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Notice

The content in this document represents the current view of Coveo as of the date of publication. Because
Coveo continually improves documentation, information in this document is subject to change without
notice. For the latest documentation, visit our Web site at www.coveo.com.

Copyright © 2010, Coveo Solutions Inc.
All rights reserved.

Coveo is a trademark of Coveo Solutions Inc. This document is protected by copyright and other
intellectual property law and are subject to the confidentiality and other restrictions specified in Coveo’s
License Agreement.
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Introduction

Both Coveo Expresso and Coveo Enterprise Search (CES) products come with the Desktop Integration
Package. The Desktop Integration Package is a special collection of tools to help you with your search
operations. It gives you access to many interfaces to search through e-mail messages, contact
information, files (local or on a network), SharePoint, etc.

In addition to the Web user interface with which you can perform searches from any Web browser, the
Desktop Integration Package offers the two following tools:

e the Outlook Sidebar;
o the Desktop Searchbar.

The present document will guide you, step by step, through the various tasks that you can perform with
the Desktop Searchbar. For more information on how to display the Searchbar, see Displaying or Hiding
the Desktop Searchbar on page 39.

You may also be interested in the Desktop Searchbar Quick Reference Guide, which is also available on
our Web site at www.coveo.com/go?dest=quickrefsearchbar.

If you need more information about the Outlook Sidebar, please refer to the user manual of the Outlook
Sidebar available on our Web site at www.coveo.com/go?dest=outlooksidebarintro.

WWW.COVeo.com 5
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Searching Using the Desktop Searchbar

Once the Desktop Integration Package is installed on your computer, you can display the Desktop
Searchbar from anywhere to start searching information.

Searching Information Using Simple Criteria

You can search through sources (interfaces) such as e-mail messages, contact information, files (local or
on a network), intranet, etc.

IMPORTANT The availability of the sources depends on the configuration of the system that the
administrator will have defined. The items must have already been indexed by the
system before they can appear on the results list.

e You can perform simple searches using a word or a phrase or refine your searches with operators
such as AND, OR, and NOT in your queries. For more information on the most frequently used
operators, see Understanding the Most Common Search Operators on page 11.

e The Desktop Searchbar is not case-sensitive, which means that you can enter your keywords and
operators either in upper- or lower-case letters.

Note: The current section presents the interfaces that are typically offered with the
Desktop Searchbar. However, the availability of the interfaces on your system and their
order of appearance depend on the configuration that the administrator will have defined.

WWW.Ccoveo.com 6
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The table below shows the typical interfaces that come with the Desktop Searchbar:

Search Interface ‘Description

[ My Emails

To search through messages located in your Inbox, in any subfolder or even in
an archive (.pst file).

You can view messages that correspond to your search criteria.

Also, since e-mail messages can often be associated with contacts, the results
may also include pertaining contact information retrieved from several lists
(Outlook contacts, SharePoint, Salesforce — a CRM application, or Active
Directory).

Note: Expresso does not support Salesforce.

& My Files

To search through documents located in the My Documents folder and on
Windows Desktop by default and in any other folders that you have added via
the file indexing option (see Modifying the Way Local Files are Indexed

on page 40).

& People

To search through contact information retrieved from several lists (Outlook
contacts, SharePoint, Salesforce, or Active Directory).

Note: Expresso does not support Salesforce.

m Intranet

To search through documents, contacts, and items retrieved from the intranet
(SharePoint, Jive, Sitecore, etc.).

Note: Expresso supports SharePoint intranets only.

You can view files and other items such as posted news or personal sites that
correspond to your search criteria.

-, All Content

To retrieve information from all the available sources.

> WWWwW.coveo.com
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e Regardless of the search interface that you select, the principle remains the same. Once you have
entered one or more keywords, the Desktop Searchbar displays all the pertaining results that were
found. When there is a great number of results, you can view them, page by page, by using the page
links at the bottom of the results area.

e The My Emails interface contains a link enabling you to view more contacts entries. The other
interfaces may not have this option, depending on your product (Expresso or CES) and on the
configuration defined by your system administrator (CES only).

e You can apply filters to refine (harrow down) your searches. You can exclude some of the elements
from your search or restrain your search to a specific category.

You can define one or several search criteria at a time. If you want to define filters with several criteria,
see Building a Filter with Multiple Criteria on page 19.

The Intranet and All Content interfaces contain a Search Within Results link. For more information on

this feature, see Searching Within Results on page 13.

e You can clear filters at any time.

To search using simple criteria:

1.

Use your keyboard shortcut (Windows logo key+C by default) to open the Desktop
Searchbar.

OR

With your mouse, point to the orange line located at the top of your screen. For more
information on how to display the Searchbar, see Displaying or Hiding the Desktop Searchbar
on page 39.

From the list of interfaces, select the interface on which you want to base your search.

4 My Emails - [united X

Enter the desired expression in the search entry box. For more information on the supported
operators that you can use, see Understanding the Most Common Search Operators
on page 11.

4 My Emails - [united X

4. Click the magnifying glass at the right of the search entry box to launch the search.

Note: You can also press ENTER from your keyboard.

WWW.Ccoveo.com 8
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The results corresponding to the search criteria are displayed.

> |
[COVED™ [

L [ My Emails - united

x [\ay|

e~y

Available search interfaces.——Amy emails 4 My Files §intranet [ Files /& People G Salesforce @ Pipeline Q2

Interfaces will vary depending on
your product (Expresso or CES)
and on configuration defined by

your system administrator
(CES only).

To display the entire thread (series)

o3

Showing results 1-10 of 29,021

Arthur Seng CEO - United il & Gas Corp. (New York)
(212) 842-5500 - asong@uog.com

Emails | Meetings | Attachments

Avi Green Pre-sales - United Oil & Gas Corp. (London)
(212) 842-5500 - agreen@uog.com

Emails | Meetings | Attachmenis

=F More People Results...

United Qil & Gas Corp. [United Oil SLA] opportunity

All Opporunities From United Oil & Gas Corp.

United Qil & Gas Corp. [United Oil Installations] Opporunity
All Opporunities From United Qil & Gas Corp.

=" More Salesforce Results...

RE. IT securi
United Oil
From: Liz Smith
To: Arthur Song;Jodi Gomez

Hi Arthur Song We have made a serious error. The consultant Bob Dobs totally forgot to follow
up on this issue. We apologize for this and we will correct it asap. Bob will ...

Cuick View | Search In Conversation | Attachments | Details | Opened 5 times, Today, 9:34 AM

assessment HIGH PRIORITY

February 23

of messages as a list.

My Emails interface only. o

L. Smith -= B. Dobs (February 22) Bob, The customer just informed me aboutthe . Quick View
8] v8_United Oil IT Security Assessment.docx (Liz Smith) - Quick View

RE: IT securty assessment HIGH PRIORITY
Express Logistics

From: Liz Smith

To: Josh Davis;Martin Maples

Hello Josh Davis Do you mean Bob never contact you regarding the attached document? He
should have taken care of the "Data on stand-alone PC's". Regards, Liz Smith

Quick View | Search In Conversation | Aftachments | Details

8] v11_Express Logistics IT Security Assess ment docx (Liz Smith) - Quick View

RE: IT security assessment HIGH PRIORITY
Genepoint

From: Liz Smith

To: Edna Frank;Guy Norling

Hello Edna Frank Do you mean Bob never contact you regarding the attached document? He
should have taken care of the "Data on stand-alone PC's". Regards, Liz Smith

Quick View | Search In Conversation | Attachments | Details

l@] V14_Genepoint IT Security Assessment. docx (Liz Smith) - Quick View

January 22

January 22

RE: Project start PNR35036 United Oil Brazil 12/2412009
From: Liz Smith

To: Avi GreenViola Salyers

Hi Avi Green We need to discuss it during our next meeting. Regards, Liz ... Miss Smith We
have changed a couple of sections in the document. Do you agree with the changes?

Quick View | Search In Conversation | Attachments | Details

~4 All Content

Sort By: Relevance | Date «

—] B.Dobs -= L. Smith; J. Gomez (February 22) Liz, i will call you |ater, currently busy at a... Quick View

B. Dobs - L. Smith; V. Salyers (12/23/2009) Liz, works for me. Bob .. They have changed... Quick View

L. Smith -= B. Dobs (12/22/2009) They have changed our SOW. What do you think?_ Quick View

A. Green -= L. Smith (12/21/2009) Mi== Smith We have changed a couple of seclions... Quick View

8] United Oil Brazil SOW for review.docx (Bob Dobs) - Quick View
@ United Oil Brazil SOW for review.docx (Liz Smith) - Quick View

Result Page:|1 2345678910 111213 14 15 [l’%lext]I

Do mare »

=F  Exportto Excel

Search Within Results

Mailbox:

[=5 liz@demo.coveo.com {23,066)

From:

BB Liz smith (2,390)

£ Bob Dobs (23)

9 Arthur Song (2,138)

B LizD cruz (2,100)

9 Stella Pavlova (2,111)
more

To:

8 Liz smith (22,304)

% Arthur Song (239)

@ LizD Cruz (239

# Bob Dobs (34)

ﬂ Jane Lewis {5)

Collection:

3 Exchange (23,281)

A Enterprise Vault (602)
[ C5 (4,583)

3 Desktop Connector (420)
L3 Manufactor (180)

Type:

B word (4,440)

) PowerPaint (2,202)
) Excel (5849)

= PoF ()

Exchange Type:
(& Email (21,812)
m Appointment (27)
Exchange Folder:

[£5 Old > Sent (18)
[E3) Sent Items {526)

powered by P

oveo

| »

m

To navigate through pages of

results (when applicable)
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To refine your search:

1. Define a filter as wanted.

¢ 4@

-

Do more -

0.03 second

Search Within Results
Type:
) POF (35)
.EI_] Word {32)
] PowerPoint (28)
&) Excel (8) To shorten the list of items of the
B Email (1) corresponding facet

() Text ()

fewer

Language: rl

(Q French = Excluded items appear as
€2 English (203) strikethrough

Author:

g Lauren Boyle {13)

E’ Jack Rogers (3)

2 Stella Pavlova (B)

a Avi Green (&)

E Babara Levy (8)

Facets

more

L Year: 7
Currently selected item———— [ 2009 To display a more complete list of items for
appears in bold the corresponding facet

o If you want to display only the results associated with a particular item from one of the facets,
click the item (not the ).

