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e Imports folders and subfolders directly into existing workspaces
e Imports multiple documents at the same time

e Filter just those extensions needed to be imported

e Integrated into Filesite and Desksite clients

e Customisable limit for number of files to be imported

e Extracts Email fields from MSG files (from, to, cc, sent, received)

e Converts EML to MSG during import
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1. Support

For support, please contact support@uclogic.com
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2. Installation

First ensure all Worksite clients are closed. This includes Outlook, Desksite and any
integrated applications (e.g. Word, Excel, Powerpoint, Acrobat)

The installation process updates registry keys in HKEY_LOCAL_MACHINE, so you
need to install the application as a user that has rights to update this part of the registry.

Run the setup.exe and follow instructions

When prompted for the licence key, enter the supplied code. If you enter any other code,
you will install a trial version only. The trial version can be changed to a full version at a
later date by adding the full licence code. Instructions on how to do this will be supplied
with the licence code.
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3. Configuration

The installation sets a number of registry keys that determine the way the application
operates. (HKEY_LOCAL_MACHINE\Software\UC Logic\UCImportFolder)

The Import tool uses the following registry keys:

Registry Editor

File Edit View Favorites Help
Trolltech <[ Name Type Deto
S 5] (Defautt) REG.SZ (value not set]
el pnr;; |dm 3b) DeleteOriginalDocOnlmport REG_SZ ¥
UCF’J";:FnI;erEr 28| Extensions REG_SZ MSG, MIME[BMP, BMP|DOC, WORD|DOCX, WORDX|GIF, GIFIPEG, JPEG|IPG, JPEGILFD, LFM32|LPD, LFM32/XFD,.L
b] .
UCOrphanedDocs 28] LicenseKey REG_SZ 1111111111
Videol AN -_:Wstuplm!uu.rtonUpparLumwt REG_SZ ¥
Vision Objects 28] UpperLimit REG_SZ 1000

DeleteOriginalDocOnimport | Determines if the import tool moves or copies the docs (this
just sets the default for the check box on the dialog)

Extensions Determines the file extensions to import and the associated
application code/document class in Worksite database.
These are entered as values separated by commas, e.g.
DOC,WORD,LETTER. Multiple entries are separated by |
symbol, e.g,
DOC,WORD,LETTER|XLS,EXCEL,SPREADSHEET

The format is :
extension,application,docclass

LicenseKey License key, any number other than the proper code will
result in the application running in trial mode

StopIimportOnUpperLimit Determines if the import process should allow the user to
still import docs if the total number of docs to import is
greater than the UpperLimit value

UpperLimit Determines how many docs can be imported before a
warning message is displayed.

DefaultDocClass The default document class to use if an invalid one is
defined in Extensions registry key

Log Y/N — specifies if a log file is generated

ShowAmendButton Y/N — specifies if the Amend Application List button is visible

It is recommended that this is only setto Y for
administrators. Users should not have this option visible.

ShowAdvancedButton Y/N — specifies if the Advanced button is visible
Default =Y

As the application is used, the user’s settings will be saved to
HKEY_CURRENT_USER\SOFTWARE\UC Logic\UCImportFolder

B Registry Editor
File Edit View Favorites Help
v UCLegic A || Name Type Data
" “i‘”‘;‘::’;m”e’ o 5] (Default) REG_SZ (value not sef)
- " an regram settings 25| ConvertToMSG REG_5Z %
V'::" \ 8] DefaultDocClass REG_SZ poc
fware, Inc
i 5] DeleteOriginalDocOnimport REG 57 v
WinZip Computing 25| Extensions REG_SZ BMP, BMP, DOC|CSV, EXCEL, DOCIDOC, WORD, DOC|DOCM, WORD,DOC]DO. .
T Wawtd3zNade ab| ExtractEmailMetadata REG_SZ Y
...... -
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These will override the keys in HKLM. If they don’t exist in HKCU, the HKLM keys will be
used.
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4. Usage

Restart Outlook/Desksite and the menu should now be available when right clicking on a

document folder

= 52 Filesite
=l B vP2003E

llm _Matter Worklist
% _Recent Searches

@ My Favarites

= My Matters

[ Testz
[ testdocs
& TestTab

fi7 Test

= ‘Worksite Explarer
LOMDON

% _Checked-out Documents
[E| _Document \Worklist

kg My Test workspa Refresh

® [y UC Logic Limited  Re-file...

Add Shorbeuts,
Search Documents. ..
Send WRL Link

Mowe. ..
Create Shorkcut. ..

T

Delete
Rename

E Calendar

Mew 3

8_5_] Contacks

Add To Wark3ite Contacts
Add to My Favorites, .,

;21 Tasks

Froperties

Outlook's nakive menu

=T = ¥ [ DIGCHMmErT FToME

Import Folders and Documents

2017-201-0002 test2hDocurments

El 0 1990-001-1 Another test Profile Fields
ca
[ Documents Import. ..
1 Final Import Folders and Docs

M=l 3

r— Import O ptionz

Select falder to be imported

Advanced

Default Document Class

Default Sub Class
Defaul Author

jpoc

|PUPTON
T Move %" Copy

NN

— Options
[~ Create Empty Folders

¥ Convert EML to MSG
[ Skip files aleady imported

¥ Eutract email metadata (M50 files anly)
take sure EML iz added to Application List

Amend Application List

vy Lclogic.com
WaE0D0

Ok

Cancel |

A
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4.1. Basic Operation

Using the main dialog as shown on page 5, you will need to select the folder to import,
the default document class to use, the author and whether you want to move or copy the
documents.

