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Introduction

Introduction

RMFT is a managed file transfer platform that facilitates secure file exchange between an organization's internal
users, external users, and business partners. RMFT Outlook Add-in brings many of RMFT’s file sending and
auditing capabilities to Microsoft Office Outlook, enabling Outlook users with RMFT accounts to send and track
files and folders of virtually any size.

When you send a message with attachments via RMFT, the files are uploaded to RMFT Server where they are
replaced by links for downloading the files. RMFT Server sends the recipients an email message containing the file
download links. You can track the upload of files to RMFT Server and request to be notified whenever the files are
downloaded.

Chapter 1: Sending Files and Folders explains how to send files and folders with RMFT
Outlook Add-in, how to set sending options for each message, how to track transfer
progress, and how to recall files.

In this guide:

Chapter 2: RMFT Outlook Add-in Options explains how to modify the default
attachment, expiration, notification and categorization options.

Chapter 3: Connection Settings explains how to configure connectivity to RMFT Server.

Appendix A: Troubleshooting provides resolutions to problems that may occur while
using RMFT Outlook Add-in.

The instructions in this guide assume that you are using the RMFT toolbars which are displayed by default after
RMFT Outlook Add-in is installed. The RMFT toolbars appear in the main Outlook window and in the Message
window’s Message and Insert ribbons.

Outlook Version

RMFT Toolbar in the Main Outlook
Window

RMFT Toolbar in Outlook's Message and Insert
Ribbons

menu.

&¥ connection [T)about = o= —
e EE:
oo Dptions =
2010 Add  Add in  Options
&) Help File  Folder =
RMFT RAAFT
- § Add Add Zip Options
_,-" Connection Options -;jHeIp D File  Folder -
RMFT
2007

Note: If the toolbars are not shown, select Toolbars > RMFT from the View menu. The
Connection, Options, Help and About buttons are also available through the Tools > RMF]
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1. Sending Files and Folders with RMFT

1. Sending Files and Folders
with RMFT

In this chapter, the following tasks are explained:
= Sending files and folders with RMFT
= Qverriding the default RMFT sending options
= Tracking transfer progress

= Recalling files sent with RMFT

Note: Files can be added using Outlook's Attach File option or the Add File option in the RMFT toolbar. Whereas
files added using Outlook's Attach File option will only be sent with RMFT if the RMFT Outlook Add-in settings are
configured accordingly, files added with the Add File option in the RMFT toolbar will always be sent with RMFT.
For more information on configuring RMFT Outlook Add-in to send regular Outlook attachments (i.e. files attached

with Outlook's Attach File option) with RMFT, see 2. Options.

To send files or folders with RMFT:

1. Click = MNew

The Message window opens.

E_“ = £ Untitled - Message [HTML)

1)
=
- Message Insert Options Format Text Developer Add-Ins Adobe PDF L

- LA eI 3= Ik =0 gk
=== — — = || EEl "N || o = = _
I Uiz~ i=~||EE 9 & 3 !
e = Address Check Add Add Zip Options | Follow Spelling
b === A4
F Al . = = =||» 1||“)]/| Book Names 2 File  Folder - up- | B -
Clipboard ™ Basic Text Mames Include RMFT Options T || Proofing

Thiz mez=age has not been sent.

Lo ||
[ ]

Subject: |

2. Inthe Tofield, specify the email addresses of the designated recipients.

Note: If you receive an error that a certain recipient does not exist (even though you specified a valid
email address), please contact your RMFT administrator and request to be granted the appropriate

sending privileges.

3. Optionally, in the Subject field, specify a subject.

4. To add files, click the Add File button in the RMFT toolbar (or click the Attach File button in Outlook's
Include toolbar).
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1. Sending Files and Folders with RMFT

The Open dialog box opens.

2l x|
Loak in: I@ logos j Qe -
L svn ﬁrepliweb_logo.ai
1 ™ |ogo_ROM_rgb [Converted].png ﬂ repliweb_logo.png
‘) ™ logo_RMFT _rgh [Converted].png , repliweb_logo_whitebadk.png
™ logo_RMFT_small.prg rmft.ai
LIROM text.ai ™ rmft.png
RDM text.png ﬁrmf‘t.psd
—
™ rgss_digbmp.bmp
E ross_logo4.png
y ross_logoS.png
@ | Thumbs.db
My Documerts rds -newgreenier.gif
rdg-new_greenier.png
Wy rds-new_greenier.psd
o
el v = File name: I"HDMtad.png" "ROM.ai" "RDM png" "RDM_rj Open
Files of typs: [ Al Files (") | Cancel |
F

Select the files that you want to send and then click Open.