Note: If you click an item that was selected, the selection is automatically removed.
o If you want to exclude an item from the search results, click the corresponding

Note: If you click an item that was excluded from the search (strikethrough), this item
becomes available again.

o If you want to clear the selection or exclusions that have been made to a specific facet, click
the <+ icon.

Note: Clearing selections or exclusions will not delete any document or item. It only
enables you to modify the filter that is applied on search results.

As you define a filter, the application adjusts the new set of results to reflect the changes.

2. Repeat step 1 with all the criteria that you want to add to your filter.

WWWwW.coveo.com 10
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Understanding the Most Common Search Operators

You can perform simple searches using a word or a phrase or refine your searches with operators such
as AND, OR, and NOT in your queries. The table below shows the operators that are the most commonly
used.

Operator ‘ Examples ‘ Remarks

AND . -
e coveo AND expresso e Only the items containing both coveo and expresso
keywords will be returned.
e  COVEO expresso
e Order of appearance of the keywords is not important.
e This operator is optional. By default, searches are
performed using the AND operator between the
keywords if no operator is specified.
OR coveo OR expresso All the items containing either coveo or expresso will be
returned.
e NOT e coveo NOT expresso ¢ Only the items containing coveo, without containing
expresso will be returned.
e - (dash) ®  COVEO -expresso
¢ If you use the dash, leave a blank space between the
first keyword and the dash. Otherwise, the returned
items will correspond to the exact expression (coveo
expresso in this case) as if you would have used
quotation marks.
" " (quotation "coveo expresso” Only the items containing coveo immediately followed by
marks) expresso will be returned.
from . .
o from:Liz e You can only use this operator to search through
s - e-mail messages (My Emails interface). In any other
* from:"Liz Smith interface, no results will be returned.
e The messages sent by anyone whose name or
address contains Liz will be returned.
e The messages sent by Liz Smith will be returned.
to . .
e to:lLiz e You can only use this operator to search through
t0-"Liz Smith" e-mail messages (My Emails interface). In any other
e forhizsmi interface, no results will be returned.
e The messages sent to anyone whose name or
address contains Liz will be returned.
e The messages sent to Liz Smith will be returned.

> WWWwW.coveo.com 11
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Sorting the Results

You can sort results according to a specific aspect. By default, you can sort documents and items
according to their relevancy score or their modification date. When you sort results by date, the direction
of the arrow indicates how the items are sorted (= from the most recent to the less recent; « from the
less recent to the most recent).

Note: Other sorting options can be available, depending on your product (Expresso or
CES) and on configuration defined by your system administrator (CES only).

To sort the results:

1. From the main window, click Relevance or Date, depending on how you want to sort the

results.
> . . =
coveo 4 My Emails - united X |l -
-
[ My Emails 4 MyFiles §Hlintranet [ Files [ People G Salesforce Gk Pipeline @2 4 All Content Domorew [
Showing results 1 - 10 of 20,021. SortBy: Relevance | Date O Exportto Excel
51 Arthur Song CEC - United Oil & Gas Corp. (New York) Search Within Results
(212) 842-5500 - asong@uog.com
Emails | Meetings | Attachments Mailbox: 7
Avi Green Pre-sales - United Oil & Gas Corp. (London [ liz@demo.coveo.com (29,066)
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments From: T
= More People Results... B9 Liz Smith (2.3900

2. If you selected Date as the sorting option and the order of appearance of the items does not
suit your needs, simply click Date again to change this order.

> WWWwW.coveo.com 12
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Searching Within Results

The Search Within Results feature is available from several search interfaces such as Intranet and
All Content. With this feature, you can perform a more “in-depth” search on the current set of results.

Note: If the Search Within Results link is never displayed, it probably depends on the
configuration defined by your system administrator (CES only).

You can still use refinement filters (selections, exclusions, filters with multiple criteria) even if you work
with the Search Within Results feature.

The Search Within Results “filter” will be applied to all searches that you perform until you remove it.

For more information on how to search within a series of messages, see Searching Within a Specific
Series (Thread) of E-mail Messages on page 15.

To search within results:

1. If desired, refine the results (see Searching Information Using Simple Criteria on page 6 and
Building a Filter with Multiple Criteria on page 19).

2. Inthe search box, enter the desired expression.

' \
m—— " I 3 =
-
[ My Emails 4 MyFiles §Hiintranet [ Files 2 People Gk Salesforce G Pipeline Q2 4 All Content Domorew [
Showing results 1 - 10 of 20,021. SortBy: Relevance | Date I Exportto Excel
a Arthur Song CEC - United Oil & Gas Corp. (New York) Search Within Results
(212) 842-5500 - asong@uog.com
Emails | Meetings | Attachments Mailbox: 7
Avi Green Pre-sales - United Oil & Gas Corp. (London [ liz@demo.coveo.com (29,066)
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments From: 7
= More People Results... 9 Liz Smith (2.390)
3. Click Search Within Results.
4 1 My Emails - united X K& [l
coveo b —
-
[ My Emails 4 MyFiles §Hlintranet [ Files £ People € Salesforce 'k Pipeline @2 4 All Content Domorew [
Showing results 1 - 10 07 29,021, Sort By Relevance | Date v Gl Eportio Evcel
a Arthur Song CEO - United Qil & Gas Corp. (Mew York) [ Search Within Results
(212) 842-5500 - asong@uog.com
Emails | Meetings | Attachments Mailbox: 7
Avi Green Pre-sales - United Qil & Gas Corp. (London (= liz@demo.coveo.com (29,068)
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments From: 7
= More People Results... B Liz smith (2.3900

The application displays the filtered results.

> WWWwW.coveo.com 13
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To remove all filters (including Search Within Results):

At the top of the results list, click Clear.

s

COVEO‘ [ * | l \H -, All Content - series X| Q4 }7/

My Emails 4 MyFiles §fintranet [ Files & People € Salesforce € Pipeline Q2 4 All Content

Showing results 1-10 of 112. Sort By: Relevance | Date | Title

Only results from the query united are disp\ayed Search Within Results

CS501507 United Qil Arthur Song (6789 fatal 1112312009 Collection:
error) Ca cs(ee)

CS01507 United Oil New installation 6789 fatal error Digital IXUS series DIGITAL IXUS 110 1S O3 Law (9)
Resolved Digital [XUS series C& Manufactor (25)
Indexed: 2 months 24 days ago - From: CS/myCRDB 3 TCC Site (1)
hitp:/fww.coveo.comiCases/details. aspx?ld= 1507 - 242 bytes

Quick View | Details | srse<s | Opened 12 times, April 11 | Author:

CS01956 United Oil Avi Green (Wireless 1012412009 8 Lauren soyie (3)
Bluetooth) 8 Stella Paviova (2)
CS01956 United Oil Mandatory upgrade Wireless Bluetooth Digital IXUS series DIGITAL IXUS B Arthur song (1)

110 1S Resolved Digital IXUS series B astley James (1)
Indexed: 2 months 24 days ago - From: CS/myCRDB 8 Tom Ripley (1)
hitp:/hwww.coveo.comiCases/details. aspx?ld= 1056 - 248 bytes el
Quick View | Details | srr<s | Opened 2 times, &pri 04 | Year:

Do more «

0.09 second

The application refreshes the results list according to the keyword appearing in the search box (all filters

are removed at the same time).

) Www.coveo.com
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Searching Within a Specific Series (Thread) of E-mail Messages

The Search In Conversation feature enables you to perform a more “in-depth” search on a specific series
(thread) of messages. The Search in Conversation “filter” will be applied to all searches that you perform
until you remove it. You can view the previous set of results or remove the Search In Conversation filter at
any time.

You can still use refinement filters (selections, exclusions, filters with multiple criteria) even if you work
with the Search In Conversation feature.

The Search In Conversation feature is available in the My Emails interface only.

For more information on how to search within results in general, see Searching Within Results
on page 13.

To search within a specific series of e-mail messages:

1. Under the series of messages for which you want to see all the related entries, click Search
in Conversation.

COVEO" | | | | 4 My Emails - united X | Qy ‘

[ My Emails L MyFiles §iintranet [ Files /2 People L Salesforce W Pipeline @2 4 All Content

Showing results 1 - 10 of 29,021. Sort By: Relevance | Date

3 Arthur Song CEC - United Oil & Gas Corp. (New York)
(212) 842-5500 - asong@uog.com
Emails | Meetings | Attachments
Avi Green Pre-sales - United Oil & Gas Corp. (London
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments
= More People Results...
United Oil & Gas Corp. [United Oil SLA] Opportunity
All Opportunities From United Oil & Gas Corp
United Oil & Gas Corp. [United Oil Installations] Cpportunity
All Opportunities From United Oil & Gas Corp.
= More Salesforce Results...
34 RE- IT security assessment HIGH PRIORITY February 23
United Oil
From: Liz Smith
To: Arthur Song;Jodi Gomez
Hi Arthur Song We have made a serious eror. The consultant Bob Dobs totally forgot to follow

up on this issusMle apologizefar this and we will correct it asap. Bob will ..
Quick View | Search In Conversation | Attachments | Details | Opened 5 times, Today, 9:34 AM
B. Dobs = L. Smith; J. Gomez (February 22) Liz, i will call you later, currently busy at 2. Quick View

L. Smith = B. Dobs (February 22) Bob, The customer justinformed me about the... Quick View
8] v8_United Oil IT Security Assessment.docx (Liz Smith) - Quick View

Search Within Results

Mailbox:

[ liz@demo.coveo.com (29,066)

From:

£ Liz smith (2,390)

£ Bob Dobs (23)

Q Arthur Song (2,136)
£ LizD Cruz (2,100)

Q Stella Paviova (2,111)

more

To:

