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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;
e the Desktop Searchbar.

The present document will guide you, step by step, through the various tasks that you can perform with
the Outlook Sidebar. For more information on how to display the Sidebar, see Displaying or Hiding the
Outlook Sidebar on page 17.

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

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

WWW.COVeo.com 5
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Searching Using the Outlook Sidebar

Once the Desktop Integration Package is installed on your computer, the Sidebar is available
automatically from Microsoft Outlook. Remember that even if you are in Outlook, you can always search
through other sources such as contact information, files (local or on a network), SharePoint, Salesforce,
etc.

Note: The availability of the sources and the basic appearance of the Sidebar depend on
the configuration of the system that the administrator will have defined.

e There are two main ways to use the Sidebar:

o To quickly get information related to the currently selected e-mail in Outlook. This e-mail can
be located in your Inbox, in any subfolder or even in an archive (.pst file).

o To search through interfaces (e-mail messages, contacts, files, etc.) using specific keywords.

e You can navigate through the various searches that you have performed since you have begun your
current work session in Outlook. Both searches on selected e-mail messages and using specific
keywords are kept in memory during your work session.

To navigate through the sets of results:
e Click the button to view the previous set of results (when applicable).

e Click the button to view the next set of results (when applicable).

WWW.Ccoveo.com 6
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Searching Information Related to a Specific E-mail Message

With the Sidebar, you can quickly get information related to the currently selected message in Outlook.
This message can be located in your Inbox, in any subfolder or even in an archive.

Note: For the Sidebar to search through archived messages, the archive files must have
been opened in Outlook and their contents must have been indexed already.

In this case, the Outlook Sidebar will display all the information available on the sender, the messages
exchanged with this person, and all the shared documents (attachments). If the person is found on one or
several contact lists (Outlook contacts, SharePoint, Salesforce — a CRM application, or Active Directory),
you will be able to open the corresponding contact by clicking the provided icons.

To get information related to a specific e-

Click the desired message to select it.

mail message:

The Outlook Sidebar automatically displays all the available information.

() Inbox Outlook

Elle Edt View Go
& X

Tools Adions Coveo Help

iy New -

Information on the sender

Yellow highlight identifies both
the sender and the selected message

Blue highlight identifies both the sender and the message
for which an overview is displayed

Overview

— CEO
United Oil & Gas Corp. (New
York)
asong@uog.com
(212) 842-5500

L. Smith Hi Arthur Song We have made a serious ...
A. Song Miss Smith No! He never contacted us, ...
L. Smith Hello Arthur Song Do you mean Bob nev..,

+| RE: Financial funding report United Qil G...
January 06

— A. Song Liz, Forgot to sent you the powerpoint. L.

A. Song Liz, Hereby also the press release, Let me ...

L. Smith Hello Arthur Thank you very much Could ...

B. Dobs Hi Liz It seems that there is also a press re...

+| RE: Meeting United Oil NY

1272472009

L. Smith Hi Arthur Song Iwill not be available, bu...
T A.Song Liz Mo, can we do it the week after? Rega...

Smith Hello Athur Sona Yes. we can, Are vou a
Arthur Song - 12/21/2009

m

T

—

Date at which the more recent message
of the thread (series) has been sent

Liz Mo, can we do it the week after? Regards, Arthur
Song ... Hello Arthur Song Yes, we can. Are you
available next Tuesday? Regards, Liz Smith ... Hello
miss Srith Can ...