Metadata files containing information about the location of the actual files are attached to the message.
The metadata files have the same name as the actual files but a different extension, which will either be
rmftfhlink (if the files are in their original location) or rmftfslink (if the files have been copied to a
temporary directory).

Ta.. ||Mike5mnh-
Cc... ||

Subject: IGraphic Design

Attached: |@ evaluation.rmftfhlink 229 B); [T Arrows.rmftfhlink 1224 B1; [T) Arrows share colors.rmftfhlink (237 B)

To add a folder, click the Add Folder button in the RMFT toolbar.
The Open dialog box opens.
Select the folder that you want to send and then click Open.

A metadata file containing information about the folder’s location is attached to the message. The
metadata file has the same name as the folder and will either be appended with the extension
rmftdslink (if the files are in their original location) or rmftdhlink (if the files have been copied to a
temporary directory).

Subject: ISendingaFoIder

attached: |[T) RMET Server.rmftdslink (107 Bl

To zip all of the attachments into a single archive, click the Zip button in the RMFT toolbar (the option
may already be enabled if the Zip option is enabled in the default settings — for more information, see 2.

Options).

RepliwWeb, Inc.



1. Sending Files and Folders with RMFT

To set a password to protect the contents of the zip file, click the downward arrow below the Zip button
and then select Set Password.

Note: You do not need to enable the Zip option when sending a single folder as folders are always zipped
before being sent. You may however want to enable the Zip option when sending multiple folders (or
multiple attachments), as this will zip all attachments into a single archive.

9. To override the default sending options, click the Options button. For a description of the available
options, see Message Options below.

10. Click Send.

The message is first moved to your Outbox and then to your Sent Items folder. In the Sent Items folder,
the metadata files are replaced with download links.

Files sttached to this email were replaced with download links.
Click the links below to download the files.

+  Arrows.ai 196KB
» Arrows share colors.ai 202KB

The files will be available for download from RMFT until 15/0ct/10

For information about tracking the file transfer, see Tracking Transfer Progress.

Message Options

For each new message, you can override the default Expiration and Sending and Tracking options defined for the
RMFT Outlook Add-in.

To open the Message Options dialog box:

1. Click the (Options) button in the RMFT toolbar.

&8 RMFT Outlook Add-in - Message Options |
— Expiration
Allow recipients to download files for: ||1|} Ej days
—Sending and Tracking

[V Notify me about downloads. When sent to multiple recipients, notifications will not
include recipient names unless one of the options below is also selected.

¥ Allow individual message tracking. Recipients will be sent two messages: the first
will allow them to "Reply to All™; the second will contain the file download links.

I~ Reguire login to download files. Recipients will be sent two messages: the first will
allow them to "Reply to All"; the second will contain the file download links.

Save Cancel
I |

2. For an explanation of the Expiration and Sending and Tracking options, see Expiration and Sending and
Tracking respectively.

3. Click Save to save your settings for the current message.

RepliwWeb, Inc.



1. Sending Files and Folders with RMFT

Tracking Transfer Progress

After you click Send, messages sent with RMFT will be moved to your Outbox folder where you can view the file
transfer progress. Note that transfer time (i.e. the time that the message remains in your Outbox) will vary
according to the total size of the files transferred and the network load at the time of transfer.

3 Outbox
|Click here to enable Instant Search
4008 10 Subject
=| Date: None
2 0 Charlton Book Sending a Large File - sending 9%

Figure 1: Transfer Progress of Files sent with RMFT

If, for whatever reason, RMFT Outlook Add-in is unable to send the files, it will continue trying until it either
succeeds or exhausts all of its recovery attempts.

5 Outbox
|Click here to enable Instant Search
E 40 a T Subject
(=) Date: None
= I Charlton Book Graphics files - waiting for retry (attempt 2 out of 10)

Figure 2: Attempting to Send the Files after Initial Failure

You can abort the sending at any time by simply right-clicking the message and selecting Delete.