¥ Liz Smith (22,304)
ﬁ Arthur Song (239)
¥ LizD Cruz (239)
%8 Bob Dobs (39)
@ Jane Lewis (5)

more

Collection:
[A Exchange {23,281)
A Enterprise Vault (602)

> WWWwW.coveo.com
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The application displays the filtered results.

coveo || | oMy Emails - issud x o8 L E
-
My Emails 4 MyFiles §Hiintranet = Files £ People '@ Salesforce @ Pipeline G2 4 All Content Do more »
Showing results 1 -6 of 6. Sort By: Relevance | Date « 0.05 second
Only results from the selected conversation are displayed. [Go Back / Remove Filter] Search Within Results
Only results matching the refine constraints are displayed. [Clear]
Mailbox: =
54 RE: IT security assessment HIGH PRIORITY February 23 [ liz@demo.coveo.com (6)
United Qil
From: Liz Smith From: 7 4
To: Arthur Song;Jodi Gomez 9 Liz Smith {4)
Hi Arthur Song We have made a serious error. The consultant Bob Daobs totally forgot to follow
. . N . ; . 9 Arthur Song (2)
up on this issue. We apologize for this and we will correct it asap. Bob will _..
Quick View | Details | Opened & times, Today, 4:46 PM To: e
4 FW: IT security assessment HIGH PRIORITY February 22 4 Jodi Gomez ()
United Qil @ Arthur Song (3)
From: Liz Smith ﬂ Bob Dobs (1)
To: Bob Dobs o o ¥ Liz Smith (2)
Bob, The customer just informed me about the fact that you never correct this issue! Call me!
Best, Liz ... Miss Smith Mo! He never contacted us. Our next assessment is in ... Collection: =
Quick View | Details | Opened once, April 07 £3 Exchange (8)

2. If desired, refine the results (see Searching Information Using Simple Criteria on page 6 and
Building a Filter with Multiple Criteria on page 19).

3. Inthe search box, enter the desired expression.

( N\
coveo  [~o| |\ £ MyEmails - fissue x &y S E
-
My Emails 4 MyFiles §Hiintranet [ Files [ People '@ Salesforce G Pipeline @2 4 Al Content Do more v
Showing results 1- 6 of 6. SortBy: Relevance | Date = 0.05 second
Only results from the selected conversation are displayed. [Go Back / Remove Filter] Search Within Results
Only results matching the refine constraints are displayed. [Clear] )
Mailbox: =
54 RE: IT security assessment HIGH PRIORITY February 23 [ liz@demo. coveo.com (6)
United Qil
From: Liz Smith From: 7 4
To: Arthur Song;Jodi Gomez 9 Liz Smith (4)
Hi Arthur Song We have made a serious error. The consultant Bob Dobs totally forgot to follow
. . . ; . 9 Arthur Song (2)
up on this issue. We apologize for this and we will correct it asap. Bob will ..
Quick View | Details | Opened & times, Today, 4:46 PM To: g
&4 FW- IT security assessment HIGH PRIORITY February 22 98 Jodi Gomez (5)
United Oil 3 Arthur Song (3)
From: Liz Smith @ Bob Dobs (1)
To: Bob Dobs o _ ¥ Liz smith (2)
Bob, The customer just informed me about the fact that you never correct this issue! Call me!
Best, Liz ... Miss Smith Mol He never contacted us. Our next assessment is in ... Collection: =
Quick View | Details | Opened once, April 07 3 Exchange (5)

4. Click the magnifying glass at the right of the search entry box to launch the search.

Note: You can also press ENTER from your keyboard.

The application refreshes the results list automatically.
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To view the previous set of results:

At the top of the results list, click Go Back.

COVEO‘ | ) ‘ | ‘ 4 My Emails - issue| x| QS | |§@
z
My Emails 4 MyFiles §Hiintranet [ Files [ People '@ Salesforce G Pipeline @2 4 Al Content Do more »
Showing results 1- 6 of 6. SortBy: Relevance | Date 0.05 second

Only results from the selected conversation are displayed. [Go Back /Remove Filter] Search Within Results

Only results matching the refine constraints are displayed. [Clear]

Mailbox: =
EE] RE: IT security assessment HIGH PRIORITY February 23 [55 liz@demo. coveo.com ()
United Qil
From: Liz Smith From: 2%
To: Arthur Song;Jodi Gomez 9 Liz Smith (4)

Hi Arthur Song We have made a serious error. The consultant Bob Dobs totally forgot to follow B Arthur Song (2
up on this issue. We apologize for this and we will correct it asap. Bob will ...
Quick View | Details | Opened & times, Today, 4:46 PM To: -

To remove the Search in Conversation filter:

At the top of the results list, click Remove Filter.

COVE‘O" | . | | | 1 My Emails - issue‘ X | Qs ‘ ‘E@
A My Emails 4 MyFiles §fiintranet [ Files /3 People ©L Salesforce G Pipeline @2 4 All Content Do more »
Showing results 1 -6 of 6. Sort By: Relevance | Date « 0.05 second

Only results from the selected conversation are displayed. [Go Backl/ Remave Filter] Search Within Results

Only results matching the refine constraints are displayed. [Clear]

Mailbox: ~a
33 RE: [T security assessment HIGH PRIORITY February 23 [5] liz@demo.coven.com (8)
United Ol
From: Liz Smith From: 27
To: Arthur Song;Jodi Gomez 9 Liz Smith (4)

Hi Arthur Song We have made a serious error. The congultant Bob Dobs totally forgot to follow

. N N . . . Arthur 5 i
up on this issue. We apologize for this and we will corrget it asap. Bob will .. & artur song

Quick View | Details | Opened 8 times, Today, 4:46 PM To: v
To clear all selections and To clear all selections and
exclusions made to all facets exclusions made to the

corresponding facet

Note: Removing the Search in Conversation filter will not clear any selections or
exclusions that you may have made to facets. To clear the selections or exclusions made
to a specific facet, click the << icon. To clear all selections and exclusions made to all
facets, click Clear.

The application refreshes the results list according to the keyword appearing in the search box.
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Using Predefined Filters

Your system administrator might have defined filters to help you retrieve results quickly (for example,
e-mail messages from a given group). When those filters are available, the Search In list will be displayed
on your screen, just under the number of results.

To use predefined filters:

Predefined filters

1. From the main window, click Search In.

COVEO‘ | | ‘ | - My Files - united >(| aQ |

[AMyEmails 4 MyFiles §iintranet [ Files /) People L Salesforce L Pipeline @2 4 All Content

Fremirrgresuiie-4y 10 of 22. Sort By: Relevance | Date
Search Inw ] y
-onstraints are displayed. [Clear] Search Wit
LG Emails |
. y ted Oil & Gas Corp. (New York) Type:
Competitor Web Sites !
= lg@uog.com B8] word (21)
LG Competitor Web Sites - Local _1ments E;] PowerPoin
Inited Qil & Gas Corp. (London) =
Al Excel (6,
LA Al {pema) 2n@uog.com —] )
L& TT Service Requests iments Language:
@ 4l Results ) © French
Sunea o & oas curp. [United Oil SLA] Opportunity €2 English (4

All Opportunities From United Oil & Gas Corp.
United Qil & Gas Corp. [United Oil Installations] Opportunity Author:

All Opportunities From United Oil & Gas Corp. g Tom Ripley
= More Salesforce Results... 8 LizDcruz

Manm Fae.

2. From the list of predefined filters, click the desired filter.

The application refreshes the results list according to the selected filter.
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Building a Filter with Multiple Criteria

One of the main features of the Desktop Searchbar is the possibility to quickly build filters including
several criteria. This could be particularly useful, for example, if you want to view only the documents
written by specific people. You could then select only the desired names from the list, and the
application would automatically adjust the results list according to your filter.

You can build as many filters with multiple criteria as there are available facets. You can modify
existing filters or remove them as needed.

To build or modify a filter with multiple criteria:

1. If you want to modify an existing filter, go directly to step 2; otherwise, launch a search (see
Searching Information Using Simple Criteria on page 6).

2. Clickthe

icon next to the facet containing the criteria that you want to use to restrict your

search.
covBonlia o\l My fies - x [y e
My Emails 4 MyFiles §Hiintranet [ Files £ People € Salesforce €k Pipeline Q2 4 All Content Domarew [
Showing results 1 - 10 of 558. Sort By: Relevance | Date 0.09 second
Only results matching the refine constraint are displayed. [Clear] Search Within Results
a Arthur Song CEO - United 0il & Gas Corp. (New York) Type: >
(212) 842-5500 - asong@uog.com @l_] Word (138)
Emails | Meetings | Attachments §E| Powerpaint (75)
Avi Green Pre-zales - United Qil & Gas Corp. (London) ) Excel (45)
(212) 842-5500 - agreen@uog.com = poF (37)
Emails | Meetings | Attachments =
= More People Results... g ;EXt_I((?}
. . . mzil
@ United Oil & Gas Corp. [United Oil SLA] Opportunity fewer
All Opportunities From United Oil & Gas Corp. )
United Oil & Gas Corp. [United Oil Installations] opportunit S 4% |2
All Opportunities From United Oil & Gas Corp. Q French r
= More Salesforce Results... 2 English {544)
® United Oil Brazil SOW draft.docx Avi Green 12/19/2008 Author: [ 7
From: Liz Smith g Stella Paviova (26)
To: Avi Green ) ) ) ) ) ) g Lauren Boyle (22)
The United Qil Brazil and Service Provider are sometimes referred to collectively ... deliver to

United Oil Brazil all of United Qil Brazil's property together with all ...

Computer: vm-w7-desktop1.demo.coveo.com
My Files = Archive Folders = ToArchive = Sent - 11 pages
Quick View | Folder | Details | st

g Avi Green (22)
g Arthur Song {18)
g Tom Ripley (168)

more
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3. From the Available list, click each criterion (item) that you want to include in your filter.

To empty the Restrict To list.

Restrict Possible Values: Author

Use this dialog box to narrow down the results to any item of the restricted list.

