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Inbox and Contact Events

Inbox Settings

From the Desk Top the most recent emails of the computer's inbox are displayed in the Inbox view.
The amount of emails showing and refresh rate is set per User, as a large amount of emails takes a
long time to load.

In the User form, scroll down in the top right settings to see the Inbox settings.
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The Inbox refresh rate will auto update the Desk Top if this is set, so it does not have to be done
manually.

To aide with quickly finding the relevant email you are looking for from version 2.21.08 onwards there
is a filter on the inbox. Note this will only filter on emails that are visible in the list, it will not search
your whole inbox. In addition to this the columns in the inbox are all sortable so you can click on a
column header to order it.

Linking incoming emails to 1QX records

If an email address is matched in IQX then the email can be saved directly to the main record using
Save Message as a Contact Event.

If the email is not matched to any records in IQX, using Drag and Drop will save the email to the
record.

From version 2.2.10.5 - If the email address is matched to multiple records within 1QX, the 1QX
Contact field on the inbox view will be highlighted red. On expanding the email you will be prompted
to select the correct record before saving as a contact event or replying.
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To attach an email as a Contact Event to a Vacancy: If the Vacancy will be found in Current Vacancies
then go there, Expand, move the Desk top to the right and drag from Inbox onto the Vacancy Position.
The cursor will show as an arrow with a box. Drop and a contact event will be created.

a Temp Vacanoy: Legal Secretany for A & M Stephens aﬁui'fﬂp
Hi!r[ﬂl.‘i;;"] i w]  Repors seard| |3 ]
|Contact Events m‘r’ : : I“ Sepent Disly Work List Expard Sawve Message 2z Corfact Every
Shortlist b it Legal Secret Diary From 13% Coriact | Subiect
Requrements  Mo. of Fosts 1 a’\ juhe: baawn FE: BCL Leg
PO Mumber y List paree brown RE: BCL Leg
oo EHDates From 30/07 /2012 ey Michaed Scott Michasl Scott RE: BCL Leg
AWR Pay [ Charge i Inbax n Alderman Simon Alderman RE: Tempda
Quessonnaire o taus / Codes m Progress due for
[EDept. DeskiCo... Action [zt Bad Cean Morngue Binks Corcapt Can
Webssle Clent Department Contact Events
- q de for Call g biown BCL Legal
Flacements Wb it HicolsEmargancperi Heeting

Attaching an email to a record without an email address

Expand the record, move the Desk top to the right and drag from the inbox onto the record. For
Person and Contact records you will be asked if you want to add the email address to the record.
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A contact event is created and you are given the option to save the email address against the record
or not.

Yes will add the email address.

No will NOT add the email address.
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Saving an attachment from an email in the inbox to the documents view of a
record

If an email has attachments they do NOT get saved with the contact event, but they CAN be saved in
a Document view - such as Vacancy Documents, Client Documents - providing that Document TYPES
have been set up.

The inbox shows how many attachments there are to an email - but the count does include images
that are part of the signature as well as deliberately attached items.

When you expand the email the attachments are visible at the bottom.

There is a button to expand the Person or Contact Documents view but it is possible to drag to other
record Documents view.

You can also Double click on the coloured preview section to open. Right Click to save in a folder.

I E ipuaina I Sawn Message a Contact Evenl Rl bo Maspage Credoni bl atenge
. <o BE.Tumeclck 2 ot b et 1SN 022
@ E-mail Message from Viols Scot = e
Wodln|n Close pesa| 1
e h:-a4 2
Fiom |vida Scoll E-mal Addfiegs | vhslBiquoouk 542 1
P S R T e - o ]
| Contaet [La Lavwamncs, SR LEZ Apples Espand E:g ;
Submet |Fo' 5 ample OV & Docs Receted |15/03720131040  |733
507 9
Saren Mmssdon as Contact Evert Begly to Mesiage 359
' - i i
[imai Vinks, o
!_ LR - P
| E 149 1

klob Dsscnphon & decussed

-

;F-m‘l sk
i fiols Soolt -
Espsred Comparn [ocusanty
M Diraeg from presiew (o Documents. Double chek o Dpen. Right chick o Save
- ; ik
- !udosps.uuapu 292 kh -~
L
[T ipg 576 kb .
| fick avaatie

To drag - open the record to receive the documents and go to the Document view
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You will be asked to select a type, then the document is added as a File to the documents. It will not

be directly editable.

Please take a look at our Email and Contact Event video: https://vimeo.com/351642860

Back to Hints, Tips and Shortcuts
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