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Email Management - Outlook

O]

Outlook is Desktop based tool for Email -
Management

Emails are downloaded in INBOX and available for further
usage

Multiple Email accounts can be configured into single
Instance of Outlook

Multiple data (PST) files can be configured

Email account can be mapped to data file

Data files are restricted only by Storage capacity
Calendar, Contacts, Task and Notes functions are in-built
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INnboX

[+, Inbox - Microsoft Outlook - = ¥*
File Edit View Go Tools Actions Help Type a question for help -
g New - @ 5 x i~ Reply ‘cﬁReplytoAﬂ i2 Forward Y @: 'ii Send/Receive » 3 | [ Search address books - .i,
Mail « ||[3 Inbox Search Inbox D v| ¥
o A 445 @ From Subject Received Categ... ¥ ||:|
= Dpate: Older
Mail Folders # = =
= CCC - ICAL Invitation for empanelment as Resource Persons for the Career Counselling progra... Sun 14-06-2015 7:22 PM
L] An Mail Items -
=3 The Economic Tim... CairnIndia to merge into Vedanta and other ET stories Sun 14-06-2015 5:43 PM
= 24% Personal Folders e
[ Admin [ f=y  CCC- ICAL Invitation for empanelment as Resource Persons for the Career Counselling progr.. 5un 14-06-2015 535 PM
3 AMC Py I .
3 AVG Virus Vault noreply@vaod... The all new My Vodafone App! Sun 14-06-2015 3:19 PM
[ AWC - Power failure (2] = ICICI Bank Instant Personal Loans @ 13%. Apply Mow ! Sun 14-06-2015 1:53 PM
& [ Bank-uk (174} | Gautam Agrawal WORKSHOP ON ADVANCE BUSINESS WRITING Sun 14-06-2015 1:49 PM
1 Barcode
[ Bhagwan -] SBICards Introducing New SimplySAVE SBI Card. Enjoy More Save More - #14JuneOffer Sun 14-06-2015 1:27 PM
= [ BKUK - -] American Express Invitation to an American Express® Card Membership Sun 14-06-2015 1:26 PM
o Budeat 3017
Iﬁ | credit_cards@icici... Transaction alert for your ICICI Bank credit card Sun 14-06-2015 1:01 PM
| Mail
= Bajaj Finance Buy any furniture with a down payment of just Rs.8888 and get exciting offers Sun 14-06-2015 12:20 PM
ﬁ Calendar = Maresh Dhoot [Khimji Kunverji & Co. Alumni] Attending seminar at Raheja classique club... Sun 14-06-2015 11:49 AM
8—| contacts -] Facebook Bharat D Bhanushali-bb added a new photo Sun 14-06-2015 10:46 AM

] Tasks

] 3 (2

L

] alerts@hdfcbank....

= 0 vodafonebill...
- 1y vodafonebillonm...

Alert Message From Hdfc Bank

Your Vodafone E-Bill for Account Mo :1.18768784
Your Vodafone E-Bill for Account No (119768775

S5un 14-06-2015 10:41 AM

Sun 14-06-2015 10:29 AM
Sun 14-06-2015 10:29 AM -

5011 Iterns
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Email accounts and data file

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail |Da13 Files I RS5 Feeds I SharePoint Lists I Internet Calendars | Published Calendars | Address Books

.g-ﬂew... %Eepair... ,@Chgﬂge... ﬁSEtasgefault }(F‘.Eﬂuue * ¥

Marmne Type

Uday Shah (Kruti Systems) POP/SMTP (send from this account by default)
Uday Shah (Kruti Services) POP SMTP

Uday Shah POP fSMTP

Selecteg dll account delivers new e-mail mess30e

Change Folder

bo the following location:

social\Personal
in data file D:YOutook\Social pst
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Gmall account

o

Change E-mail Account

Internet E-mail Settings

User Information

Your Mame:

E-mail Address:

Server Information
Account Type:

Incoming mail server:
Dutgeoing mail server (SMTE):
Logon Information

User Mame:

Password:

Each of these settings are required to get your e-mail account working.

