administrator, Application

Administrator roles. Learn more.
#. Diagnose and solve problems

Some of the displayed properties that are not editable are managed on the application registration in the application's
Manage home tenant.

= = I TR
il! properties Enabled for users to sign-in? © 'm Ne )
&8 Owners MName (D
a Roles and administrators =
Homepage URL © | https://efiler.co.uks ]
&8 Users and groups
Lage @
:l') Single sign-on
P Provisioning
©  self-service
Application ID & | Lx'l
Security Object ID (D | E’_‘l
& Conditional Accass Assignment required? () .: Yes No
% Permissions . = e
Visible to users? (O [ Yes No
@ Token encryption
Motes ©
Activity
D sign-in logs

i Usage & insights

B Auditlogs
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eFiler365

e pemwom

Home @ Enterprize applications | All appications * eFiler 355 Production

[T1]
B Enterprise Application

-]

CvRniew

m Deployment Flan

¥ Disgnose and sohe prablems.
> Manage

w Securty

% conditional Access

£ Pormissions

1 Token encryption

o

Acteity

w

Traubleshooting + Support

=N

= eFiler 365 Production | Permissions

" Review permissions ) Refresh &7 Got feedback?

Eedow it the It of permisiions that have been granted for pour organization. As sn administrater, you can grant penmisssons 1o this app on behalf of 8l users (delegated permissicns). ¥ou

Leam more [

ou can neview, revoke, and restare permisions.
Leam more

T configure requested permissions. Sar apps yow awn, use the app regisiration.
Apphication registratisn

Admin consent User consent

2 search permissians

AP mame Claim value

Microsatt Graph (104

Microsoft Graph MailBead

Microsodt Graph Mail fead Shared
Microsodt Graph Mail ReadWrite
Microsodt Graph MailReadWrite Shared
Microsoft Graph offfine_access
Microsoft Graph Sites.Azadall
Microsoft Graph Sites Avadwiriteall
Microsoft Graph Wser Read

Microsodt Graph MailboaSettings Readwite
Microsoét Graph GroupMember Read All

Permission

Read user mail

Read user and shared mail

Resd and wribe acoess bo user mail

Fead and write user and shared mail

Maintain access 1o data you have ghven it access 1o
Fead items in all site collections

Edit or delete items in all site collections

Sign in and read user profie

Read and write user mailbax settings

Read group memberships

Delegated
Delegated
Delegated
Delegated
Delegated
Delegated
Delegated
Delegated
Dalegated

Note that all permissions requested are delegated permissions which requires the user to login
securely with their credentials to enable processing.
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Installing eFiler Sync Ul on Windows

eFiler Sync Ul is the desktop component that enables users to bridge their eFiler Hub account to
local/network folders to facilitate email filing to client or project folders. eFiler Sync Ul is provided
as 2 different installers.

eFiler Sync Standalone installation that installs under the user profile typically found here - C:
\Users\ %username% \ AppData\Roaming\Irradiant Ltd \ eFiler Sync Standalone (x64 edition)
\ eFiler.Sync.ul

eFiler Sync Client installation that is installed along with the eFiler Sync windows service and is to
be found here - C:\Program Files\Irradiant Ltd\ eFiler Sync Client (x64 edition)

The efFiler Sync Client / Service combination is required where you want to run the application on
a server (can be unattended). Please remember that services do not have access to mapped
drives when the user is logged off so make sure you add locations using UNC paths or a localhost
path reference.



Installing eFiler Sync Ul on Linux

Running the eFiler Sync Service on Linux is appropriate where one or more of the following is a
consideration -

® You want to host eFiler Sync on AWS or a similar web server (Your office is cloud based)

® You do not need to index Windows file shares/servers locations

® You need to index Linux based systems or Cloud locations centrally for all users

eFiler Sync service installation for Linux can be achieved by following the steps below (tested on
Ubuntu 22.04LTS) -

Create a folder for installation eg. /efilersync

Request the Linux installer files from support@efiler.co.uk and copy them to the installation folder
(use ssh / WinsSCP)

Assign appropriate permissions to the folder and files using chmod (ensure that
eFiler.Sync.LinuxService is set to be an executable file)

Use nano (or an appropriate editor) to create and edit the sync service file eg. sudo

nano [etc/systemd/system/efiler-sync.service

Copy paste the contents below editing the user to the appropriate user

[Unit]
Description=eFiler Sync Service
After=network.target

[Service]
WorkingDirectory=/root/eFiIer.Sync.LinuxService
ExecStart=/root/eFiler.Sync.LinuxService/eFiler.Sync.LinuxService \
--urls http://0.0.0.0:63340 \
--environment Production
Restart=always
User=root

[Install]
WantedBy=multi-user.target

If you are using nano press CTRL and O to save (enter to confirm), then CTRL and X to edit nano

Save the service file and exit the editor
Register and start the service using the commands below

sudo systemctl daemon-reload
sudo systemctl enable efiler-sync

sudo systemctl start efiler-sync

check the service is running systemctl status efiler-sync



To manage the service you should install eFiler Sync Service Client.

