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Welcome

Thank you for choosing the Compliance Copies Add-In, created by Sperry Software. The Compliance
Copies Add-In allows you to automatically send a CC (carbon copy) or BCC (blind carbon copy) to
recipients of your choice whenever you send, reply to, or forward a message. Plus, you can send the CC
or BCC based on different conditions, and to different people.

The Compliance Copies Add-In is helpful in situations where associates, such as assistants or supervisors,
need to be copied on your email messages, or when you want to send a copies of your messages to
different email addresses.

Using options in the configuration area of this add-in you can choose to have all messages (including
replies and forwarded messages) sent to various recipients,
or you can set specific conditions that need to be met before the copy is sent.

You can also choose whether the copied message will be sent as a standard carbon copy (CC) or as a
blind carbon copy (BCC). You can easily disable the add-in if you won’t be using this feature, or to allow

you to enable it only when needed.

Tip: When using this add-in, it might be useful to set an exception of not allowing the BCC if the message
is marked private. This way, personal emails to spouses can still be sent without forcing the BCC.
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Configuring the Add-in
Once the installation is complete, you are ready to use Always BCC. When you open Outlook you will
notice a new button “Sperry Software Add-ins” added to the toolbar.

& Inbox - Microsoft Outlook
: File Edit View Go Tools Actions NOD32 Help
iaNew - | B (5 X | CuReply CliReplyto Al 3 Foward | B3 W | & | SendRegeive - [ | (W) Seorch od

o Sperry Software Add-Ins

N

Figure 1 (Outlook 2007 image shown)

Clicking this button displays the Sperry Software Add-ins configuration screen. It is on this screen that
settings are made to control the add-in’s functionality.

#* Sperry Software Add-In Configuration ===

b Professional dutiook Addins [f]” © |

?
T Fast Easy. Productive ™

Installed Add-Ins Add-In Corfiguration
On/Off | lcon | Name Conditions | Settings
-
§ Compliance Copies Always BCC Condtions:

Conditien ConditionValue | Action | Action Value Exception
If Subject Contains Required Brokerag BCG compliance@sper
If Ta:'Contains CustomerList BCC compliance@sper
IfFrom Contains  sales@sperrysofty CC Records Keeper

If Subject Contains SEC Information  BCC compliance@sper Exceptifthe me:
IfFrom Contains  techsupport@sper BCC sales@sperrysofte Exceptif Subjecl

Add Edit Delete

About... Options... Help... oK Cancel Apply

Figure 2 (Image of several conditions in place)

Compliance Copies Configuration

The first thing you see are the Add, Edit and Delete buttons. These are used to setup the various
conditions under which a BCC or CC are to be performed. The first thing to do is to setup the first
condition for a BCC or CC action to take place by clicking on the Add button. Doing so brings up the
Add/Edit Configuration window where multiple different conditions can be specified. Once several
conditions have been created, they can be edited or deleted as well.
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Add/Edit Configuration Window
+2% Add/Edit Condition o |2 1

Send Carbon Copy to
To... compliance @spemysoftware.com

Conditions Exceptions

Carbon Copy &l Emails
@ Carbon Copy only those which match:
If "To:™ Contains:

| If Subject Contains: SEC Information
If Account Name Contains:

If From Contains:

If Sent On Behalf Of Contain

Cptions
V| Send as Blind Carbon Copy (BCC)

oK Cancel

Figure 3 (One of the conditions being edited)

In Figure 3, we can see that one of the conditions is being edited. In this case, the Compliance
department at Sperry Software is going to be BCC’ed if the subject of any sent emails contains SEC
Information. The individual fields are explained below:

Send Carbon Copy To: Allows you to specify who the recipient of the CC or BCC will be. Choose a name
from your contact list by clicking the “To:” button, or type an email address in the text field. You can
separate multiple email addresses by using a semicolon between them. For example:

“compliance@sperrysoftware.com; sales@sperrysoftware.com”

Conditions allow you to specify under what conditions the CC or BCC will be sent. You can choose to CC
or BCC all messages, or only when the specified conditions are met.