Uday Shah

uday4i@gmail.com

POP3
imap.gmail.com

smtp.gmail.com

uday4i@gmail.com

Remember password

[ Reguire logon using Secure Password Authentication (SPA)

Test Account Settings

After filing out the information on this screen, we
recommend you test your account by dicking the
buttan below. (Requires network connection)

Test Account Settings ... ]

’ More Settings ... ]

< Back [ Mext = l[ Cancel ]
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Organise

Organise using Colours,

— Colour code on basis of “From - Sender”
— Colour code on basis of “To - Receipient”

Organise In Folders and sub-folders

Flag for Follow-up

Search and Advance Search

SELEA2016
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Organise using Colours

Ways to Organize Inbox Automatic Formatting. ..

# Color messages sentto - uday@krutisystems.com jn Elue w | Apply Color | Donel

sing Folders

# Show messages sent only to mein Mavy — w | Turnon

Using Colors

= To view ar edit your coloring, and for more advanced options, dick on “Automatic Formatting” above.

sing Views S —
Automatic Formatting E
Bules for this view:
/| Unread messages ~ Add B
E Inbox /| Unread group headers ;]
| Submitted but not sent |
fras - — Delete b
* 2% 1 8 From Subject V| Expired e-mai = Ll
|| Overdue e-mail
=] Date: Older | Mail sent to uday @kservices.in
_— /| Mail sent to uday @krutisystems.com
= CCC- ICAT Invitation for empanelment as Resource Persons for the (g V| Mail received from ICAI i [ Move Down ]
i=4  The Economic ... Cairn India to merge into Vedanta and other ET stories Properties of selected rule
= CCC - ICAT Invitation for empanelment as Resource Persons for the O Name: |Mail sent to uday@krutisystems.com |
= noreply@vod.. The all new My Vodafone App! [ Font... ] |1u pt. Comic Sans MS |
=i ICICI Bank Instant Personal Loans @ 13%. Apply Now !
oy
[-] Gautam Agrawal WORKSHOP ON ADVANCE BUSINESS WRITING
5BI Card Introducing New Si VE SBI Card. Enjoy M Save M - #14)
= rds n ucing Mew SimplySA rd. Enjoy More are oK | [ Cancel
W' i i 2 = |
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Organise using Folders

[~/ HDFC Bank - Microsoft Outlook S
. File Edit View Go Tools Actions Help Type a question for help
i dNew - | g 23 X | CuReply ifiReplytoAll i Forward | 85 W | & | [fSend/Receive - [ | [ Search address books - @ -
Mail « ||Cd HDFC Bank Search HDFC Bank Pl
PR LR A4 E [1 @ From To Subject Received Size CV ‘:
i kumar.manoj... uday@kservices.in  [SPAM] Re: The 'Best Managed Company' and the 'Best ... Mon 27-04-2015 12:0... 10... =
Mail Folders ES il Uday Shah (K... Jaydeep Purecha H... The Best Managed Company' and the ‘Best CEQ' awards... Sat 25-04-2015 5:42 PM 93...
2] All Mail Items - =1 Uday Shah (K... 'ShahidS.Khan@hdf... The Best Managed Company and the Best CEQ’ awards... Sat 25-04-2015 5:41 PM 95...
- Ma"”‘a ) - i< Uday Shah (K... 'Swapnil.Upadhyay... The 'Best Managed Company' and the 'Best CEQ' awards... Sat 25-04-2015 5:40 PM 95...
i [:-c Bank i1 Uday Shah (K... Swapnil.Upadhyay@... The 'Best Managed Company' and the 'Best CEQ' awards... Sat 25-04-2015 5:40 PM 83...
3 ECS il HDFC Bank accounts@kservice... The ‘Best Managed Company and the ‘Best CEQ’ awards... Sat 25-04-2015 3:37 PM 25...
S T;E‘_Eﬁr:rt iz Shahids.Khan... Shahids.Khan@hdfc... Change of Relationship Manager Wed 17-12-2014 4:47... 21...
il Pantomath A... uday@krutisystems... RBI announced extension of RTGS business hours timi... Tue 16-12-2014 4:44 PM 34...