Once installed close the eFiler Sync client, locate the installation directory and edit the
appsettings.Production.json file

Under Grpc, edit the BaseUrl to point to your Linux instance, the edited configuration should
contain something similar to what is shown below

"Grpc”: {
"BaseUrl": "http://192.168.200.234:63340"

}

Now you can launch eFiler.Sync Ul Client from the start menu

To add a Linux destination click on + and specify the exact path where your folders are located on
Linux

OR

If you are using cloud storage locations you can proceed to index the locations

Notes -

® Remember Linux paths are case sensitive so check all paths are specified correctly

®* You may need to restart the service once things are running to ensure changes are detected
automatically

® The service cannot be used to index Windows locations (you should use a Windows version for
that or mount the windows folders in Linux but this is not tested)



Control the rescan interval of eFiler Sync

When a location is added to eFiler Sync it is automatically indexed. When subsequent folders are
added to the file system they are normally detected automatically. A rescan is required where
computers are offline while folders are added or where you want to ensure the complete folder
list is refreshed.

You can control the rescan interval of eFiler sync by editing the values in the following file -

Where eFiler Sync is installed in User mode -
C:\Users\ %username%\ AppData\Local\ eFiler.Sync\ options.json

Where eFiler Sync is installed in Service mode -

LocalSystem - C:

\Windows \ System32\ config\ systemprofile\ AppData\ Local\ eFiler.Sync \ options.json
Running as service with credentials - C:\Users\ %username%
\Apquto\Loccll\eFiIer.Sync\options.json (%username% will be user service is running under)

{

"IndexIintervalTime": "00:30:00",
"ScanStartTime": "00:00:00"

}

IndexintervalTime can be set in the format 7.08.09.10 where 7 represents days, 08 represents
hours, 09 represents minutes and 10 represents seconds between rescans

ScanStartTime is used to control the time from which the interval time is calculated and is
represented in hours, minutes and seconds.

Set and adjust the rescan interval to suit your requirements. Remember in most cases if eFiler
Sync is running as a service on a server it should require less frequent rescans. Please restart the
service after adjusting the interval or start time.

Please note that cloud locations are only indexed manually and are not indexed on any schedule
defined above. This is by design to reduce API calls.



Policy Settings

This section is intended for system administrators

In order to apply policy settings you must be assigned the Company admin role on your eFiler365
hub account. This will normally be the first person who initiates contact with us. Additional
Company administrators can be added or removed as required. Please contact support to
request any changes.

Enforce a policy setting

@Filer

B Automatic ereation of Tags for paths |"—

Exclude from tags

File Mamé Termplate ‘:}
 ovte | ] macouots | meciiens s ] 5 | sencue | sercer s | sentvo | saneenmnes | sontna | suntvv | sest vy | suoect
[

-/
[ s | s |

If you wish to apply a setting to all company users please login to the eFiler365 hub as a company
administrator, locate the setting under user settings and use the toggle to enforce the policy on
all other company users. Once set only company administrators will be able to modify the setting.

Shared locations

To share a location navigate to your destinations in eFiler365. Company administrators will be
able to share and unshare filing destinations.Once a destination is shared it becomes available
to all other users within the company.

Destinations

- ————— =30
G« —— ~] 8]
¢ T T, ao
R S an

Toggle the publish icon to share/unshare a location

Notes - you can share a location to users even if they have no direct access to the location. The
share is dependant on access rights of your own account and which folders your account has

access to. Where required you may want to setup a specific user account for the eFiler Sync Ul



service. It is important to note that even if a user can browse to file emails in folders they may not
have direct access to they cannot gain access to the folder directly through eFiler.
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Enable .eml file preview in Explorer

Complete the steps below to enable preview of .eml files in Windows Explorer. Modifying the
registry requires local admin rights

Right-click Start and select Run.

Type regedit.exe and select OK.

Locate the following registry key - HKEY _CLASSES _ROOT \ .eml

Select the .eml key and right click and select New and then Key

Name the new key shellex

Select shellex and right click again to create a new subkey -
{8895b1c6-b41f-4clc-a562-0d564250836f}

7. Select the new key and double click on the (Default) value on the right and set the
value to -

{92dbad9f-5025-49b0-9078-2d78f935e341}

o0k wDN R

B Registry Editor
File Edit View Favorites Help

Computer\HKEY_CLASSES_ROOT\.emlshellex{8895b1c6-b41f-4c1c-2562-0d5642 50836}

OpenWithProgids Mame Type Data
3 ":':'fte"“"*"ﬂ'er 3k (Default) REG_SZ {92dbadaf-5025-49b0-5078-2d 781935341
~ shellex

|[7_ {B895b1cb-ba1f-ac c-a562-0d564250836¢}|

E Y

View .eml file attibutes using Windows Explorer

It can be useful to display additional arrtibutes for .eml files in Windows Explorer.