’M' lect All Restrict To: Clear
/‘ Stela Paviova 8 Lzpcruz

Lauren Boyle £ Rose Gonzalez Only results corresponding to
Avi Green & Tom Ripley one of these items will be
Bruce Saint-Simon .

Arthur Song displayed.

Jack Rogers

Jane Grey

Pat Stumuller
Ashley James
Tim Barr

Babara Levy
John Bond
Benoit-Jean-Louis Jacquemin
Josh Davis

Edna Frank
Abel Tiquet
Basie Beaufis
Andy Young
Benedicte Garbe
Bruce Terrier

\ Bernard Chretien
Sean Forbes /

Filter: | |

The selected items are transferred to the Restrict To list on which the filter will be based.

Note: You can use the Filter box to help you find a specific item more quickly. The
application automatically adjusts the list as you type. Once you have found the desired
item, simply click it to include it in your filter.

Note : If you want to remove criteria, from the Restrict To list, click each item that you no
longer want in your filter.
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4. When your criteria are all selected, click OK.

The results list is refreshed according to your new filter.

COVEO‘ \ - ‘ I \V‘ - My Files - united % | Qy }7/ @@

My Emails &, MyFiles §Hlintranet CiFiles & People € Salesforce €k Pipeline Q2 4 All Content Do more v
Showing results 1 - 10 of 22 Sort By: Relevance | Date 0.23 second
Only results matching the refine constraints are displayed. [Clear] Search Within Results
Arthur Song CEO - United Oil & Gas Corp. (Mew York) Type: v
{212) 842-5500 - asong@uog.com ) word (21)
Em_ails | Meetings | Attachments @ PowerPaint (13)
Avi Green Pre-sales - United Qil & Gas Corp. (London) &) Excel )
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments Language: 2 T
= More People Results... QF
@' United Oil & Gas Corp. [United Qil SLA] Cpportunity €2 English (40)
All Opportunities From United Oil & Gas Corp.
United Qil & Gas Corp. [United Qil Installations] Opportunity Author: 7 o
All Opportunities From United Oil & Gas Corp. g Tom Ripley (16) L
= More Salesforce Results... g Liz D Cruz {15) 1
) . P — g Rose Gonzalez (3)
B Broadcom IPO to debut - Apr. 17. 1998 (United  Tom Ripley 9/812009 ATHORT
Oil US) .
From: Liz Smith
To: Tom Ripley
- {or Flow) Rate: The average number of flow units per unit of time that pass through a
specific ... How many units are in work-in-process inventory (WIP) on average?
Computer: vm-w7-desktop1.demo.coveo.com
My Files = Archive Folders = ToArchive = Sent - 44 slides
Quick View | Folder | Details | s

Icon in dark grey indicates that items
of the facet have been filtered

5. Repeat the steps above for all the filters that you want to build.
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To remove a filter with multiple criteria:

Click the < icon next to the facet corresponding to the filter that you want to remove.

COVEO‘ [,| l \H - My Files - united >(|O‘_}7/

=N

My Emails 4 MyFiles §Hlintranet [ Files £ People € Salesforce 'k Pipeline @2 4 All Content
Showing results 1 - 10 of 22. Sort By: Relevance | Date
Only results matching the refine constraints are displayed. [Clear]

Arthur Song CEC - United Oil & Gas Corp. (New York)
1 (212) 842-5500 - asong@uog.com
Emails | Meetings | Atachments
Avi Green Pre-sales - United Oil & Gas Corp. (London)
1 (212) B42-5500 - agreen@uog.com
Emails | Meetings | Atachments
= More People Results...
@‘ United Qil & Gas Corp. [United Qil SLA] Opportunity
All Opportunities From United Qil & Gas Corp.
United Oil & Gas Corp. [United Oil Installations] Cpportunity
All Opportunities From United OQil & Gas Corp.
= More Salesforce Results...

B Broadcom IPO to debut - Apr. 17. 1998 (United  Tom Ripley 0/2/2009 e
Qilus) .

The filter is automatically removed and the results list is refreshed accordingly.

Search Within Results

Type:

W word (21)

@ PowerPoint (13)
@ Excel (8)
Language:

2 French

2 English (40)
Author:

8 Tom Ripley {16)
8 LzDcruz(15)
8 Rose Gonzalez (3)

Year:

) Www.coveo.com
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Performing Searches in Separate Windows

Sometimes, you may want to perform different searches and view the results in their own windows. You
can isolate as many search windows as you want from the Desktop Searchbar.

Note: A search box will remain available in each window to enable you to launch new
searches.

To perform searches in separate windows:

1. Open the Desktop Searchbar. For more information, see Displaying or Hiding the Desktop
Searchbar on page 39.

2. Enter the desired expression in the search entry box. For more information on the supported
operators that you can use, see Understanding the Most Common Search Operators

on page 11.

£ My Emails - ur'litecl| X

3. Click the magnifying glass at the right of the search entry box to launch the search.
Note: You can also press ENTER from your keyboard.

4. Click the window separation button.

Desktop Searchbar area—— To separate the search windo
from the Desktop Searchbar

COVEO“ . My Files -~ united X

My Emails 4 MyFiles $H Intranat Files £ People % Salesforce . Pipeline @2 4 All Content

Showing results 1 - 10 of 558. SortBy: Relevance | Date

To close the independent
search window

OR

Click anywhere on the title bar (outside the Desktop Searchbar area) and drag the window at
the location of your choice on your screen. As soon as you release the mouse button, the
window becomes independent from the Desktop Searchbar.

5. Repeat the steps above with all the independent search windows that you want to create.
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Rating Documents and Items

In interfaces such as My Files, People and Intranet, it is possible to rate documents and items to reflect
their relevancy. There are two types of rating: collaborative and personal.

e Collaborative rating: Represented by grey stars ( - 1 to 3 stars). Corresponds to an average of
the appreciations given to each document by the other users in your organization. The application
uses this average to fine-tune ranking. Since the collaborative rating is an average, you cannot
modify this value directly.

Because this process is performed independently for each user group, it tailors ranking to different
types of users (for example, the collaborative rating used to rank documents for a Human Resource
consultant is different from the one used for a software developer).

e Personal rating: Represented by yellow stars ( - 1 to 3 stars). Corresponds to the appreciation
that you assign to a document to reflect its relevancy. This appreciation is used to calculate
collaborative rating and personalize the ranking of results. The personal rating prevails on
collaborative rating, which means that, once you have rated a document, its collaborative rating score
will no longer be taken into account during the ranking process.

You can remove the personal rating on documents and items, but not the collaborative rating. To be able
to modify the personal rating of an already-rated document, you must remove its rating first.
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>
coveo

Desktop Searchbar: User Documentatio

n

To rate documents and items:

Under the document or item that you want to rate, click the desired number of stars.

coveo |ool | | 4 MyFiles~ united

x [y

I=Y

Showing results 1 - 10 of 558.

Only results matching the refine constraint are displayed. [Clear]

From: Liz Smith
To: Avi Green

My Files = Archive Folders =
Quick View | Folder | Detail

The new personal rating is shown immediately.

My Emails 4 MyFiles §Hfintranet [ Files /2 People €k Salesforce '@ Pipeline @2 4 All Content

Sort By: Relevance | Date

Search Within Results

coveo ol || & MyFites - united

B United Qil Brazil SOW draft.docx Avi Green 12/119/2009 Type:
B word (138)
The United OQil Brazil and Service Provider are sometimes referred to collectively ... deliver to % Z:::T:;)m =)
United Oil Brazil all of United Oil Brazil's property together with all ..
Computer: vm-w7-deskiop1.demo.coveo.com % POF (37)
™= Sent - 11 pages [B) Text (3
| more
x [lay|

»

Do more »

0.08 second

ey~

Showing results 1-10 of 558.

Only results matching the refine constraint are displayed. [Clear]

@] United OQil Brazil SOW draft.docx Avi Green

From: Liz Smith
To: AviGreen
The United Oil Brazil and Service Provider are sometimes referred to collectively
United Oil Brazil all of United Qil Brazil's property together with all ..

Computer: vm-w7-desktop1.d coveo.com

My Files = Archive Folders =Sent - 11 pages

Quick View | Folder | Detailg | 5

To remove personal rating from documents or items:

EAMyEmails 4, MyFiles §fiintranet [~ Files & People € Salesforce €k Pipeline Q2 4 All Content

Sort By: Relevance | Date
Search Within Results
12/19/2009 Type:
8 word (138)
. @] PowerPoint (75)
deliver to ) Excel (45)
) POF (37)
Text (3)

Right-click the yellow stars under the document or item for which you want to remove the rating.

The application displays the collaborative rating for this document or item automatically.

> WWWwW.coveo.com
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Understanding the Quick Views and Cached Documents

A Quick View is an HTML copy of a document or message that the application keeps in memory, which
allows to speed up document access and reading. Quick Views take less time to open than actual
documents (because they are already in memory). A cached document is similar to a Quick View with the
difference that Quick Views are created by converting documents to HTML format; whereas, cached
documents are native HTML documents.

In the Quick Views and cached documents, the search keywords are highlighted and you can easily
navigate through the occurrences of these keywords in the document or message.

From the Quick View or Cached window, you can also:
e Open the original document or message (if you have the appropriate user rights).

e Open (detach) a copy of the document or message in a Web browser to access features such as
printing.

¢ Navigate through the results (go to previous or next result displayed in HTML).
o Display the complete list of results and open a specific item (in HTML format).
To navigate through occurrences of keywords in a Quick View or a cached document:

1. Under the document or item for which you want to display the Quick View or cached version,
click Quick View (or Cached).

coveo . My Files ~ united x S E3
[ My Emails 4 MyFiles §Hfintranet = Files /2 People ©h Salesforce G Pipeline @2 4 All Content Do mare v
Showing results 1 -10 of 558. Sort By: Relevance | Date 0.09 second
Only results matching the refine constraint are displayed. [Clear] Search Within Results
] United Qil Brazil SOW draft.docx Avi Green 12/19/2009 Type:
From: Liz Smith Iﬂl] Word (138)
To: AviGreen I

; ) ) . . ) ) ) | PowerPoint (75)
The United Oil Brazil and Sernvice Provider are sometimes referred to collectively . deliver to ) pover c',n o
B] Excel (45)

United Oil Brazil all of United Oil Brazil's property together with all _.. = oF (37)
Computer: vm-w7-deskiop1.demo.coveo.com = e
Iy Files = Archive Folders = ToArchive = Sent - 11 pages (5] Text (3)
Quick Vi

ew | Folder | Details | sk more
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2. Click the highlighted keywords located at the top of the window to go to the first occurrence of

this expression in the document or message.