F
T
L
L
L

-/ RE: Exxon Asks Judge to Dismiss Suit by ...
T 12/10/2009

faReply (B Replyto All (3 Fongar ¥ | | (2 Send/Regeive = [ | (1] Search address beo - @R R B
Mail « || nbox  Inb P~ ‘ ‘ ]
Favorite Folders 2 ||8,)s 2% O)|@| From Subject Received Size Categ... |V \A e =
L Inbox =
/3 Unread Mail =) Date: Oider -
23 sent tems 30 Arthur Song RE: Finaneial funding report United Ol Gas Wed 1/6/20107:05 PN 174KB Arthur Song 3
Mail Folders. i e . o
g United Oil & Gas Corp. (New v i Vo
5] Al Mall Ttems - 3 Bob Dobs RE: Financial funding report United Oil Gas Sun 1/3/2010 8:05 AM 2x8 ey i ]
3 €48 Mailbox - iz Smith o 0 Atthur Sang Financialfunding report Aq@uuq com FERSY
3 Audit (% TmBar RE: License agreement | P (212) 342-5500
4 [ Company = SeanForbes RE: License agreement | P
[ sent % LizDCuz RE: License agreement | P| Conversations || Attachments
[ C5R  stella Paviova RE: License agreement | P | | * RE: IT security assessment HIGH PRIORIT... *
oy o % lane Grey RE: License agreement | P February 23
[ Customers L. Smith Hi Arthur Song We have mad
¢ b Dabs roject start PHRISO
faf Deleted Iteams d p Ban Dek: RE: Praject start P A, Song Miss Smith Nol He never cont
(22 Dratts 4 Josh Davis RE: License agreement | P h S L. Smith Hello Arthur Song Do you m

Forgot to sent you the powerpoint, |
A Sona Liz. Hereby also the press release.

Letme

To retrieve more information on the
sender (when available)

Conversations | Attachments
+ RE: IT security assessment HIGH PRIORIT... = ™ |
February 23

— All messages that have been
exchanged with the sender.
Messages are sorted from the
more recent to the less recent.

4 emails, 1 attachment
L. Smith Arthur Song Wil do. Thanks for your fast...
A. Song Dear Liz Smith Upoks very good! Change t...

Number of messages and

L. Smith Hi &rthur Song This attachment will desc...
1. Rogers Dear Liz Smith Hereby the information i ...

@ Lovells Relocates London Partner to Singa...
Liz Smith -12/3/2009

number of shared documents in
the thread (series) of messages
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e To display an overview of the contents of any message that has been found, simply point on the line
corresponding to that message.

e If you want to view all the related messages (original message and all the replies) click the [+] button
preceding the title of the message.

Note: When you expand one of the results, the attachments that are related to this thread
(series) of messages are also displayed.

e If you want to view all the documents that have been shared with the sender of the message, click the
Attachments tab.

Note: If no information is available on the sender of the message (the person could not be

found on any of your contact lists), only the messages and attachments exchanged with
the sender will be listed on the Outlook Sidebar.

WWW.Ccoveo.com 8
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Searching Information Using Criteria

Even if you are in Outlook, you can always search through other sources (interfaces) such as contact
information, files (local or on a network), SharePoint, Salesforce, 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 16.

e The keywords used for your search will be automatically highlighted in yellow on the results list.

¢ If you want more tools and flexibility, you can switch to the Desktop Searchbar at any time (see
Switching to the Desktop Searchbar on page 20).

e The Outlook Sidebar 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 offered by default with the
Outlook Sidebar. However, the availability of the interfaces on your system depends on
the configuration that the administrator will have defined.

WWW.Ccoveo.com 9
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The table below shows the interfaces provided by default with the Outlook Sidebar:

Search Interface

Description

[ Email

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

You can view messages (in Conversations tab) and attachments (in
Attachments tab) 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.

&. People

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

Note: Expresso does not support Salesforce.

5 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 21).

“* File Shares

To search through documents located in shared folders or drives (typically on a
network).

w SharePoint

To search through documents, contacts, and items retrieved from SharePoint.

You can view files (in Documents tab) and other items such as posted news or
personal sites (in Lists & Items tab) that correspond to your search criteria.

'EL Salesforce

To retrieve information from the Salesforce CRM application.

Note: Expresso does not support Salesforce.

e Regardless of the search interface that you select, the principle remains the same. Once you have
entered one or more keywords, the Outlook Sidebar 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 Emails and People interfaces contain a link enabling you to view more contacts entries. The
other interfaces do not have this option.

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

You can define only one search criterion at a time. You can build filters of multiple criteria, but you
must perform several refining operations.

For example, if you want to exclude e-mail messages from two specific senders, you would have to
refine the results by excluding the first person, then refine the results a second time by excluding the
second person. If you do not want to perform multiple exclusion operations, you can switch to the
Desktop Searchbar (see Switching to the Desktop Searchbar on page 20).

e You can clear specific filters or clear all the filters at a time (to revert to the original search results).
To search using specific criteria:

1. Click the icon corresponding to the interface on which you want to base your search.

+| RE: Film Producers Found Guilty in FCPA...
12/8/2009
L. Smith Tim Barr The new version looks very stra..,
T. Barr Dear Liz Smith Hereby the new version, Thi..
L. Smith Hi Tim Barr The Grand Hotels Intl has req..