S I 0 i< 0 Bhagwan Jag... uday@kservices.in FW: Documents for Account opening - Private Lid. Mon 08-12-2014 12:2... 27...
£ ICAI (5] — 21 10 Bhagwan Jag... uday@kservices.in [SPAM] FW: Documentation for account opening - LLP Mon 08-12-2014 12:1... 24...
— =1 0 Jatinv.Shah@... uday@krutisystems... General forms Thu 04-12-2014 9:47 ... 80...
b i JatinV.Shah@®... uday@krutisystems... List of Documents - Liaison Account Thu 04-12-2014 9:45 ... 22...
ﬁ Calendar i Uday Shah (K... ‘Swapnil.Upadhyay... Debit authority letter._ Kruti Software Consultancy Pvt... Sat 01-11-2014 12:27... 49...
- 1 = Alpesh.Kargut... Swapnil.Upadhyay®... Re: Fw: Debit authority letter._ Kruti Software Consult... Tue 28-10-2014 7:32 PM 50...
= ! i Alpesh.Kargut... Swapnil.Upadhyay®... [SPAM] Re: Fw: Debit authority letter._ Kruti Software... Tue 28-10-2014 7:30 PM 49...
;ﬂ Tasks ? =) 0 Swapnil.Upad... uday@kservices.in  Re: Dehbit authority letter._ Kruti Software Consultancy... Tue 21-10-2014 7:37 PM 71...
1 i 0 Swapnil.Upad... uday@kservices.in  [SPAM] Re: Debit authority letter._ Kruti Software Con... Tue 21-10-2014 7:35 PM 70...
o 1, = 0 1 1day Shah (K ‘Swannil Lnadhuay Dehit authority atter Koot Software Consoltanow Pyt Tue 21-10-2014 A:54 PM A0 I
461 Items
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Search

_ = x
Actions Help Type a question for help -
_;‘FlEPi:_- to All = Forward "l{" @ -E—jiﬂendfﬂegeiye > [ [ Search address books - |@ =
[ Inbox (Search Results) |Gautaml |x|'| ¥
*1% [0 8 From Subject Received Cateq...| ¥ | %
1|[=) Date: Older 1
] Gautam Agrawal WORKSHOP ON ADVANCE BUSINESS WRITING Sun 14-06-2015 1:49 PM 3
= 1 CA Vijay Goel RE: URGENT - IFA India Branch Accounts FY 2013-14 Sat 06-06-2015 1:42 PM
] | Gaurav Kapoor [SPAM] Seminar on How To Provide Exceptional Customer Service Sat 06-06-2015 3:35 AM
i 0 Craig Adams  Re: Kruti Systems Mon 18-05-2015 2:28 AM
=1 0 Mahesh Gadh... IFA : Payable to IFA NL - MEMBERSHIP 2015 Fri 15-05-2015 1:18 PM
] @ Mahesh Gadhavi IFA : SERVICE TAX WORKING FOR JANUARY 15 to APRIL 15 Fri 15-05-2015 1:10 PM
=1 Facebook Jatin Lodaya updated his status: "One of the best time lapses on.. Wed 13-05-2015 9:47 PM
=y IFA INDLA Updated list of membership fees received for 2015 at IFA WRC Office [Grouphail] Tue 12-05-2015 1:19 PM
=] p IFAINDIA Updated list of membership fees received for 2015 at IFA WRC Office Tue 12-05-2015 1:18 PM
] IFAINDIA Update on - Membership fees received - at IFA WRC Mumbai office - 02.05.15 Sat 02-05-2015 3:40 PM
] @ IFAINDIA Update on - Membership fees received - at IFA WRC Mumbai office - 02.05.15 Sat 02-05-2015 3:39 PM
i O Sushil Lakhani FW: Outstanding Membership Fees Report for 2014 and 2013 on... Tue 21-04-2015 3:38 PM
i1 O Sushil Lakhani FW: Outstanding Membership Fees Report for 2014 and 2013 on.. Mon 20-04-2015 1:26 PM
] @ Uday Shah Qutstanding Membership Fees Report for 2014 and 2013 on 18-04-2015 Sat 18-04-2015 5:42 AM
] @ Uday Shah Qutstanding Membership Fees Report for 2014 and 2013 on 18-04-2015 Sat 18-04-2015 5:23 AM -
L
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Advance Search