! E® RE:IT security assessment HIGH PRIORITY United Oil Open | Detach | Mext | Other Results | X

Hi Arthur Song

We apologize for this and we will correct it asap.
Bob will call you today to schedule a meeting.

| Regards,
1 Lz
&
|

February 23, 4:47 AM

We have made a serious error. The consultant Bab Dobs totally forgot to follow up on this issue.

From: Arthur Song [mailto:asong@uog.com]

Sent: February 22, 2010 12:47 PM

To: Liz Smith; Jodi Gomez

Subject: RE: IT security assessment HIGH PRIORITY United Oil

T RCTRTERRT

|| Miss Smith
No! He never contacted us. Our next assessment is in a couple of weeks, we need to act now!

| Regards,
| Arthur Song

o From: Liz Smith

Sent: January 22, 2010 9:47 AM

To: Arthur Song; Jodi Gomez

| Subject: RE: IT security assessment HIGH PRIORITY United Oil

Hello Arthur Song

m

3. Click as many times as needed to navigate through the document or message.

OR

With your mouse, scroll up or down as needed to navigate through the document or

message.

) Www.coveo.com
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To open the original document or message:

From the Quick View or Cached window, click Open.

Open | Jetach | Next| Other Results | X

February 4:47 AM

Hi Arthur Song
1 We have made a serious error. The consultant Bob Dobs totally forgot to follow up on this issue.
We apologize for this and we will correct it asap.
Bob will call you today to schedule a meeting.

Regards,
Liz

The message or document opens if you have the appropriate user rights.

To open (detach) a copy of the document or message in a Web browser:

From the Quick View or Cached window, click Detach.

% RE: IT security assessment HIGH PRIORITY United Oil Open | Detach | ext| Other Results | X

From: Liz Smith February 23, 4:47 AM
Ta: Arthur Song;Jodi Gomez

united;

Hi Arthur Song

4 We have made a serious error. The consultant Bob Dobs totally forgot to follow up on this issue.
We apologize for this and we will correct it asap.

Bob will call you today to schedule a meeting.

Regards,

Liz

The application displays the HTML version of the document or message in your Web browser.
To navigate through the results (in HTML format):

From the Quick View or Cached window, click Previous or Next.

| Eg] Express Logistics IT Security Assessment.docx Open | Detach Previous | Next | Other Results | X

From h
To: Josh Davis;Martin Maples

IT Security Risk Assessment

Express Logistics

The application displays the HTML version of the corresponding document or message.
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To open adocument or message from the list of results (in HTML format):

1. From the Quick View or Cached window, click Other Results.

l €% RE:IT security assessment HIGH PRIORITY United Oil

From: Liz
To: Arthur Song;Jodi Gomez

united;

Hi Arthur Song

We apologize for this and we will correct it asap.
Bob will call you today to schedule a meeting.

| Regards,

Liz

Open | Detach | Next| Other Results | X

Fepruary 23, 447 AM

We have made a serious error. The consultant Bob Dobs totally forgot to follow up on this issue.

2. From the displayed list, select the document or message that you want to view.

% RE:IT security assessment HIGH PRIORITY United Oil

From: Liz Smith
To: Arthur Song;Jodi Gomez

Hi Arthur Song

We apologize for this and we will correct it asap.
Bob will call you today to schedule a meeting.
Regards,

Liz

We have made a serious error. The consultant Bob Dobs totally forgpt t W) Genepoint IT Security Assessment.docx

34 RE: IT security assessment HIGH...
The consultant Bob Dobs totally forgot to follow up on
this issue. ... To: Liz Smith;...

¥ Express Logistics IT Security... -
Does your department or organizational unit store or (Tl
maintain data that: ... Does your...

Does your department or organizational unit store or
maintain data that: ... Does your...

@ RE: Financial funding report United...
To: Liz Smith; Liz D Cruz Subject: RE: Financial funding
report United QilGas ......

@ FW: License agreement | Please...

From: Arthur Song [mailto:asong@uog.com]
Sent: February 22, 2010 12:47 PM
To: Liz Smith; Jodi Gomez

Miss Smith

Regards,
Arthur Song

Subject: RE: IT security assessment HIGH PRIORITY United Oil

No! He never contacted us. Our next assessment is in a couple of weel

To: Liz Smith; Douglas Wolf Subject: RE: License
agreement | Please comment United Oil...

m

FW: License agreement | Please...
To: Liz Smith; Sean Forbes Subject: RE: License
agreement | Please comment United Oil...

RE: Project start PNR3508 United Oil UK
To: Liz Smith; Charles Weber Subject: RE: Project start
PNR3508 United Oil UK ... We...

%

%

%

RE: Project start PNR350148 United...
To: Liz Smith; Geraldine Edison Subject. RE: Project start
PNR350148 United Qi US ...

RE: Meeting United Oil NY
To: Liz Smith; Beverly Matthews Subject: RE: Meeting
United QilNY ... To: Arthur Song; ...

%

%

RE: Project start PNR35036 United Oil...
To: Liz Smith; Viola Salyers Subject: RE: Project start

—

From: Liz Smith
Sent: January 22, 2010 9:47 AM
| To: Arthur Song; Jodi Gomez

Hello Arthur Song

Subject: RE: IT security assessment HIGH PRIORITY United Oil

PNR35036 United Oil Brazil ...... /

The application displays the HTML version of the corresponding document or message.
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Viewing all Documents Related to a Specific Message

You can view all the documents associated with a specific message. These documents could have been
either attached to the message or inserted in its body (in the case of images). When the selected
message is part of a series of messages in which several documents have been exchanged, the
application will list all the messages with their attachments.

You can rate the shared documents (see Rating Documents and Items on page 24).

You can also perform a more “in-depth” search in the shared documents when applicable (the application
cannot look for keywords in image files). The search in attachments “filter” will be applied to all searches
that you perform until you remove it. You can view the previous set of results or remove the search in
attachments filter at any time.

You can still use refinement filters (selections, exclusions, filters with multiple criteria filters).
By default, this feature is available in the My Emails and People interfaces.
To view all documents related to a specific message:

1. Under the document or item for which you want to see all the shared documents, click

Attachments.
> - . -
coveo: 4 My Emails - united b4 [l ﬁ
AMy Emails ", MyFiles §lintranet [ Files /3 People b Salesforce L Pipeline @2 4 All Content Do mare v
Showing resulte 1 - 10 of 20,021, SortBy: Relevance | Date v T Exportto Excel
3 Arthur Song CEC - United Oil & Gas Corp. (New York) Search Within Results
L (212) 842-5500 - asong@uog.com )
Emails | Meetings | Attachments Mailbox:
Avi Green Pre-sales - United Qil & Gas Corp. (London = liz@demo.coven.com (29,068)
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments From:
i More People Results... 9 Liz Smith {2,390)
6 United Oil & Gas Corp. [United Oil SLA] Opporiunity £ Bob Dobs (23)
All Opportunities From United Oil & Gas Corp. £ Arthur Song (2,136) A
United Oil & Gas Corp. [United Oil Installations] Cpportunity £ LizD Cruz (2,100) 3
All Opportunities From United Oil & Gas Corp. £ stella Paviova (2,111)
i+ More Salesforce Results... maore
N . To:
&4 RE: IT security assessment HIGH PRIORITY February 23 ©
United Oil 9 Liz smith (22,309)
From: Liz Smith ¥ Arthur Song (239)
To: Arthur Song;Jodi Gomez @ Liz D Cruz (234)
Hi Arthur Song We have made a serious eror. The consultant Bob Dobs totally forgot to follow 8 Bob Dobs (34)
up on this issue. We apologize for this and we will correct it asap. Bob will _.. @ Jane Lewis (5)
Quick View | Search In Conversation | Attachments | Petails | Opened 5 times, Today, 9:34 AM more
+] B.Dobs -= L. Smith; J. Gomez (February 22) Liz, i will call you later, currently busy at a... Quick View Collection:

L. Smith = B. Dobs (February 22) Bob, The customer justinformed me about the... Quick View

] v8_United Oil IT Security Assessment docx (Liz Smith) - Quick View £ Exchange (23,281)

[C3 Enterprise Vault (602)

Note: If you do not wish to rate the shared documents, use refinement filters, or perform
an advanced search on them, you do not have to open the Attachments window.

In this case, you can simply click the desired document to open the original. You can also
click Quick View to open the HTML version (see Understanding the Quick Views and
Cached Documents on page 26).
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The application displays the message or series (thread) of messages and the corresponding

shared documents.

»
coveo | |

| [ My Emails - stand-alone

x|(1|

[“1My Emails 4 MyFiles §fiintranet [ Files /2 People Gk Salesforce 'k Pipeline Q2 L All Content

Showing results 1-1 of 1.

() Mewspaper ad revenues up - Sep. 8, 1997 word
RE: Brazilian mining group sees no need for... W
= More My Files Results...

Only files attached to RE: IT security assessment HIGH PRIORITY United Qil are displayed. [Go Back/Remaove Filter]
Only results matching the refine constraint are displayed. [Clear]

34 RE: IT security assessment HIGH PRIORITY

United Oil

From: Liz Smith
To: Arthur Song;Jodi Gomez

Hello Arthur Song Do you mean Bob never contact you regarding the attached document? He
should have taken care of the "Data on stand-alone PC's". Regards, Liz Smith
Quick View | Attachments | Details

W) United Oil IT Security Assessment.docx

This IT Security Risk Assessment will be updated in response to changes in the
business environment. ... The customer United Qil will review the assessment...