When importing a folder the following applies:

All subfolders of the selected folder will be included in the import.

Only files matching the extension filter list will be imported. These are
configurable (see section on configuration)

If the root folder selected for import matches an existing folder below the worksite
folder initially clicked, then this folder will be used for the starting place. If the
folder does not exist, it will be created.

There is a limit to the number of files that can be imported. If the import is going
to import more than this limit, a message will be shown to warn the user.
Depending on how the application is configured, the user can either proceed, or
will be prevented from importing that many files. (See section on configuration).
Skip files already imported just compares the document name with ones already
in the folder, it does not compare dates. Any docs already found in the imported
folder with the same name and extension will be skipped if this option is checked.

4.2. Extracting Email Metadata
Email metadata can be extracted from MSG files as they are imported. Click the option
on the main screen to enable this feature.

v Estract email metadata [MSG files only)

This will add the following metadata to the MSG document profile.

Custom13 From

Customl14 To

Custom15 CcC

Custom21 Date Sent

Custom22 Date Received

UC Import Folders V3.6 Page 8

© Sysero Limited 2018



lvle

4.3. Advanced Operation

Multiple folders or multiple files to be imported using the advanced button from the main
dialog.

ol Advanced Directory/File Selection — O hd

File  View

- O Name Name Size  Modffied

:g E:': () $Recycle.Bin ] SWINRE_BACKUP_PARTITION.... 0 22/12/2015 00.05:23

L= G (1 04-25-2016_08-15 _1BOOTNXT 1 30/10/2015 07:18:34
(23 Config Msi ] hiberfil sys 12,646.445...  25/05/2016 08:29:16

(23 Documents and Settings D swapfile sys 268.435456 24/05/2016 20:52:30

(IIDRIVERS [ Jtestvbs 1094 22/02/2016 10:12:14

@ Images

@ inetpub

(D intel

(3 MsOCache

(I NRPortbl

(INRTEcho

@ Perflogs

[Z3 Program Files

(23 Program Files (<86}

@ ProgramData

@ Recovery

[(3swTooLs

(21 System Volume Information

Ctemp

D users

(23 Windaws

Exit Import Selected Directories Import Selected Files

Browse to the drive and subfolder required using the left hand window and either select
the directories you want to import or select the files you want to import, then click the
relevant button beneath your selection. You cannot select directories and files together
in one import run.

When you click the import button you will be returned to the main dialog, where you can
select the default document class, author and move or copy and start the import.
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4.4. Defining Extensions to Import

The files that are imported are determined in the registry setting ‘Extensions’ as
described in section 3. This can either be edited manually using regedit, or if the registry
setting ‘ShowAmendButton’ is set to Y, these entries can be edited from the application.

Amend Application List | ‘

x
E stension Application Doc Clazs
5 EXCEL Doc
Doc WORD Doc
DOCH wWORD Doc
DOCH WO R D Doc
GIF GIF [MAGE
HTHL HTHL Doc
JPEG JPEG IMAGE
JPG JPEG |MAGE
LFD LFrd32 Doc
LPD LFrd32 Doc
kPP FROJECT Doc
MSG bIE E-MaAIL
FOF ACROBAT Doc
FPS FPT FRESEMTATION
FPPS5# FPT FRESEMTATION
FPT FPT FRESEMTATION
FPT: FPT= FRESEMTATION
RTF WORD Doc
TIF TIFF Doc
TIFF TIFF Doc
TwT WORD Doc
WSh WSO DIAGRAM
WwDIF wWDF Doc
=FD LFd32 Doc
LS EXCEL SPREADSHEET=
L5 EXCELS SPREADSHEET
L5 EXCEL= SPREADSHEET
‘ |2
k. Cancel |

Right click an entry to edit, delete or ads a new value.
The format of entries should be:

Extension, application code, doc class code

e.g.

DOC, WORD, LETTER

This will allow file extensions doc to be imported with an application code of DOC and a
document class of LETTER
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Only extensions listed will imported, any files with an extension not in this list will be
ignored during the import process.

If you need to specify a sub class use a : character to separate class and subclass. E.g.
DOC,WORD,CORR:LETTTER

This will import files with an extension of doc, set the application code to WORD, the
class to CORR and the subclass to LETTER

If you happen to enter an invalid document class value in this screen, then when the
document is being imported it will default to use the document class as specified on the
main dialog screen (Default Document Class field).

4.5. Converting EML to MSG

If you are selecting the option to convert EML to MSG, then you must manually add an
entry in the application mapping list, e.g.

EML,MIME,E-MAIL
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