% - Messages: Containing Fees - Advanced Find

! File Edit View Tools

x

=

%p - Messages: Containing Fees - Advanced Find

! File Edit View Tools

Look for: [Messages

v] In: |Inbox;Education;ICAT

Browse...

Look for: [Messages

v] In: | Inbox;Education;ICAT

Messages |Mcre Chiices I Advan::ed| [ Find Mow | Messages I More Choices | Advanced | Finc
Search for the word(s): Fees E| SR Find items that match these criteria: 5
Received last month
In: |frequently-used text fields Iz' From contains @hdfcbank.com Mew !
[ From... ]
Remove
SentTon.
[ =L31 ] Define more criteria:
Where I am: the only person on the To line \ : .
Clw i (-\' Condition: Walue: (-
Time: | none IE‘ anytime
Add to List
Mare Advanced...
* %% (4 0 From | Subject Recei.. Si.. Categ.. In Folder & 5 % [N @ From  Subject Recei.., Si.. Categ.. In Folder
~  Gau.. WORKSHOP ON ADVANCE BU... Sun 1. 9.. Inbox ] Gau.. WORKSHOP ON ADVANCE BU... Sun 1. 9.. Inbox
o~ W HDF... Email Statement of your HDFC ... Sun 1... 1... Inbox -~ W HDF... Email Statement of your HDFC ... Sun 1... 1... Inbox
o~ 1l HDF... Email S$tatement of your HDFC ... Sun 1... 1... Inbox - 10 HDF... Email 5tatement of your HDFC ... Sun 1... 1... Inbox
o~ 1l HDF... Email S$tatement of your HDFC ... Sun 1... 1... Inbox - 10 HDF... Email 5tatement of your HDFC ... Sun 1... 1... Inbox
o~ W HDF... Email Statement of your HDFC ... Sun 1... 1... Inbox -~ W HDF... Email Statement of your HDFC ... Sun 1... 1... Inbox
]  Citi.. Shop for Your ¥ Ones & Get 2... Sun 1. 5.. Inbox - Citi ... Shop for Your* Ones & Get 2... Sun 1. 5.. Inbox
-4 (CF Ceddificate Course on Derivatives Sat 1 1 Inbov 1 4 (F Ceddificate Course on Derivatives Sat 1 1 Inhios
285 Iterns 285 Itermns
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Rules and Alerts

e QOutlook offers Rules and Alerts to Organise data, events,
tasks

e Alerts - Email from a particular id

* Rules - offer wide spectrum option to Manage
— Rule to file Email to pre-defined Folder
— Rule to auto-forward
— Rule to Schedule/ flag for follow-up
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Rules and Alerts

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
5 Move messages from someone to a folder
lj Move messages with specific words in the subject to a folder
5 Move messages sent to a distribution list to a folder
>< Delete a conversation
? Flag messages from someaone for follow-up
-.j Move Microsoft Office InfoPath forms of a spedific type to a folder
5 Move R5S items from a spedific RSS Feed to a folder
Stay Up to Date
= Display mail from someone in the Mew Item Alert Window
il Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
1 chedk messages when they arrive
ii=1 Check messages after sending

Step 2; Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
from Parimal M Parikh ({parimal@parimalparikh.com)

-

Rules Wizard

Finish rule setup.