Carbon Copy All Emails: Sends a copy email to the indicated recipient every time, when you send,
forward, or reply to any email.

Carbon Copy only to those which match: Sends a copy email to the designated recipient only when the
specified criteria is met. The options here are “If ‘To:” Contains”, “If Subject Contains”, “If Account Name
Contains”, “If From Contains” and “If Sent On Behalf Of Contains”. All of these options take wildcards,
are not case sensitive, and multiple values can be entered using semicolons.

A word about using wildcards: A wildcard is denoted with an asterisk and is used to match partial words
or phrases. Forinstance, car* would match car, carnival or carriage. In the above example where the
subject had to contain “SEC Information”, if all emails with “SEC” in the subject had to be BCC’ed, then
we could have used “SEC *” to match “SEC Information” or “SEC Info” or “SEC Brokerage Rules”. Of
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course, you could always create separate rules for each condition you need, but the wildcards help to
consolidate the number of conditions needed.

The “Options” frame allows you to have the copied messages sent as blind copies (BCC) rather than
standard carbon copies (CC). A blind carbon copy is one where the To or CC recipients cannot see the

email address you specified in the “To” field.

Specifying Exceptions
+2% Add/Edit Condition o |-G 5]

Send Carbon Copy to
To... compliance @spemysoftware.com

Conditions | {Exi

Do not CC/BCCf ...
the message is marked Private

[ ¥ *To:™ Centains:

[ i Subject Contains:

[T If Account Name Contains:
[ 1 From Contains:

[ If Sent On Behalf Of Contain

Cptions
Send as Blind Carbon Copy (BCC)

OK Cancel

Figure 4 (Make an exception if the message is marked private)

In Figure 4, we can see that one of the conditions is being edited. The options are analogous to the
Conditions tab, and wildcards are accepted here as well. In this case, the BCC will not take place if the
email message is marked Private. You can mark email messages as private before sending them by
going to Options...More Options...and pull down the Sensitivity list, then choose Private (as shown in

Figure 5).
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Message Options @
Message settings Security

Importance: @ Change security settings for this message.
Sensitivity: Security Settings...

Voting and Tracking options

[ Use voting buttons: Iz‘
[] Request a delivery receipt for this message
| Request a read receipt for this message

Delivery options

@ |:| Have replies sent to: Select Names. ..

[ o not deliver before: | Mane 12:00 AM

[ Expires after: Mone 12:00 AM

Attachment format:

Encoding: [Autc—SeIect -

Categories [ MNone ]

Close

Figure 5 (How to mark a message as Private)

Settings Tab
¥ Sperry Software Add-In Configuration [S=E]=]
7 st facy proaecave ™ Professional 0 L 3 Li
Installed Add-Ins Add-In Configuration

On/Off |lcon | Name . Conditions | Seftings
] 2§ Compliance Copies

Conditions File Location

C Ty Softwart xml

Browse For Settings File

[] Allowthis computer to write the settings file

About... Options... Help... oK Cancel Apply

Figure 6 (Settings Tab)

The tab is used to configure just two options, and both are designed to be useful in corporate settings.

The first option is used to determine where the add-in stores the conditions that have been specified
above. Itis always a file called ComplianceCopiesSettings and it is always stored in the user’s
Documents until otherwise directed somewhere else. This setting is useful so that users can share the
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settings among multiple machines and each user does not have to setup the add-in. It is most useful if
the settings file is stored on a shared network drive. Note that the settings file is stored in XML format,
and thus can be easily edited directly if necessary.

The second option is a checkbox that controls whether this machine is allowed to write the settings file.
This is useful in some corporate settings that prefer to not allow every user to change the settings. This
option is most useful when combined with the Sperry Software customization build services, where the
option can be both turned off and disabled. Please contact sales@sperrysoftware.com for more
information about this service and the other customizable options.
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Troubleshooting

Q. The “Sperry Software Add-ins” button is not visible.
A. Run the add-in Reset tool.

The add-in reset tool can be downloaded from
http://www.sperrysoftware.com/outlook/tools.asp

Q. How can we contact you for more help?

A. For help on more in-depth issues, see our Knowledge Base.
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