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Installing Outlook forms

In Microsoft Outlook, each of the windows where you enter content — for example, a new email
message or a new calendar appointment—is called an Outlook form. These default forms are stored
in the Standard Forms Library for Outlook. There are additional libraries as well, including Personal
Forms and Organizational Forms if you have an Exchange Account. Each folder within the Outlook
hierarchy has a default Outlook form associated with it. As you would expect, a mail folder such as
your Inbox has the Message form as the default, and the Contacts folder opens the Contact form as

its default.

When archiving MS Exchange contents, the contentACCESS MS Outlook forms are used to open
an HTML shortcut - which replace the archived email message - transparently with the original
email message. If the forms are installed, then the end user will not notice any change between the

original email and the archived (shortcutted) one.

There are 3 contentACCESS Outlook forms available. For the correct functionality all these forms

must be installed.

» CA_techarrow.oft - is used to transparently open the standard archive messages
= CA_R_techarrow.oft - is used to transparently open the replied archive messages
= CA_F_techarrow.oft - is used to transparently open the forwarded archive messages from

the mailbox.

There are also available contentACCESS Outlook forms for legacy archives (both MAM and ELM).

Installations of Outlook forms and Outlook forms for legacy archives are very similar, differences

are explained below.

To install Outlook forms, open the Tools section in the contentACCESS installation wizard - click

Outlook forms option.
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Welcome TOOIS

Planning h; Legaqy archive connector for email archives
Af The legacy archive connector for email archives allows you to continue working with existing
legacy shortcuts after the legacy email archive is turned off.

Documentation

l? Outlook fOrms g
lf Microsoft Outlook forms allows transparent view of your shortcutted emails.

Installation

L? TECH-ARROW's WinShortcutter
tf WinShortcutter is a collection of small and useful utilities that are primarily focused at people
working in 2 Windi i office envi with a weak Mac support.

Products

Close

To install Outlook forms for legacy archives, open the Tools section in the contentACCESS

installation wizard - click Legacy archive connector for email archives option.

7( contentACCESS

Welcome TOOIS

Planni L»F Legacy archive connector for email archives g
L{ The legacy archive connector for email archives allows you to continue working with existing
legacy shortcuts after the legacy email archive is tuned off.

Documentation

{T Qutlook forms
Installation Lf Microsoft Outlook forms allows transparent view of your shortcutted emails.

Tools

L? TECH-ARROW's WinShortcutter

Ll) WinShortcutter is a collection of small and useful utilities that are primarily focused at people
working in a Windi domi office envil with a weak Mac support.

Products

Then click on Legacy forms for MAM or Legacy forms for ELM (depends on what you are using).
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¢ contentACCESS

Welcome TOOIS

Planning ?hi\ Legacy archive connector for MAM EE

The legacy archive connector for Metalogix Archive Manager Exchange Edition (MAM EE) allows
you to continue working with existing legacy shortcuts after the legacy MAM EE archive is turned
off.

Documentation

?—i Legacy archive connector for ELM

Installation The legacy archive connector for Email Lifecycle Manager (ELM) allows you to continue working

with existing legacy shortcuts after the legacy ELM archive is turned off.

Tools

LT Legacy Forms for MAM
tf Legacy forms for MAM allow transparent view of your shortcutted emails.

Legacy Forms for ELM

Products . i
Legacy forms for ELM allow transparent view of your shortcutted emails.

By clicking the selected option the Install Outlook forms, Install Outlook forms (Legacy MAM) or

Install Outlook forms (Legacy ELM) window opens:

V| 4! |tanews.tech-arrow.com | . |aa

“ B
[ Test ]

Publish to the whole organization

. Publish to mailbox only

d

@ Publish manually
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Server Url:
https v| Y |tanews.tech-arrow.com

Publish to the whole organization

Publish to mailbox only

Publish manually

Server Url:
https v| Y |tanews.tech-arrow.com

Publish to the whole organization

Publish to mailbox only

Publish manually

First the administrator needs to set the contentACCESS retrieve server (contentACCESS Proxy)
URL. This option allows to install the forms for HTTP and HTTPS Proxy, too. It is also recommended

to test the connection with the server.
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o Successfully connected to server.

The application simplifies the Outlook form publishing, by providing an automated way for
publishing. The application allows automatic publishing of the forms to the Organization forms

library but also to publish the forms into the user Personal forms library.

* Publish to the whole organization (Organizational forms library) - this is the recommended
method, because the forms must be published once and will be available for the whole
organization.

* Publish to mailbox only (Personal forms library) - if it's not allowed to publish to
Organizational forms library (Office 365 doesn’t have Organizational forms library), then this

option is used.

By publishing to Organizational and/or personal forms library, Outlook starts automatically. If forms

were published successfully, the user is warned about this:

Dutlook forms E3 Dutlook forms E3
,-0] [iigfa?\::ltlmk forms were published to the Crganizational Forms [0] The Cutiook forms were published ta the Persanal Farms Library.

Requirements for automatic publishing are the following:

*  Qutlook x64 2013 and higher
» The user account running the application must have the necessary permissions

If the requirements for automatic publishing are not fulfilled, manual publishing is used:

= Publish manually: you need to select a folder, where the forms will be exported together

with the link pointing to the Outlook forms installation manual.

contentACCESS Manual | Version 3.3| ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 5/7



mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /U vision of technological evolution A

¥ techarrow

:l The Outlook Forms were successFully exported,

Once exported, the folder will be opened and you can deploy the forms using the steps described
in the manual (click to get the link to the manual).

B outiook forms H[=]
i: ;“: ;; | .= Administrakor + My Documents + Outlook Forms - [mj I Search Outloak Forms )
Crganize *  Includeinlibrary + Sharewith +  Mew folder = - Ej .@.

o s o .
- Favorites HEIE | Date modified | Type | Size |
B Deskkop =] Ca_F_techarrow 1101002016 5:26 PM Cutlook Item Templ. .. TIKE
4 Dowrloads = ca_R_techarrow 11/10/2016 5:26 PM  Outlook Item Templ... 79KB
& Onelri
resnve =] Ca_techarrow 1101002016 5:26 PM Cutlook Item Templ. .. TAKE

.
=1 Recent Places

%3 Dropbox [ﬁ‘ HowToInstalloutlookForm 1101002016 5:26 PM Internet Shorbeut 1KE

4 items

During the email archive process, the archive job changes the message class of the email
messages:

= Standard messages - get the IPM.Note.CA message class

= Replied messages - get the IPM.Note.CA.R message class

= Forwarded messages - get the IMP.Note.CA.F message class

Based on these message classes, the Outlook forms mark the archived emails with the following
icons:

= Standard messages -

»= Replied messages -

A ALY

= Forwarded messages -
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There are mare [tems in this falder an the server § Some People Pane feat... -
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ALL FOLDERS ARE LIP TO DATE.

Important!!! Outlook 2013 users will have access to the Organizational forms library but cannot

publish to it using Publish custom forms.
There are 2 possible ways how to solve this:
a) Use an earlier version of MS Outlook to publish the Outlook Forms;

b) Publish the Forms to your Personal Forms Library and then use the Outlook Options >
Advanced = Developers group = Custom Forms... & Manage Forms functionality to copy the form

from Personal Forms to Organizational Forms.
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