Step 1: Specfy a name for this rule
Parimal M Parikh (parimal @parimalparikh.com) - Alert

Step 2: Setup rule options
[] Run this rule now on messages already in “Inbox™
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
from Parimal M Parikh (parimal @parimalparikh. com)

-

[l

display PMP in the Mew Ttem Alert window

[ Cancel ][ < Back Mext =

Sz enin
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Rules and Alerts

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized

4%
3 Move messages from someone to a folder

.Ij Move messages with specific words in the subject to a folder
™3 Move messages sent to a distribution list to a folder
X Delete a conversation
?' Flag messages from someaone for follow-up
3%

5 Move Microsoft Office InfoPath forms of a spedific type to a folder

™3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

<. Dizgplay mail from zomeone in the New Item Alert Window

ifl Play a sound when I get messages from someone

'@ Send an alert to my mobile device when I get messages from someone
Start from a blank rule

-

[w230] || Rules Wizard 5]

Finish rule setup.

Step 1: Spedfy a name for this rule
Paresh Shanghavi {pareshilpa@yahoo.com)

Step 2: Setup rule options

[ Run this rule now on messages already in "Inbox™
Turn on this rule

Create this rule on all accounts

| Check messages when they arrive

Step 3: Review rule description (dick an underlined value to edit)

=1 Check messages after sending

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives

Apply this rule after the message arrives
from Paresh Shanghavi (pareshilpa @yahoo, com)
move it to the Personal folder

] [ < Back

] [ Cancel

5/17/2016
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Rules and Alerts

™ =

Rules Wizard [#23w] || Rules Wizard ==

Start from a template or from a blank rule Finish rule setup.
Step 1: Select a template
Stay Organized
j Move messages from someone to a folder Step 1: Specfy a name for this rule
j Move messages with spedfic words in the subject to a folder Uday Shiah (Kruti Services) - Out

5 Move messages sent to a distribution list to a folder
X Delete a conversation

? Flag messages from someone for follow-up

By

- i ) Step 2: Setup rule options
3 Mowve Microsoft Office InfoPath forms of a spedific type to a folder

_ij Maove RSS items from a specific RSS Feed to a folder [] Run this rule now on messages already in "Inbox™
Stay Up to Date Turn on this rule

= Digplay mail from someone in the New Item Alert Window

ifl Play a sound when I get messages from someone Create this rule on all accounts

a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
' Cherk messages when they arrive Step 3: Review rule description {dick an underlined value to edit)

: = Check messages after sending Apply this rule after I send the message

through the Uday Shah (Kruti Services) account
and an this machine only

move a copy to the KServices folder

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after I send the message

Cancel k Mext = Finish Cancel < Back Next = Finizh
[ J ) [ |

[u]
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Rules and Alerts

P =

Rules and Alerts @
E-mail Rules | Manage Alerts |

Li.‘\*‘-ue'.w Rule... Change Rule ~ =53 Copy... Xgelete i % BunRules Mow... Cptions

Rule {(applied in the order shown) Actions -
StanChart Statement Fiy
Statement Online - CITIBAME PLATINUM MASTERCARD ﬁ"

TOI Online Editor. {For other machine) LS i
Dayanand Patere @Intercon (For other machine) LS L
Lalman Yadav @Intercon (For other machine) LS
Parag Gadewar - Intercon (For other machine) A
Support - Kruti Systems {(support@krutisystems.com) (For other ... A3 v

Rule description (didk an underlined value to edit):

Apply this rule after the message arrives
from Parag Gadewar @Intercon

and on this machine only
move it to the Parag Pending folder

[] Enable rules on all RSS Feeds

[ K, J[ Cancel ][ Apply
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Rules and Alerts