Quick View | Details | %<7 | 18 pages | Opened 2 times, Yesterday

SortBy: Relevance | Date ¥

Search Within Results
Mailbox:

[ liz@demo.coveo.com (1)
From:
£ Liz smith (1)
To:

% Arthur Song (1)
@ Jodi Gomez (1)

Collection:
@ Exchange (1)
Exchange Folder:

[53 Old > Sent (1)
Language:
 English
Year:

H 2010 ()

Cluster:

If desired, refine the results (see Searching Information Using Simple Criteria on page 6 and

Building a Filter with Multiple Criteria on page 19).

2. If desired, in the search box, enter an expression to search within the attachments to help
you retrieve specific documents.

Sk

Do more =

0.19 second

>
coveo |

| 4 My Emails 1 stand-alone

X|Q_|

My Emails 4 My Files §fiintranet [ Files /2 People S Salesforce €k Pipeline G2 4 All Content

Showing results 1-1 of 1.

() MNewspaper ad revenues up - Sep. 8, 1997 word
% RE: Brazilian mining group sees no need for... W
= More My Files Results...

Only files attached to RE: IT security assessment HIGH PRIORITY United Oil are displayed. [Go Back/ Remaove Filter]
Only results matching the refine constraint are displayed [Clear]

4 RE: IT security assessment HIGH PRICRITY

United Oil

From: Liz Smith
To: Arthur Song;Jodi Gomez

Hella Arthur Song Do you mean Bob never contact you regarding the attached document? He
should have taken care of the "Data on stand-alone PC's". Regards, Liz Smith
Quick View | Attachments | Details

5 United Oil IT Security Assessment.docx

This IT Security Risk Assessment will be updated in response to changes in the
business environment. ... The customer United Qil will review the assessment...

Quick View | Details | #¢#2<: | 18 pages | Opened 2 times, Yesterday

Sort By: Relevance | Date «

Search Within Results
Mailbox:

[ liz@demo.coveo.com (1)
From:
B iz smith (1)
To:

% Arthur Song (1)
ﬂ Jodi Gomez (1)

Collection:

E& Exchange (1)
Exchange Folder:
[Z3 Old = Sent (1)

Language:
2 English

3. Click the magnifying glass at the right of the search entry box to launch the search.

Note: You can also press ENTER from your keyboard.

The application refreshes the results list automatically.
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To view the previous set of results:

At the top of the results list, click Go Back.

COVEO" I - ‘ ‘ | 1 My Emails - stand-alone X | QJ ‘ @@
EAmy Emails 4, MyFiles §Hiintranet [ Files [ People €L Salesforce Gk Pipeline Q2 4 All Content Do more v
Showing results 1-1 of 1. Sort By: Relevance | Date « 0.19 second
Only files attached to RE: IT security assessment HIGH PRIORITY United Oil are displayed|[Go Back J Remove Filter] Search Within Results

Only results matching the refine constraint are displayed. [Clear] Mailb -
“lanbox: Y

() MNewspaper ad revenues up - Sep. 8, 1997 word

[Z liz@demo.coveo.com (1)
RE: Brazilian mining group sees no need for... W

=~ More My Files Results... From: 7
) £ Liz Smith (1)
&1 RE: IT security assessment HIGH PRIORITY January 22
United Oil To: ~d
From: Liz Smith @ Arthur Song (1)

To: Arthur Song;Jodi Gomez ﬂ Jodi Gomez (1)

Hello Arthur Song Do you mean Bob never contact you regarding the attached document? He

should have taken care of the "Data on stand-alone PC's". Regards, Liz Smith Collection: 7
Quick View | Attachments | Details O Exchange (1)

) United Oil IT Security Assessment docx
This IT Security Risk Assessment will be updated in response to changes in the
business environment. ___ The customer United Oil will review the assessment. .. [ Old = Sent (1)
Quick View | Details | f¢s<: | 18 pages | Opened 2 times, Yesterday

Exchange Folder: 7

Language: 2
2 English
To remove the search in attachments filter:
At the top of the results list, click Remove Filter.
coveo: (ol |\ £ My Emails - issud x 0§ =1~
My Emails 4 My Files §fiintranet [ Files & People € Salesforce € Pipeline @2 4 All Content Do more v
Showing results 1-6 of 6. Sort By: Relevance | Date « 0.05 second

Only results from the selected conversation are displayed. [Go Backl/ Remove Filter] Search Within Results

Only results matching the refine constraints are displayed. [Clear]

Mailbox: 7
&4 RE: IT security assessment HIGH PRIORITY February 23 [ liz@demo. coveo.com ()
United Oil
From: Liz Smith From: 7 4

T9: Arthur Song;Jodi Gomez ) 9 Liz Smith (4)

Hi Arthur Song We have made a serious error. The congultant Bob Dobs totally forgot to follow 9 Arthur Song (2)

up on this issue. We apologize for this and we will corrgct it asap. Bob will ..

Quick View | Details | Opened & times, Today, 4:46 PM To: g

To clear all selections and
exclusions made to all facets

Note: Removing the search in attachments filter will not clear any selection or exclusions
that you may have made to facets. To clear the selection or exclusions made to a specific
facet, click the 2 icon. To clear all selections and exclusions made to all facets, click
Clear.

The application refreshes the results list according to the keyword appearing in the search box.
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Viewing the Summary of a Message or Document

You can view, in plain text (without tables or images), key sentences and lists of concepts related to a
message or document when available. Summaries are more precise than overviews and more concise
than actual documents. They can give you a good idea of the content of a document. Since the
application cannot look for keywords in image files, no summary will be available for such files.

To view the summary of a message or a document:

Under the document or item for which you want to view the summary, click Details.

T R i e GEL
My Emails -4 MyFiles §iintranet [~/ Files /& People © Salesforce G Pipeline Q2 4 All Content Domore v [
Showing results 1 - 10 of 558 Sort By: Relevance | Date 0.09 second
Only results matching the refine constraint are displayed. [Clear] Search Within Results
5 United Oil Brazil SOW draft.docx Avi Green 12/19/2009 Type: >

From: Liz Smith B word (138)

To: AwiGreen ) ) ) ) ) | PowerPoint (75)

The United Qil Brazil and Service Provider are sometimes referred to collectively ... deliver to B Evcel (35)

United Oil Brazil all of United Oil Brazil's property together with all ...

Computer: vm-w7-desktop1.demo.coveo.com ? POF (37)

My Files = Archive Fetd oArchive > Sent - 11 pages B Text (3

Quick View | Foldqr | Details | s more

The application displays the summary.
> e . a

coveo =1 My Emails - united X Ry
A My Emails 4 MyFiles §iintranet [/Files [ People b Salesforce L Pipeline @2 4 All Content

EE|

To hide the summary—|

Showing results 11 - 20 of 28,981,

RE: Product guestions United Qil UK
From: Liz Smith
To: Lauren Boyle; Wiliam Decarlo

Sort By: Relevance | Date

Hi Lauren Boyle We can arrange a meeting for the 14th. Is that okay for you? Regards, Liz ...
Miss Smith VWe are planning to put your products in a worldwide environment ...

Quick View | Search In Conversation | HideIDetaiIs

To show more
information / to show
less information

Summary

Show: more [ fewer
We can arrange a meeting for the 14th.

We are planning to put your products in a worldwide environment with
massive communication lines.

Your product currently does not offer any capabilities for geographical
information.

Can you schedule a meeting to provide wus with a
demonstration/discussion?

Thanks for your intereset in our products.
Because of our open architecture our products have unlimited scalability

With regards of the above, what kind of scalability requirements do you
exactly have?

Are there any requirements which you are looking for which we currently
do not offer?

How scalable is your product and what are your plans for the future?

Summary ‘ Properties

meeting

scalability

regards

open architecture
geographical information
massive communication
worldwide environment
plans

B. Dobs -= L. Smith; W. Decarlo (12/22/2009) Liz, we are available, anytime. Bob ... We need... Quick View
L. Smith -= B. Dobs (12/21/2009) We need to organize a meeting/discussion. Who... Quick View

Overview of the
document or message

Keywords

> WWWwW.coveo.com

33



>
coveo

Desktop Searchbar: User Documentation

Viewing the Properties of a Message or Document

You can view the properties of a message or a document such as the language in which the message or
document is written, the modification date, the size of the message or document, the author, etc. The
availability of the information depends on the type of message or document that is selected.

To view the properties of a message or a document:

1. Under the document or item for which you want to view the properties, click Details.

COVEO‘ | | | | - My Files = united

X|G,‘

=

AWy Emails -4 MyFiles §ifiintranet [ Files /. People L Salesforce . Pipeline @2 4 All Content Do more » [
Showing results 1 - 10 of 558 Sort By: Relevance | Date 008 second
Only results matching the refine constraint are displayed. [Clear] Search Within Results
@) United Oil Brazil SOW draft.docx Avi Green 1211912009 Type: =
From:_Liz Smith @J Word (138)
To: At (?reen . . . . . . . @ PowerPoint {75)
The United Oil Brazil and Senvice Provider are sometimes referred to collectively ... deliver to ] Excel (45)
United Oil Brazil all of United Oil Brazil's property together with all ... Hee
Computer: vm-w7-deskiop1.demo.coveo.com Z PDF (37)
My Files = Archive e oArchive = Sent - 11 pages Text(3)
Quick View | Foldef | Details [|ssr Evoe
2. Select the Properties tab.
COVEO‘ | ‘ | | =1 My Emails - united X | Q5 |

=2 -

Showing results 11 - 20 of 28,981.
&4 RE: Product questions United Qil UK

From: Liz Smith
To: Lauren Boyle; Wiliam Decarlo

Miss Smith We are planning to put your products in a worldwide environment ..
Quick View | Search In Conversation | Hide Details

Language English Size 3KB

Modified date Wednesday, December 23, 2009 Type Web Document

Indexed date 22 days 10 hours ago Format Email

Attachment Mo Source BExchange/Exchange 2007
Author

The application displays the properties.

My Emails 4 MyFiles §#intranet [ Files 2 People G Salesforce G Pipeline Q2 4 All Content

Sort By: Relevance | Date ~

1242312009

Hi Lauren Boyle We can arrange a meeting for the 14th. |s that okay for you? Regards, Liz ...