Hame Date modified Tipe e Date created Title From addresses To addresses

ﬁ 20220028 222110 Jeiry s Tewr Mucregedi 355 Copilet Developer Campoaml 050072025 1658 E:nad Message M KE 0T84 130

The following fields are available -

From

From Address

Authors (includes From and From Address)
To

To Address

Subject (or Title)

Date Sent
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Licensing and activation

Trial users are free to use all of the features available to eFiler365+ for 14 days after which time the
account will become inactive unless a valid licence is purchased and assigned.

eFiler365 is licenced per user where each user can be active on a single device at any given time.
Licensing of generic accounts is subject to approval (please also reference important
information on shared mailboxes here).

Licenses can be re-assigned to new user accounts by recovering licences from inactive users.
Only users with active licences are able to process emails for filing.

It is recommended to purchase one more licences than you have users where the additional user
can be used for the central configuration and installation purposes.

Each user must be assigned a unique email account and eFiler365 licence.
Users can be allocated to your company licence automatically by associating your domain
name with your account. Additional tools are available for bulk user registration, please ask for

details.

For pricing and to purchase licences please visit our online shop here.


https://efiler.co.uk/shop/

Setup Requirements for working with Autodesk Locations

To establish an APl connection to Autodesk you must complete these steps -

Setup an application in APS - Autodesk Platform Services - learn more here
Add a custom integration from acc.autodesk.com (or in each relevant region you need to
access) — Account Admin — Custom Integrations

3. Inthe eFiler365 Hub under Integrations make sure you have both Microsoft and Autodesk
integrations added

4. Under Destinations select Autodesk and add your region
Apply the ID and Secret to your Hub account under User options — Autodesk

6. Set filters for the target email folders, example - Project Files\Emails (in the eFiler hub under
settings — Autodesk). Save changes.

7. Install eFiler Sync and sign in using your eFiler hub account / Microsoft account

8. Index the folders and messages and configure a rescan interval (this should be run centrally
and shared for the benefit of shared, centralised processing so rescans should be limited).

9. From the add in within Outlook you should be able to see your Autodesk region and be able to
file emails to an appropriate folder(s).


https://aps.autodesk.com/
https://acc.autodesk.com
https://hub.efiler.co.uk/

Register an Application

Click on your profile Icon and select My Applications

Select Create Application

Enter a name for the application (example: eFiler365)

Select Traditional Web App and Create

Record the Client ID and Client Secret provided as you will need these later

Under Callback URL add the following entries (save any changes as they are applied) -
https://api.hub.efiler.co.uk/api/app/o-auth/token/3

Under API Access select the following APl Endpoints

API Access B APIs selected v
- . s O aec pata Model AP
|:| Application Management API
B Autodesk Construction Cloud AP
B e1m o360 A
El Bu wected AP]
O g
Team Assignment B Data Management API
. Design Automation AP]
D e Engine AP
D ng Data Model AP]
B Model Derivative AP
[ parameters AP
Collaborators [ Premium Reporting AP1
p. Learn maore Reality Capture API
O tandem Data A
. Token Flex Usage Data API
B e AP

Under Collaborators specify who can use [ access this API key.

You should receive a confirmation email from Autodesk to confirm your application has been
created. Next,
navigate to ACC to setup a custom integration to allow the API access to your projects.
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Add a custom integration

Visit Account admin in the relevant domain. acc.autodesk.eu or acc.autodesk.com
Select + Custom Integrations

Insert the Client ID generated when you Setup an Autodesk Application

Enter a custom integration name - eFiler365

Click Add

You should now have access to projects through eFiler in the relevant zone.

Add custom integration

Account 1D

NEtOAIAY I Dds pmx@vGRCnnzX AoJwm

s drteagialiin naie *

Lribed il cusbain irbegiati e eFiler

Lrles your description for your custum integration

Set the key and secret in the eFiler365 Hub

Finally login to the gFiler365 hub as an administrator.

Navigate to User Options and Auth

Complete the Autodesk Auth fields by providing the key and secret from the application you
created in APS.

Click on Save.