Iﬂ_] Hong Kong Chief Justice Insists Early Retir...
Tim Barr - 12/7/2009

+| RE: India Lures Corporate Outsourcing
12,/7/2009
L. Smith Tim Barr Yes, As soon as you are plannin...
T. Barr Liz Smith The plan is to visit them within th...

—
I Crniths Timn Borr Vac | basea racaivad tham Thamlbe

B4 G i IS

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 16.
[ Tim Barr x ] To launch the search
o | Tim Barr: 8=
e (312) 596-1000
barr_tim@grandhotels.com
 More

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.

WwWw.coveo.com 11
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The results corresponding to the search criteria are displayed.

‘Tim Barr X ‘ Q) ‘
| | g=af
@ | Tim Barr <
Y | & (312) 596-1000
barr_tim@grandhotels.com
““More —————————To view more contacts entries
= (Email and People interfaces
Conversations | Attachments only)
Refine = *

FW: License agreement | Please commen...
12/26/2009
L. Smith Liz, We will sign it asap. ... Hi Tim Barr Th...
T. Barr Liz, We will sign it asap. ... Hi Tim Barr Tha...
L. Smith Hi 'I'|m|Barr Thank you very much Attache...

Iﬂl_] Grand Hotels Intl NDA final.doox
Liz Smith - 12/24,/2009

RE: GOP Focuses on Deputy AG Nominee...
1271272009
L. Smith Dear Tim Barr Mo problem. Let's do itat ...
T. Barr Dear Liz Smith This looks much better, Is it ...
L. Smith Tim Barr I reviewed the documents, here...

Keywords are highlighted in yellow

m

'E._] Lone Surviving Gunman's Confession Shoc...
Liz Smith - 12/12/2009

£ Lloyds to Forfeit _350 Million in Sanctions ...
Liz Smith - 12/10,/2005

RE: Howrey Opens Office in India, Gives ...
12/11/2009 |
L. Smith Tim Barr Sorry to hear. Yes of course next...
T. Barr Liz 5mith We need to reschedule, I have to ..
L. Smith Tim Barr Fine for me! See you next tuesd...

RE: South Korea Experiments With Jury S...
12/10/2009
L. Smith Tim Barmr Will do. Thanks for your fast res...
T. Barr Dear Liz Smith Looks very good! Change th...
L. Smith Hi Tim Barr This attachment will describe ..,

E.j Chadbourne Scores London Projects Coup ...
Liz Smith - 12/8/2009

RE: Simmons Duo Departs for Weil Gots...
12/5/2009
T. Barr Liz Smith I will be 5 minutes later, are you t...
L. Smith Tim Barr Mice! Liz 5mith ... Dear Liz 5mith ...
T. Barr Dear Liz Smith Yes, will see you at &, Tim Ba...

RE: Lockerbie Lawyers Share Their Libya ...
12/4/2009
L. Smith Tim Barr Mo, i do not have it. Can you arr...
T. Barr Liz Smith Will do, you will bring the beame...
L. Smith Tim Barr Looks good! But change it to: 1)...

L2345 [Next] -

= n2in Qo A

To navigate through pages of
results (when applicable)

Note: If the selected search interface is Email or SharePoint, results are presented in two
tabs.

> WWWwW.coveo.com 12
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To refine your search:

1. From the results area, click Refine.

‘Tim Barr b 4 ‘ Q5 l
- =l
Tim Barr <+

| & (312) 596-1000
barr_tim@grandhotels.com

“* More

Conversations | Attachm
Refine » *

FW: License agreement | Please commen...
12/26/2009
L. Smith Liz, We will sign it asap. ... Hi Tim Barr Th...
T. Barr Liz, We will sign it asap. ... Hi Tim Barr Tha..,
L. Smith Hi Tim Barr Thank you very much Attache...

Grand Hotels Intl NDA final.docx
Liz Smith - 12/24,2009

RE: GOP Focuses on Deputy AG Nominee...