After the files are sent, the message containing links to download the files will be moved to your Sent Items
folder.

[ sent with RMFT

From: Mike: Smith

To Jan Brown

Cc

Subject: Files for Illustration

Here are the files that you requested.

The files below were sent using RMFT.
Click the links to download the files.

* Arrows.ai 196KB
» Arrows share colors.ai 202KB

The files will be available for download until: 22/Sep/10

Figure 3: Message sent with RMFT

RepliwWeb, Inc. 8



1. Sending Files and Folders with RMFT

Recalling Files sent with RMFT

You can recall files sent with RMFT using Outlook’s Message Recall option. This is a two-stage process involving
first recalling the files and then recalling the message itself.

Note: Files recalled from RMFT will be indicated by a @ icon in e ST
the Sent Items folder.

Sun 17/0ct/10 10... [:] Recalled from EMFT

To recall files sent with RMFT:
1. Open the relevant message in your Sent Items folder.

2. Click Other Actions and then select Recall This Message from the drop-down menu.

|/-

M %+

\ lg r @ T B Files for Illustration - Message

Ld )

Message Developer Add-Ins Adobe PDF

_Ql. _,qi\kJ _$ x _j _\“j} jj % &, safe Lists

Reply Reply Forward | Delete Move to Create | Other Block

| Mot Junk
to All Folder~ Rule |Actions~!| Sender
Respond Actions B
Sent with RMFT Edit Message M
From: Mike Srith Recall This Message..
To: Jon Brown Resend This Message...
Cc 7Y
Subject: Files for lllustration -

[l Eorward as Attachment
‘5' Post Reply to Folder

Encoding L
The files below were sent using RMFT. | =
j" Message Header

Click the links to download the files. View Source
View in Browser
+  Arrows.ai 196KB (L Zoom..

+  Arrows share colors.ai 202KB

The files will be available for download until: 22/5Sep/10

A prompt appears asking you to confirm your request to recall the files sent with RMFT.
x|

Some recipients may have already downloaded the hles sent using RMFT.

RMFT Files Recall prevents recipients from downloading files sent with RMFT.
Files recall does not recall the Outlock message, which you will be prompted to
recall separately.

Are you sure you want to recall the files sent with RMFT?

0K I Cancel

RepliwWeb, Inc.



1. Sending Files and Folders with RMFT

Note: Recalling the files prevents future access to the files, but does not affect files which may have
already been downloaded by the recipients. It also does not recall the Outlook message itself, which you

will need to recall separately.

3. Click OK.

Another prompt appears asking you to confirm your request to recall the Outlook message.

Some recipients may have already read this message.

Message recall can delete or replace copies of this message in
recipient Inboxes, if they have not yet read this message.

Are you sure you want to:
{* Delete unread copies of this message

" Delete unread copies and replace with a new message

[w Tell me if recall succeeds or fails for each redpient

0K I Cancel |

4. Click OK. If you choose not to recall the Outlook message (not recommended), recipients will receive the
message, but will not be able to download the files.

RepliwWeb, Inc. 10



2. Options

2. Options

In the Options dialog box, you can perform the following tasks:
= Specify criteria for sending Outlook attachments with RMFT

= Specify whether files added with the RMFT toolbar should be copied to a temporary directory before
sending

= Enable zipping
= Set an expiration period after which recipients will not be able to download files
= Request notifications and configure message sending options

= Categorize sent items as “Sent with RMFT”

To open the RMFT Outlook Add-in Options dialog box:
+ Click the [£ (Options) button in the RMFT toolbar (in the main Outlook window).

The RMFT Outlook Add-in Options dialog box opens.
x|

—Outlook A
Specify how to handle files attached using Outlook’s “Attach File” option.

' Send as regular Outlook attachments
£~ Send all files with RMFT
" Send all files with RMFT only if any of the following conditions are met:

¥ | Total file size exceeds: IL 3: ME
™| File types include (unsafe types will be ignored): I
W A ke me before sending with RMET:
—RMFT A

Choose sending options for files/folders added using the RMFT toolbar.
' Send files/folders from their original locations

If some files/folders are missing or i ibl ISend anyway 'l
" Copy files/folders to a temporary folder: IJLIST files 'l

Zip ‘

™ Zip all attachments into one archive before sending with RMFT

Allow recipients to download files for: I 10 3: days

—Sending and Tracking

[V Notify me about downloads. When sent to multiple recipients, notifications will not
include recipient names unless one of the options below is also selected.