5/17/2016

Rules and Alerts

E-mail Rules | Manage Alerts |

Lﬁ*uew Rule... Change Rule » 53 Copy... Xgelete i W BRunRules Mow... Cptions

Rule (applied in the order shown) Actions -
Private Equity & Venture Capital India Group Members £3
International Referral Group Members £3
Finance & Accounting Shared Services / Qutsourcing Group Memb. .. _3
Value Research &5 i
Esigner Amit Jasani Fin. Services Pvt. Ltd. - Margin L3 L4
Esigner Amit Jasani Fin. Services Pvt. Ltd. LA Pl
Parag Gadewar 1 A3 i

Rule description (didk an underlined value to edit):

Apply this rule after the message arrives
from Esigner_Amit Jasani Fin, Services Pyt Ltd,
and with NSECM CONTRACT SD05 in the subject
forward it to Bhagwan K Jagwani (bhagwan@kservices.in)
and move it to the AJFSL-Bill folder

[] Enable rules on all RSS Feeds

K ][ Cancel H Apply
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Archive

ficrosoft Outloo) |—E| -
 File Edit View Go Tools Actions  Help Type a question for help
{3 New - Options L7 == ceive ~ [ | [ Search address books - | @
= | =)
Mail | Preferences | Mail Setup | Mail Format I Spelling | Other | AutoArchive 1 [é] O 'l
Favorite Fo| | General Run AutoArchive every | 14 = days Size CF | -
Drac /T‘ [T]Empty the Deleted Items folder upen exiting befo i El
2 M ] Prompt before AutoArchive runs 015 12:0... 10...
Make Outlook the default program for E-mail, Contacts, and Calendar. ) )
Mail Folder During AutoArchive: 15 5:47 PM 93
- Default programs. .. ] [ Advanced Options... ] Delete expired items {e-mail folders only) . =
81 Al LTI'L Autoarchive Archive or delete old items 15 5:41 PM 95....
i i i 15 5:40 PM 95...
[d6 i Manages mailbox size by deleting old items or moving them to an archive file Siimiisdsl Gie s
SEaH and by deleting expired items. Default folder settings for archiving 15 5:40 PM B83...
= [ Autoarchive... ] Clean out items older than |6 = 15 3:37 PM Z5...
E Outloak Panes (@) Move old items to: 014 4:47... 21...
O E Customize options for the Outlook Panes. [ Navigation Pane... ] C:\Arch\arch2015. pst D14 4:44 PM 34...
[aH = () Permanently delete old items D14 12:2... 27...
= | Besdngpane... | : P14 12:1... 24
3 1q [ Apply these settings to all folders now ] . e
d Mail [ iAo ] To specify different archive settings for any folder, right-dick p149:47 ... 80...
Person Mames :Eg:ri:.lliieer;r;d choose Properties, then go to the D14 9:45 ... 22...
ﬁ Calend & Display online status next to a person name Retention policy 1412:27... 45...

_ Display online status in the To and Cc fields only when mouse "4 The network administrator has not set retention policies. D14 7:32 PM 50...
&=| contag pointer rests on a person name @ h14 7:30 PM 49. .
@ fEE Retention Policy Information... P14 7:37 PM 71....

D14 7:35 PM 70...
[ OK ] [ Cancel
Pi A0
461 Iterms Send/Receive Error - click here - ~
O l [ Cancel ] Apply
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(7 Do not archive items in this folder
() Archive items in this folder using the default settings
i@ Archive this folder using these settings:
.
S ] re—

() Move old items to default archive folder
@ Move old items to:

C:\Arch\HDFCArc2015.pst E
(71 Permanenty delete old items
Retention policy
The network administrator has not set retention policies.

Retention Policy Information. ..




