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Welcome

Thank you for choosing the Delete Stale Emails add-in, created by Sperry Software. Thisadd-in
automatically deletes emails afterthey reach acertainage. It's perfectforgettingrid of emailsthatlose
value overtime, forinstance notifications from social mediasites, traffic reports, etc.

By default, once the add-inisloaded, the following stale email types are automatically deleted from
your Inbox every thirty minutes:

1. Facebook® notifications (after they are 3days old)
2. LinkedIn® notifications (after they are 7 days old)
3. Groupon® notifications (afterthey are 14 daysold)

Groupon notifications are deleted after 14 days since that’s when the offers expire. Linked In
notifications are deleted after 7 days, and Facebook notifications after 3days — but all of these can be
changedto whateverdays, hours, orminutesyou need.

Goingforward, we referto each of the conditions above as a “rule”, not be confused with Outlook rules.

You may findit useful to setup yourrules, and then use the “Run Now” facility to make sure everything
isoperating normally (i.e., not deletingtoo many or too few of the emails). If aproblemarises, keepin
mind that you can just go to the Deleted Items folderto view the emails that have been deleted, orto
move them back if there’s a problem.

Note that a new Sperry Software tab will now be visible. Clickingthe red and blue gearsiconwill allow
you bring up the main Configuration window. Clickingthe “Delete Stale Emails” button will cause the
add-intoadd a new rule based on whatever emails are currently selected. The same goes whenyou are
viewinganindividualemail, aSperry Software tab with the “Delete Stale Emails” button will be
available. Both of these buttons are a convenientway to add new rules so that youdon’t have to type in
the sender’sname oremail address.

Changing What Gets Deleted

The easiest way to change these valuesisto double click on the row you’d like to edit. Thisbrings up
the following edit window:
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Asyou can see, the number of days can be changed as can the units of time themselves. The choices

are minutes, hours, ordays. In thisway, truly temporaryinformation like say, trafficreports can be
deleted withintwo orthree hours of having received them.

Let’srun through the otheritemsyou can modify fromthis window:

Rule name: Any name to helpyourecallit. Note that we callit a rule forconvenience, butitshouldn’t
be confused with Outlook rules. With Outlook rules, they can sometimes runonthe serverandthus
always be active. Withthe Delete Stale Emails add-in (as with all Sperry Software add-ins), Outlook
needstobe runninginorder to have the add-inrun.

Email From: The email hasto be from a specificaddressin orderto have the add-inreactto it, and thisis
where you specify that email address. You can select email addresses from co-workers or othersinyour
address book viathe Select button, oryou can justtype the email addressinif you knowit. Thisfield
can be a name or an email address, but there can only be one.

Stale Afterand Stale Units: This isthe aforementioned areawhere you specify how old an email should
be before the add-indeletesit.

Folder: The add-inwill only lookinthe folders you specify. By default, the Inboxis always selected (asa
convenience). Itis not currently possibleto specify more than one folder.

Viewing your List Of Rules

Once you click Ok, the add-in will load the grid showing the rules thatare in effect (including your
changes):
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Note: Many add-ins are shown on the left hand side —be sure to highlight “Delete Stale Emails”

From here you can choose toadd, editor delete yourrules as necessary. Asmentioned, double clicking
arulebringsitupin editmode.

Settings Tab

Clicking onthe “Settings” tab will show you the options available for controlling the add-in as a whole:
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Timeris running: This checkbox controls the most basicfunctionality —whetherthe add-inis waking up
and culling out the old emails. Thisoptionisavailable in case you don’t wantto have the add-in deleting
emailsonthe fly, butwould preferto have them dealt with all at once by using the batch mode (called
“Run Now”, see below).

Check emails every [30] minutes: The add-in wakes up every 30 minutes to see if any emails have
become stale. Here, you can control how oftenthe add-in wakes up to check the email. Forsome
people, this might be too often and so once every 60 minutes oreven once every 120 minutes (i.e. two
hours) would suffice. Thisfield mustbe specified in minutes.

Generate a report: This checkbox determines if the add-in should writeareportabout the emails that it
found and moved intothe Deleted Itemsfolder. This can be useful if you find thatitis deleting emails
that should not have been deleted, as the report lists the name of the rule then all the emails that it
found that complied with the rule and were subsequently deleted. Thischeckboxisavailablebecause

the reportthat is generatedis always appended to, and does not wrap or otherwise control the size of
thereport. It is safe to occasionally deleteit.

View Report Folder: this button opens awindow where you can find the report. Itisalwayscalled
“Deleted Emails Report.txt”. Doubleclickingonthe reportfile willbringitupin Notepad (by default,
you can use any text editorincluding Word if you prefer).

Run Now: This buttonis used to kick off the add-inimmediately processing each rule in turn. Thiscan be
used to catch up quickly afteryou’ve made changestotherules. It’s useful torunthisthe firsttime you

Delete Stale Emails Copyright © 2013 Sperry Software Inc. Page |5



install the add-in sothat you can be sure that the rules are operatingasintended. Afteryoustartthe
process, the add-in displays the name of the rule it’s working on and the progress through thatfolder.
You can Cancel the operation atany time, but the emails that have already been deleted will be foundin
the Deleted Itemsfolder (thatis, they are not moved back). You can of course move any emails out of
the Deleted Itemsfolderthat you find that should not have been...thenyou can editthe rule that moved

themthere, and re-runthe add-in.
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Troubleshooting
Q. I'm havingtrouble, and need to start over with installing. Whatcan | do?

A. Follow these instructions:

http://www.sperrysoftware.com/kb/questions/98/1%27m+having+problems%2C+and+l+need+
to+reinstall+my+add-ins+Hfrom+a+clean+start.+How+do+l+do+this%3F+

Q. The “Sperry Software Add-ins” buttonis notvisible.
A. Run the add-in Resettool.

The add-inresettool (amongothers) can be downloaded from
http://www.sperrysoftware.com/outlook/tools.asp

Q. How can we contact you for more help?

A. For helponmorein-depthissues, check out our Knowledge Base.
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