13 M3 mAnA

) Www.coveo.com 13



>
coveo

Outlook Sidebar: User Documentation

2. Define a filter as wanted.

‘Tim Barr X ‘ Q ]
Kl =0
Tim Barr =
1 & (312) 596-1000
barr_tim@grandhotels.com
“ More

Conversations | Attachments

< Back To Results———To return to the original results

Mailboax:
5 liz@demo.coven.com (313)

From: s}

without applying any filter

£ Tim Barr (191)
£ John Bond (96)
£ Liz D Cruz (19)
9 Arthur Song (1)
9 Babara Levy (1)

Excluded items appear as
strikethrough

To display a more complete list of

more

To:

¥ Liz Smith (302)

ﬁ Ashlee Pecor (1)

#2 Martha Middaugh (1)
ﬁ Manuel Wooden (1)
¥ Robbert Jones (2)

more

Facets

Type: L

items for the corresponding facet

L@ Word

Exchange Folder:

[Z3 Archive Folders » ToArchive (3)
5 Company (15)

[Z C5R > Sent (11)

[Z3 Email (269)

=3 Inbox (3)

[ Law (3)

fewer

Year:

Currently selected item appears
in bold

To shorten the list of items of

] 2000 (51)
] 2008 (88)
] 2007 (106)
] 2006 (59)
] 2005 (6)

more

the corresponding facet

) Www.coveo.com
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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: Once the results are displayed, you can select Refine again to modify the search
criteria. If you click an item that was selected, the selection is removed and you have then
access to the complete list of items.

o If you want to exclude an item from the search results, click the corresponding

Note: Once the results are displayed, you can select Refine again to modify the search
criteria. 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.

Once your filter is defined, a new set of results is displayed to reflect the changes.

3. If you are not happy with the results, you can either:

Click Clear to revert to the original results (and remove all selections and exclusions from all
facets).

OR
Click Refine to modify the filter.
4. Repeat steps 1 and 2 with all the criteria that you want to add to your filter.

Note: If you do not want to perform multiple refining operations, you can switch to the
Desktop Searchbar (see Switching to the Desktop Searchbar on page 20).

WwWw.coveo.com 15
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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 16
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Displaying or Hiding the Outlook Sidebar

Once the Desktop Integration Package is installed on your computer, the Sidebar is displayed
automatically in Microsoft Outlook, but you can hide it. You can display it again at any time.

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

To display or hide the Outlook Sidebar:
In Outlook, from the main menu, select Coveo > Show Coveo Sidebar.

This will automatically display the Sidebar if it was hidden or hide it if it was visible.

WwWw.coveo.com 17
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Resizing the Results Area

By default, the results area of the Outlook Sidebar comes with a predefined width and height, and the
available interfaces appear as a list at the bottom of the results area. However, you can resize the results
area to view more entries at the same time. The new dimensions you define will remain effective until you
modify them again (not only available for the current work session in Outlook).

To resize the results area:

1. If desired, resize the results area’s width as follows:

la. Click the left border of the Outlook Sidebar. It will turn to a darker color, indicating that it
is selected.

1b. Move the border left or right to resize the width of the area to your liking.
2. If desired, resize the interfaces area as follows:

2a. From the Outlook Sidebar, go to the interfaces section.

| Email

£ People

i My Files
' File Shares
34} SharePoint
. Salesforce

Interfaces section in full size

2b. With your mouse, point to the top of the section until your mouse pointer turns to a
double arrow.

WWWwW.coveo.com 18
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2c. Move your mouse up or down to resize the section to your liking. The Sidebar will
automatically adjust within the minimum and maximum allowed sizes.

% People
-~ MyfFiles
' File Shares
1 g S 1 e e o
Interfaces section partly resized. Interfaces section completely resized.
Some of the interfaces are now All interfaces are represented
represented with icons with icons. Simply point on them to

display tooltips identifying them.

The new settings are automatically kept in memory.

> WWWwW.coveo.com 19
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Switching to the Desktop Searchbar

At any time, you can switch to the Desktop Searchbar if you need more flexibility and tools. You can open
the Searchbar by

e using the keyboard shortcut.

e using the corresponding button from the Outlook Sidebar. For more information on how to modify the
keyboard shortcut, please refer to the user manual of the Desktop Searchbar, available on our Web
site at www.coveo.com/go?dest=searchbarintro.

e pointing to the orange line located at the top of your screen.