Summary

B. Dobs -= L. Smith; W. Decarlo {12/22/2009) Liz, we are available, anytime. Bob ... We need... Quick View
L Smith = B. Dobs (12/21/2008) We need to organize a meeting/discussion. Who Quick View

Search Within Results

Mailbox:

[Z3 liz@demo.coveo.com (29,066)

From:

£ Uiz smith (2,390)
£ Bob Dobs (23)

9 Arthur Song (2,136)

£ LizD cruz (2,100)

9 Stella Pavlova (2,111)

more

To:

98 Liz Smith (22,3049)
% Arthur Song (239)
#8 LizD Cruz (239)

Domorew ||

0.2 second

m
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Exporting Search Results to Microsoft Excel

You can export search results to an Excel spreadsheet. You can open the file with Microsoft Excel 97 or
later (thanks to the Excel 97-2003 file format). When the export feature is available, it will appear under
Do More on the main window.

The content of the exported file will vary according to the configuration that your system administrator will
have defined (CES only).

To export search results to Microsoft Excel:

1. Perform your search and filter the results as you want.

2. Select Do More > Export to Excel.

COVEO’ ‘ ‘ | | 1 My Emails - united X | QJ | |EIE
My Emails 4 MyFiles §Hiintranet [ Files £ People @ Salesforce € Pipeline G2 4 All Content Domaorew [
Showing results 1 - 10 of 29,021. Sort By: Relevance | Date v r | EraEE

Arthur Song CEO - United Oil & Gas Corp. (Mew York) Search Wit Resus
(212) 842-5500 - asong@uog.com
Emails | Meetings | Attachments Mailbosc: i
Avi Green Pre-sales - United 0il & Gas Corp. (London) [53 lizi@demo. coveo.com (29,066)
(212) 842-5500 - agreen@uog.com
Emails | Meetings | Attachments From: il
= More People Results... 9 Liz Smith (2,390)
Q United Oil & Gas Corp. [United Oil SLA] Opportunity £ Bob Dobs (23)
All Opportunities From United Qil & Gas Corp. 9 Arthur Song (2,136) L
United Oil & Gas Corp. [United Oil Installations] Cpporiunity B Liz D cruz (2,100) F
All Opportunities From United Oil & Gas Corp. 9 Stella Pavlova (2,111)
= More Salesforce Resulis... more
. . e To: 7
34 RE: IT security assessment HIGH PRIORITY February 23
United Oil 8 Liz smith (22,504)
From: Liz Smith ¥, Arthur Song (239)
To: Arthur Song;Jodi Gomez % Liz D Cruz {234)
Hi Arthur Song We have made a serious error. The consultant Bob Dobs totally forgot to follow 38 Bob Dobs (349)
up on this issue. We apologize for this and we will correct it asap. Bob will ... % Jane Lewis (5)
Quick View | Search In Conversation | Atachments | Details | Opened 5 times, Today, 9:34 AM more
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3. When the application prompts you, click Open.

File Download

X5

Do you want to open or save this file?

=i

Name: excel.xls
Type: Microsoft Office Excel 97-2003 Waorksheet

From: es.corp.coveo.com

Save

’ Cpen ] ][ Cancel ]

AMlways ask before opening this type of file

While files from the Intemet can be useful, some files can potentially

-
I@' harm your computer. f you do not trust the source, do not open or
= save this file. What s the risk?

Note: If you prefer, you can also save the file at this time by clicking Save.

4. When the application prompts you, click Yes. The file has a special format to ensure that it
will be interpreted correctly by many versions of Microsoft Excel.

7 | Microsoft Office Excel

22

The file you are trying to open, 'excel[2].xls', is in a different format than
specified by the file extension. Verify that the file is not corrupted and is
from a trusted source before opening the file. Do you want to open the
file now?

A

5. The list of results is displayed.

desktop.demo.coveo.com/FileSystem/C
/Documents and Settings/liz/My
2 Documents/0il and Gas Facilities.xls
Nike sees weaker Q4 net - May 29, 1997 Tim Barr  11/19/2009 22:51 file;{idemof"z@\,m,w}
desktopl.demo.coveo.com/FileSystem/
C/Users/liz/Documents/files/Nike sees
3 weaker Q4 net - May 29, 1997.xlsx
Norfolk Southern rolls on-Jan. 12, 1998 LizDCruz  10/8/2009 21:42 file://demo/liz@vm-w7-
desktopl.demo.coveo.com/FileSystem/
C/Users/liz/Documents/files/Norfolk
4 Southern rolls on - Jan. 12, 1998.xlsx
CREDO Petroleum Corporation 5/11/2009 22:02 file:/{demo/liz@vm-xp-
desktop.demo.coveo.com/FileSystem/C
/Documents and Settings/liz/My

5 Documents/8263.xls

6. Save the file to a location of your choice.

p— — Microsoft Excel - = =
l:!% ]
B o e @
= Cut = = ! o | = Chbe ot X AutoSum ~
& cu Calibri -l -||A K| S = =8| |[Siwap Tert General - ij,‘ ﬁzﬂ L:ﬂ' Ii:lm = utosum % ﬁ
< 53 Copy =2 — 8] Fill ~
paste (B 1 U -|[im-[d- A-| (== == 2| Edmergeacenter~ || $ -~ % 9 ||%8 28|/ Conditional Format Cell || Insert Delete Format Sort & Find &
- Format Painter = = — B Merg 2 20 >0l Formatting - as Table  Styles ~ - - 2 Clear ~ Filter = Select =
Clipboard = Font ] Alignment = Number i Styles Cells Editing
[ Al - [ Je | Title
G excell2] - o x
A B c D E F G H I ) K L
1 [ritle lauthor  Modified date Address
0il and Gas Facilities - United Ol pierce 5/11/2009 19:56 file://demo/liz@vm-xp-

To open the document or
message.
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Modifying the Keyboard Shortcut to Open the Desktop Searchbar

Even when you are working in Outlook, you can open the Searchbar at any time (for more information,
refer to the user manual of the Outlook Sidebar available on our Web site at
www.coveo.com/go?dest=outlooksidebarintro).

By default, the keyboard shortcut (hotkey) to open the Searchbar is the combination of the Windows logo
key and the C letter key (Win+C). However, you can modify this keyboard shortcut for any of the following
combinations:

e SHIFT key and any letter
e CTRL key and any letter
e Windows logo key and any letter
e ALT key and any letter
To modify the keyboard shortcut used to open the Desktop Searchbar:
1. In Outlook, from the main menu, select Coveo > Options.
OR

From the taskbar of your computer, right-click the [#= icon and select Options.

2. From the General tab, go to the Hotkey used to open Searchbar box.
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3. Clear the box as follows:

3a. Click just after the displayed text to place your mouse cursor at the right location.

=" Coveo Desktop Integration Package Options @

General | File Indexing | Outlook Indexing

Search
Url of the search page where searches should be sent
https://ces.demo.covea.com

Hotkey used to open the search box
Ctrl+D

Remote Indexing

Index local documents and items on a remote server

Remote Server Name
svr-ces02,demo,coveo,com:1930

| oK |[ Cancel H Apply ]

3b. Press BACKSPACE on your keyboard to empty the box.

Note: There is no other way to empty the box than the one explained above.

4. On your keyboard, press simultaneously on the two keys that you want to use as the new
keyboard shortcut. For example, if you want the new shortcut to be CTRL and D, you would
press the CTRL and D keys at the same time.

As soon as you enter a valid combination of keys, it is automatically displayed in the box.

Note: If the shortcut that you enter is not displayed in the box, it is probably because it
corresponds to a reserved keyboard shortcut of Windows. In this case, you will have to
select another combination of keys.

5. Click Apply to confirm the changes, and then OK to close the window.
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Displaying or Hiding the Desktop Searchbar

Once the Desktop Integration Package is installed on your computer, the Searchbar is available
automatically from the top of your screen. The Searchbar is minimized and you need to open it before you
can start searching.

If you prefer, you can configure the application so that the Searchbar remains hidden by default. You can
display it again at any time.

Note: Hiding the Desktop Searchbar will not hide the Outlook Sidebar. For information on
how to hide the Sidebar, please refer to the user manual of the Outlook Sidebar available
on our Web site at www.coveo.com/qgo?dest=outlooksidebarintro.

To display the Desktop Searchbar, use one of the following methods:

o Use the keyboard shortcut. For more information on how to modify the keyboard shortcut, see
Modifying the Keyboard Shortcut to Open the Desktop Searchbar on page 37.

e Click the corresponding button from the Outlook Sidebar.

e With your mouse, point to the orange line located at the top of your screen.

e From the taskbar of your computer, right-click the [¥¥ icon and select Open Search Window.
To configure the Desktop Searchbar to be visible or hidden by default:

From the taskbar of your computer, right-click the [#k icon and select Show Quick Search Bar.

This will display a hidden Searchbar and hide a visible one.
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Setting Up the Indexing Parameters

There are several tools that give you more flexibility regarding the indexing process.

Modifying the Way Local Files are Indexed

By default, the system indexes all the files that are located in the My Documents folder and on Windows
Desktop. However, you can configure the system to take into account files that are located in other
folders on your computer. You can also exclude specific folders from indexing.

To include local files:

1. In Outlook, from the main menu, select Coveo > Options.
OR
From the taskbar of your computer, right-click the | ¥¥* icon and select Options.

2. Select the File Indexing tab.

wWww.coveo.com
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3. Under Filesystem Folders to Index, specify the folders whose content should also be
indexed:

3a. Click Add New.

\*+ Coveo Desktop Integration Package Options @

[ General | File Indexing | outlook Indexing

Filesystem Folders to Index

Ch\Users\liz\Desktop

ChUsers\liz\Documents

DEIEtE

Folders to Exclude

Ch\Users\liz\Documents\files

Add New... Delete

[ 0K ][ Cancel ][ Apply ]

3b. Browse through the folders and select the desired folder.