Email Management - Gmail

™M

Gmail 1s Web based tool for Email Management
(limited Offline functions are available)

Multiple Email accounts can be configured into single
Instance of Outlook

15GB space is allocated free of cost
Contacts and Tasks are in-built
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'Mlnbux (33,188) - udavdi@gr X W\

<« & htfps://mail .google.com/mail /u,/0/#inbox

[ Education  [C] Financials [ kruti [ MyPersonal [ KServices [ ] INTERMET [ KAPITAL

Google

Gmail - - c T
m & Primary & Social

I Inbox (33,188) | Uday Shah (KSCPL)
Starred Uday Shah @ Kruti Semvic,
Impartant
Chats Uday Shah (KSCPL)
Sent Mail Uday Shah (Kruti) (2
Drafts (2) Piyush, Uday (3)
spam (1,629) ILESH SHAH
Trash

¥ Circles Yogita Sonawane
SEECZ2UEG

El v oo
1-50 of 38,169 < >

¥ Promotions O Updates ™ Forums

RE: 10 April 2016 - Presentation - Fresentation Best Regards, KRL &=
(no subject) - Please do not delete this link without watching. It is wo

10 April 2016 - Background Material - Background Material Best F =
Fyi: Dayanand, Buyers Demanding for Cotton Kurti, Full Sleeve Ladi =
Verified Lead at4 PM 09042016 - Hi, Ve have generated the follo &=
CSY FILE - THANKS & REGARDS ILESH D. SHAH cell - 982063271 =
MAZALVG.7.2007 - 7 \DespatchiWAZALG. 7 2007\Re20120090416 C

Email Management - Gmail

o

9:46 pm
942 pm
7:41 pm
739 pm
7:38 pm
616 pm
6:10 pm

2




Organise

Emails can be organised using Label
Each Label can be viewed as Folder

Filters can be created to automat Labeling Email as
received

Flag for Follow-up
Search and Advance Search
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Google

Gmail ~ - | - a 0o [] m M- More-  10f38,169 <

m RE: 10 April 2016 - Presentation lahelas? Peaple (2)

a
Inbox (33,168} Blogging Uday Shah
Starred

| C.Euro Add to circles
mportant

Chats Presentation CHBC, Cnet, o .
Sent hail CTC Core
=] al

Education-ICAl Show tetals
Drafts (2) Education-OR
Spam (1,624) Education-PDICAI
Trash

FRR
Circles

"7 Uday Shah (KSCPL) <uday@ksenices in=
d to Jbnagar [=|

OO0O0OO0Oonn —

RUTI LOGO 1802166 _20x

Create new
hanage labels

Uday Shah




Organise using Label

GO gle label:blogging “ uday i @ @

Gmail - - C More ~ 1-18 of 18 o B0
m | Uday Shah (Kruti) Inbox SiteBlog - Blogging = Mar 28
SiteBlog Inbox PARAG@KRUTI we can build your blog for you... - Hi F£ Mar 28

Inbox (33,168) Zac Johnson Inbox Video 6: How to rank at the top of Google! - Billions of se Mar 27
ﬁ;?}gi:m Zac Johnson Inbox Video 5: Bring your blog to live with these free wordpre Mar 26
Chats SiteBlog Inbox Create your 100% free website - Hi FPARAGEDHKELT] Are y Mar 26
Sent il Zac Johnson Inbox Video 4: How to make your blog stand out from the crov Mar 25
g:::: E:I,EZM Zac Johnson Inbox Questions? How can | help you? - Hello, [wanted to reack Mar 24
Trash SiteBlog Inbox Let us build your blog for you... - H FARAGZKRELUTI How Mar 24

* Circles SiteBlag Inbox Good news... Weve gone free - HI FPARAGEKREUT! | have so htar 24
I Blogging (13 ZLac Johnsaon Imbo Yideo 3: How to setup your blog in S minutes - Hello again, | htar 23
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Organise using Filter

' Pl Search results - udaydi@grn: x & %

<« c https: //mall.google com/mail fu/0/#create-filter ffrom =parag%40krutisystems. com&sizeoperator =s_sl&sizeunit=s_sn@® ¢ =
[ Education (] Financials [ kruti ] MyPersonal [ ] KServices [ INTERMET [ KAPITAL

. from:(parag@@krutisystems.com) from:(paragi@krutisystems com)
Filter * « back to search options x
From Wyhen a message artives that matches this search:
barag@krutisystems com [ Skip the Inbox (Archive it
To ) Mark as read
) Star it
subject ¥ Apply the label:  Support 2