Optional - you can toggle the policy option to deploy the same auth settings for all company

users.
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Additional Autodesk considerations

Working with Autodesk Docs relies on making API calls to the Autodesk Data APIs. These calls can
be significantly reduced and optimised in several ways

We index email data when you file an email - centralising the processing of eFiler Sync will reduce
API calls and the requirement to rescan locations for updates. In our view it is critical to follow this
advice where you have multiple users accessing the same project data.

Specify a folder path in settings to limit the folder set that eFiler Sync must consider for indexing.

A typical entry might look like Project Files/Emails where each projct contains a specific folder for
filing emails.

Multiple entries can be added but it is most efficient when you limit the number of locations
added

If you need to consider sub folders of the path added each sub folder path must be added
seperately (this is by design to limit un-necessary queries)
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Autodesk locations are prevented from following the rescan schedule in eFiler Sync (by design).
If you need to rescan your folders or emails please trigger a rescan manually.
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eFiler Sync Indexing Configuration

eFiler Sync relies on 2 controls to maintain the index of locations. The primary index is generated
by eFiler Sync when a location is added and then it is updated/renewed periodically based on
the scheduled rescan interval. Edit the line that reads Indexinterval”: "1.00:00:00". The format is
days.hours:minutes:seconds. To adjust the rescan interval edit the files mentioned below -

Standalone installation -
C:\Users\%username% \ AppData\Roaming \Irradiant Ltd \ eFiler Sync Standalone (x64)
\ eFiler.Sync.Ul\ appsettings.Production.json

Service mode installation (based on teh version that was installed) -
C:\Program Files\Irradiant Ltd \ eFiler Sync Service (x64)
\ eFiler.Sync.Ul\ appsettings.Production.json

In addition to the rescan interval eFiler Sync will monitor the folder for changes when it is running.
In most cases changes will be detected and added to the index automatically. The rescan
interval is there to ensure the index is checked and refreshed periodically should live edits not be
detected. Rescanning is more important where the application is shut down for periods of time
while colleagues may be adding and removing locations. The optimum solution is to install eFiler
Sync in Service mode on a server to allow for instant updates to be recorded as changes are
made by others.



Log Files for eFiler Sync

Standalone mode - Log files for eFiler Sync running in Standalone mode will be located in the
roaming profile path
C:\Users\ %username% \ AppData\Local\ eFiler.Sync\Logs

Service mode - Log files for eFiler Sync running in Service mode will be located in one of the
following paths -

C:\Windows \ System32\ config\ systemprofile\ AppData\ Local\ eFiler.Sync \Logs (default -
where the service is running under the SYSTEM account)

or

C:\Users\ %username% \ AppData\Local\ eFiler.Sync\Logs (where the service is set to run under
a specific user)

Additional Microsoft Resources

Learn how to Uninstall Office from a PC

Read more on browser requirements here


https://support.microsoft.com/en-gb/office/uninstall-office-from-a-pc-9dd49b83-264a-477a-8fcc-2fdf5dbf61d8
https://learn.microsoft.com/en-us/office/dev/add-ins/concepts/browsers-used-by-office-web-add-ins

Known limitations

The following are known issues within Microsoft Outlook (classic and New) in relation to the use of
web add-ins that eFiler365 cannot control.

These limitations are inherent to Outlook itself and may be addressed by Microsoft in future
updates. However, they currently affect how eFiler365 functions within the Outlook environment.

Limitations when using eFiler365 with Classic Outlook

® Users can only work with a single email at a time - for selecting multiple emails at once
please use the browser or New Outlook Desktop client (this can be overcome with the use of
drag and drop folder filing available to eFiler365+ subscriptions)

Limitations and characteristics specific to New Outlook | Outlook online

e There is a limitation in the number of emails you can select or process at once (in theory 100
but sometimes less). Bulk filing can be achieved in New Outlook through the use of folder filing
(available to eFiler365+ subscriptions)

e File and email drag and drop functionality of New Outlook is more restricted. This may be
overcome through the use of folder filing (available to eFiler365+ subscriptions)

e New Outlook typically uses more memory as as web app

General Microsoft Limitations (applies to the use of eFiler365 in both New Outlook and Outlook

Classic)

® c¢Filer365 is available a web add-in for Microsoft Outlook and connects to your Microsoft email
account. Web add-in functionality is limited to accounts that you can sign in to (not shared
accounts with no credentials or no Microsoft license). If you want to use eFiler365 on a shared
email account you must first convert it to a full functioning mailbox which will allow you to
assign an eFiler365 license to the account. Read more on shared mailboxes here.

e No event hooks are available for sent items and it is therefore not possible to intercept or
prompt to save sent messages. This issue may be overcome by using rules to file emails
automatically (available to eFiler365+ subscriptions). Subscribers may also opt to maintain
access to eFiler+ for classic Outlook to retain access to a prompt to save feature available for
Outlook classic.
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