Browse For Folder ==

Select a folder to index

400 liz -
i3] Contacts
#u Desktop
& Downloads
> | ir Favorites
# Links
4 [[7] My Documents
| Add-in Express
files
My Music
£ My Pictures

SR Vil

3c. Click OK to confirm.
4. Repeat the previous steps for all the folders that you want to add.
5. Click Apply to confirm the changes, and then OK to close the window.

To exclude local files:

1. In Outlook, from the main menu, select Coveo > Options.
OR
From the taskbar of your computer, right-click the L_h icon and select Options.

2. Select the File Indexing tab.
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3. Under Folders to Exclude, specify the folders whose content should not be indexed:

IMPORTANT

3a. Click Add New.

. Coveo Desktop Integration Package Options

- File Indexing | Qutlook Indexing

Filesystem Folders to Index

ChUsers\liz\Desktop

ChUsers\liz\Documents

Add New... Delete
Folders to Exclude
Ch\Users\liz\Documents'files
Add Mew, Delete
[ QK ] [ Cancel ] [ Apply ]

3b. Browse through the folders and select the desired folder.

Browse For Folder

Select a folder to index

(==

4o liz
5: Contacts
s Desktop
& Downloads
+ |k Favorites
# Links
4 F| My Documents
Add-in Express
files
W My Music
= My Pictures
S b Vid

m

3c. Click OK to confirm.

If the same folder appears both on the list of items that you want to index and on
the list of items that you want to exclude, the content of this folder will not be
indexed.

4. Repeat the previous steps for all the folders that you want to exclude from the indexing.

5. Click Apply to confirm the changes, and then OK to close the window.
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Indexing Local (Offline) E-mail Messages

Depending on the configuration of your system, e-mail messages can be indexed directly on the
Exchange server or not. By default, the local e-mail messages are not taken into account in searches.
This means that if the messages are not indexed at the server level, no e-mail messages will be available
when you perform a search using the Outlook Sidebar or the Desktop Searchbar. However, you can
configure the application to index your local e-mail messages (contained in the Outlook.ost file) so that
they will become available in the search results.

IMPORTANT Indexing local messages that are already indexed on the server (through

Exchange) WILL result in duplicate entries in the search results. If you are not sure
whether the messages are indexed from the server or not, see with your system

administrator.

You can stop indexing the local messages at any time.

wWww.coveo.com
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To index local e-mail messages:

1. In Outlook, from the main menu, select Coveo > Options.

OR

From the taskbar of your computer, right-click the :}_’b icon and select Options.
2. Select the Outlook Indexing tab.

3. Under Outlook Items to Index, select the Index items from the Outlook Offline Storage
File check box.

** Coveo Desktop Integration Package Options @

File Indexing | Cutlook Indexing

Cutlook Items to Index

Index items from the Outlook Offline Storage File ]

Index items from the PST archives loaded in Outlook

MAFI Profile
@ Use the default MAPI profile

) Use this MAPI prafile | outlook

[ OK ][ Cancel H Apply ]

4. Click Apply to confirm the changes, and then OK to close the window.

To stop indexing local e-mail messages:

Follow the procedure showing how to index local e-mail messages, except that, at step 3, clear the Index

items from the Outlook Offline Storage File check box.
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Indexing Archived E-mail Messages

By default, the application indexes all the e-mail messages contained in the Outlook’s default archive file
(Archive.pst) and in the personal archive files (.pst) that are open in Outlook. However, you can exclude
all the archive files from the indexing process.

To index the archived e-mail messages:

1. In Outlook, from the main menu, select Coveo > Options.

OR

From the taskbar of your computer, right-click the | ¥kicon and select Options.
2. Select the Outlook Indexing tab.

3. Under Outlook Items to Index, select the Index items from the PST archives loaded in
Outlook check box.

2" Coveo Desktop Integration Package Options @

File Indexing | Outlook Indexing

Outlook Items to Index

Index items from the Outlook Offline Storage File

Index items from the PST archives loaded in Cutlook ]

MAFT Profile
@ Use the default MAPI profile

() Use this MAPI profile | Outlook

[ OK ][ Cancel ][ Apply ]

4. Click Apply to confirm the changes, and then OK to close the window.

To stop indexing archived e-mail messages:

Follow the procedure showing how to index local e-mail messages, except that, at step3, clear the Index
items from the PST archives loaded in Outlook check box.
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Selecting a MAPI Profile

All elements related to the management of e-mail messages (creation, sending, saving, indexing) are
performed using Messaging Application Programming Interface (MAPI) profiles. For most of the users, the
default MAPI profile will be the most appropriate for indexing purposes. However, if you have more than
one MAPI profile, you may want to specify which of your profiles you prefer to use for indexing. If you are
not sure about the profile you should use, see with your system administrator.

To select a MAPI profile:

1. In Outlook, from the main menu, select Coveo > Options.

OR

From the taskbar of your computer, right-click the [

s

icon and select Options.
2. Select the Outlook Indexing tab.
3. Under MAPI Profile, select the Use the default MAPI profile option.

OR

Select the Use this MAPI profile option and specify which profile you want to use from the
list.

= Coveo Desktop Integration Package Options @

File Indexing | Qutlook Indexing

Outlook Items to Index
Index items from the Qutlook Offline Storage File
Index items from the PST archives loaded in Outlook
MAPI Profile
) Use the default MAPT profile
@ Use this MAPI profile | gutlook -
[ OK ] [ Cancel ] [ Apply ]

4. Click Apply to confirm the changes, and then OK to close the window.
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Maintenance Tasks

Pausing and Resuming the Indexing Process

Normally, the indexing process is performed through out your work session. Sometimes, you may find
useful to pause this process, especially when you are out of the office and only have access to limited
bandwidth (for example, slow or pay-per-use Internet connection).

To pause the indexing process:

From the taskbar of your computer, right-click the .2 icon and select Pause Indexing.

The process is stopped until you resume it.

To resume the indexing process:

From the taskbar of your computer, right-click the L®* icon and select Pause Indexing again.

The process is resumed automatically.

Rebuilding the Index

IMPORTANT To avoid unnecessary processing on the server, you should not
rebuild the index yourself unless your system administrator asks
you to do so.

To rebuild the index:

From the taskbar of your computer, right-click the \®* icon and select Rebuild Index.
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Troubleshooting

Common Problems

Here is a list of common problems and ways to solve them. If after trying these solutions you still

experience some problems, please contact your system administrator.

Problem

| am certain that the document
| am looking for is in the My
Documents folder, but it never
shows up on the results list.

Possible Cause

The My Files search interface
is not currently selected.

Solution

Select the My Files interface
and retry.

The search criteria are too
restrictive.

Modify the criteria so that
more results could be
displayed.

The document is too recent

and has not been indexed yet.

Retry later.

The folder has been excluded
from the indexing process.

Ensure that the folder
containing the document you
are looking for has not been
excluded from the indexing
process (see Modifying the
Way Local Files are Indexed
on page 40).

) Www.coveo.com
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When | select some of the
search interfaces, | see the
following icon:

*&

There is a communication problem
between your computer and the
Web site on which you can perform
searches:

e The network is down

e Contact your system
administrator

e Your computer is not connected
to the network (locally or via
VPN).

e Ensure that your computer is
connected to the network and
that you are logged in on it
(locally or via VPN).

Note: It is possible that you do
not need to connect to the
network if the administrator of
your system has configured the
Web site differently. See with
your administrator for any
questions.

e Your computer is not connected
to the Internet.

e Ensure that the connection to
the Internet is working

properly.

When | try searching through
e-mail messages, | never get
any results, as if none of my
messages are taken into
account.

e The My Emails search interface
is not currently selected.

e Select the My Emails interface
and retry.

e The search criteria are too
restrictive.

¢ Modify the criteria so that
more results could be
displayed.

e E-mail messages are not
indexed directly on the
Exchange server and the
application has not been
configured to index local e-
mails (directly saved on your
computer).

e Modify the configuration to
include local e-mails in the
indexed items. For more
information, see Indexing
Local (Offline) E-mall
Messages on page 43.

| cannot view any e-mail
messages from my archive
folders in Outlook.

Archive files have probably been
excluded from indexing.

Modify the configuration to include
archive files in the indexed items.
For more information, see
Indexing Archived E-mail
Messages on page 45.
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There is a lot of duplicate
e-mail messages in the search
results.

Messages are indexed both on the
Exchange server and locally on
your computer.

Modify the configuration to exclude
local e-mail messages from the
indexed items. For more
information, see Indexing Local
(Offline) E-mail Messages on page
43.

| do not want archived
messages to be displayed in
the search results.

By default, all archive files that are
open in Outlook are taken into
account during the indexing
process, and then are available
when you perform a search.

Modify the configuration to exclude
archive files from the indexed
items. For more information, see
Indexing Archived E-mail
Messages on page 45.
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Viewing the Index History

This feature enables the administrator to view the log of indexing operations performed on your computer

since your last logon (connection) to the network. This is particularly useful to troubleshoot indexing

problems that you may encounter.

To view the index history:

The history window is displayed.

From the taskbar of your computer, right-click the :}'-_l- icon and select Index History.

o oty leles
Start Type Status Duration Documents  Uploaded Deleted Failed Uploaded Size Note e~
2010-04-14 18:08:37 Incremental Success 00:00:00 0 a 0 0 Obyte
2010-04-14 17:59:00 Incremental Success 00:00:00 0 0 0 0 Obyte
2010-04-14 17.48:45 Incremental Success 00:00:00 0 0 0 0 Obyte F
2010-04-14 173817 Incremental Success 00:00:00 1 a 0 1 Obyte £
2010-04-14 17:37:46 Incremental Success 00:00:00 1 1 0 0 2KB -
2010-04-14 17:36:52 Incremental Success 00:00:00 0 a 0 0 Obyte
2010-04-14 17:26:28 Incremental Success 00:00:00 0 0 0 0 Obyte e

< i

Displayed tems
[ Uptodste [7] Uploaded [¥] Deleted @] Errors

Date Provider Path

Size

Note

2010-04-14 19:28:39 Refresh operation succeeded.
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