Forward it add forwarding address
) Delete it
¥ Mever send it to Spam
Doesnt have ¥ Always mark it as important
Mever mark it as impartant

Has the words

) Has attachment

. Il Categorize as: Choose category... &
) Don't include chats

1 F e .
Size | greater than 3 — e Create filter ¥l also apply filter to matching conversations.
. . Learn more
Create filter with this search - - ) o
Mote: filterwill not be applied to old conversations in Spam or Trash
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Search

Erat- w =@ x
€« C 8 hiips: //mail.google.com/mail /U0 #search/from 6 3A+ical ®7 =

[ Education (] Financials [~ Kruti [ MyPersonal [ ] KServices [ INTERMET [C ] KAPITAL

Go g|e from: icai “ Uday 32 @) c

Gmail ~ - C More ~ 1-25 of about 119 < 3> -

m | DTC ACAI Inbox  Invitation for empanelment as a faculty for Workshops « 10:17 pm

CITAX - 1CAI Inbox  International Tax Conference - Dear Frofessional Colleag 7:40 pm

!thuxdﬁlﬁﬂ} IDTC - 1CAl Inbox  New Publication on Central Excise Law and Procedure Apr 8
tarre

Important ISA - ICAI Inbox  Announcement for conducting ISA-Eligibility & Assessm Apr 8

' 1 Search results - udaydid@grn: * ‘
L C' | 8 htips: //mail .google.com/mail fu/0/#search/from%a3A +icai+direct+tax @®iz =

[T Education [ Financials  [C] Kruti [ ] MyPersonal [~ ] KServices [ ] INTERMET [ ] KAPITAL

Go g|e from: icai direct tax “ Uday 2 @ Q

Gmail - - C More ~ 1-25 of about 711 < > o 38

m | DTC -ICAl Inbox Invitation for empanelment as a faculty for Workshops « 10:17 pm

IDTC - ICAI Inbox New Publication on Central Excise Law and Procedure Apr8

glhﬂxdﬁi'l?ﬂ] Journal - 1CAI Inbox Journal Highlights of the month April 2016 - relating to Di Apr 7
tarre

Important Info - ICAI Inbox President’s Message April 2016 - Journal - has introduced Apr3

5/17/2016 Email Management - Gmail 26




from: icai direct tax

from: ical direct tax

|

Frarm

|

From

‘icai*

|icai*

To

To

Subject

Subject

Has the words

Has the words

‘direct taxes

||:|irec:t taxes

Doesn't have

Doesn't have

[J Has attachment
[ Dan't include chats

oize  greater than % |

Oate within | 1 month 2 nf|

Create filter with this search »

[J Has attachment
[ Don't include chats

Size  greater than 2 |

Date within . 1 month 2

nf‘

Create filter with this search »




Advance Search

Google EM v = 0@®

Gmail ~ - C More ~ 1-250f 38,169 < > L -
L3 Primary 24 Social ¥ Promations O Updates M Forums +
Inbox (33,170) | Uday Shah (KSCPL) RE: 10 April 2016 - Presentation - Fresentation Best Regards, KEUT & 346 pm
el

vl ~ a @ [] - - More ~ 1-25 0 2,908 > -

All 25 conversations on this page are selected. Select all 2,908 conversations in Promotions
£ Primary 24 Social ¥ Promotions © Updates ™ Forums +
MAS Promo (@ Partner flies for free. - Get 2 Business Class tickets for the price o
Alibaba Cloud () Get 30-Day Free Trial - Experience the Power of Scalable Computi
il Toolbox Your Apps, Working for You - All ¥our Apps, Perfectly in Sync Gel 6:33 pm
v IndiaMART Alerts Dayanand, Buyers Demanding for Cotton Kurti, Full Sleeve Lac 6:18 pm
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EMAIL Management

Thank you,
Uday Shah