Note: The Searchbar will open even if you have modified its display settings so that it is
usually hidden. To hide it again, simply close the results window or, if you have not
launched any search yet, click in any other window.

To switch to the Desktop Searchbar:

e Use your keyboard shortcut (Windows logo key+C by default).
OR

e From the Outlook Sidebar, click the corresponding button.

Tim Barr x

= || Tim Barr a-
© | 2 (312) 596-1000 -

barr_tim@grandhotels.com

* More

Conversations Attachments

Refine >
+| FW: License agreement | Please commen...
12/26/2009
L. Smith Liz, We will sign it asap. ... Hi Tim Barr Th...

T. Barr Liz, We will sign it asap. ... Hi Tim Barr Tha...
L. Smith Hi Tim Barr Thank you very much Attache...

IEI] Grand Hotels Intl NDA final.docx
Liz Smith - 12/24/2009

+| RE: GOP Focuses on Deputy AG Nominee...

4 7 T

Note: The button to switch to the Desktop Searchbar is only available when one of the
search interfaces is selected.

WWWwW.coveo.com 20
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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.

WWWwW.coveo.com 21
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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

Folders to Exclude

Ch\Users\liz\Documents\files

DEIEtE

Delete

Add New...

[ ok

) (] |

Apply

)

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

Browse For Folder

Select a folder to index

B

gy liz
i3] Contacts
#u Desktop
& Downloads

i Favorites
@ Links
4[| My Docurnents
| Add-in Express
files
My Music
=1 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.
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To exclude local file

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

OR

S:

From the taskbar of your computer, right-click the :'__h icon and select Options.

2. Select the File Indexing tab.

3. Under Folders to Exclude, specify the folders whose content should not be indexed:

3a. Click Add New.

** Coveo Desktop Integration Package Options @I
- File Indexing | Qutlook Indexing

Filesystemn Folders to Index
ChUsers\liz\Desktop
ChUsers\liz\Documents

Add New... Delete
Folders to Exclude
ChlUsershliz\Documents'files

Add New. Delete

[ OK ] [ Cancel ] [ Apply ]

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

Browse For Folder

Select a folder to index

(==

4o liz

i3] Contacts
#m Desktop
& Downloads

> | ir Favorites
# Links

4 F| My Documents

| Add-in Express
files

W My Music
= My Pictures
B P Vid

3c. Click OK to confirm.

IMPORTANT

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.
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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.

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.
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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.

wWww.coveo.com
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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

| cannot switch to the
Desktop Searchbar even
though I click the
corresponding button from
my Outlook Sidebar.

Possible Cause

No search interface (icons
located at the bottom of the
results area) is selected.

Solution

e Select any of the search interfaces, and
then click the switch button.

OR

e From your keyboard, press
simultaneously the Windows logo key
and the letter C.

Note: The combination of keys may vary if
you have modified them (please refer to
the user manual of the Desktop Searchbar
available on our Web site at
www.coveo.com/go?dest=searchbarintro).

| am certain that the
document

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

e The My Files search
interface is not currently
selected.

e Select the My Files interface and retry.

e The search criteria are
too restrictive.

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

e The document is too
recent and has not
been indexed yet.

e Retry later.

e The folder has been
excluded from the
indexing process.

e 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 21).
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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-malil
Messages on page 24.

| 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 26.
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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 24.

| 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 26.
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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 :j-_l- icon and select Index History.

2" History [E=3 Bl =)
Start Type Status Duration Documents  Uploaded Deleted Failed Uploaded Size  Note =
2010-04-1418:08:37 Incremental  Success 00:00:00 0 a L] 0 O byte
2010-04-14 17:59:00 Incremental ~ Success 00:00:00 0 a o 0 Obyte
2010-04-1417:48:45 Incremental  Success 00:00:00 [) o o [) Obyte E
2010-04-1417:38:17 Incremental  Success 00:00:00 1 a o 1 QO byte E
2010-04-14 173746 Incremental  Success 00:00:00 1 1 L] 0 2KB o
2010-04-14 17:36:52 Incremental ~ Success 00:00:00 0 a o 0 Obyte
2010-0414 172628 Incremental  Success 00:00:00 [) o o [) Obyte -

< )

Displayed tems
[T Uptodate Uploaded Deleted Enors

Date Provider Path

Size

Note

2010-D4-14 19:28:39 Refresh operation succeeded.
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