¥ Allow individual message tracking. Recipients will be sent two messages: the first
will allow them to "Reply to All"; the second will contain the file download links.

r Require login to download files. Recipients will be sent two messages: the first will
allow them to "Reply to All™; the second will contain the file download links.

[~ Category
[V Categorize items sent using RMFT as "Sent with RMFT™

Save I Cancel

RepliwWeb, Inc. 11



2. Options

Outlook Attachments

Note: Outlook Attachments are files that have been attached to the message using Outlook's Attach File

button.

Option

Description

Send as regular Outlook attachments

Send the attached files as regular Outlook
attachments (i.e. not with RMFT).

Send all files with RMFT

Send all attachments with RMFT, regardless of size
or type.

Send all files with RMFT only if any of the
following conditions are met:

Specify criteria for sending Outlook attachments
with RMFT. If the specified sending criteria is
either fully or partially met, the message will be
sent using RMFT. For example, if you specified to
send messages with RMFT when the total
attachment size exceeds 2 MB and the attached
file types are Word documents (.doc), the
messages will be sent with RMFT as long as the
attachments exceed 2 MB, even if they are not
Word documents.

Note: Attachments that do not meet any of the
criteria for sending with RMFT will be sent as
regular Outlook attachments.

Total file size exceeds

Send all of the attachments with RMFT if their
combined size is larger than the specified size.

File types include (unsafe types will be
ignored)

Send all of the attachments with RMFT if at least
one of the attached files matches the specified file
type. File types must be separated by a semi-colon
without spaces (but do not need to be prefixed
with a period), for example:

avi;mpeg

Note: Unsafe file types (such as .exe or .bat files)
attached using the standard Outlook "Attach File"
option cannot be sent with RMFT. To send unsafe
file types with RMFT, add them to the message
using the "Add File" option in the RMFT toolbar.

Always ask before sending with RMFT

Always ask whether files attached using Outlook’s
Attach File option and that meet the specified
sending criteria should be sent with RMFT.

RepliwWeb, Inc.
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2. Options

RMFT Attachments

Note: RMFT Attachments are files that have been added to the message using the Add File or

Add Folder buttons in the RMFT toolbar.

Option

Description

Send files/folders from their original
locations.

Send files from their original locations.

If some files/folders are missing:

Send anyway

Do not send

Send the files even if some of them are missing.
Files may be missing, for example, if they were
deleted from the disk after being added to the
message.

Do not send any of the files if some of the files
are missing.

Copy files/folders to a temporary folder

Select this option to prevent files from being
modified (i.e. by other applications) before they
are sent.

Choose Just files to only copy files to a
temporary location or Files and folders to copy
both files and folders to a temporary location
before sending.

ZIP

Option

Description

Zip all attachments into one archive
before sending with RMFT.

Zip all files/folders and send them as a single
archive.

Note: Zipping large files or certain file types may
increase transfer speed while zipping file
formats that already compressed (such as jpegs
and mpegs) will have little effect on file size and
may even reduce the transfer speed and place
an unnecessary burden on the CPU.

Expiration

Option

Description

Allow recipients to download files for

Only allow recipients to download the attached
files for the specified number of days.

RepliwWeb, Inc.
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2. Options

Note: A shorter expiration period defined by
your RMFT administrator (on RMFT Server) will
override any expiration period that you specify
here. For example, if you specify 20 days and the
expiration period defined on RMFT Server is 10
days, the expiration period will be 10 days.

Sending and Tracking

Option

Description

Notify me about downloads

Receive notifications whenever the files are
downloaded by the recipients.

If you send the message to multiple recipients,
The notifications will not inform you which
recipients downloaded the files unless you also
select the Mail each recipient separately option
(below).

Mail each recipient separately

Send a separate message to each recipient. If
you select this option together with the Notify
me about downloads option, you will be
notified whenever the files are downloaded as
well as which recipients downloaded them.

Note: When this option is selected, two
messages will be sent. The first will be sent to all
of the specified recipients, allowing them to
reply to any/all of the other recipients. The
second will be sent to each recipient individually
and allow them to download the files.

Require login to download files

Recipients will be required to log in to download
the files (using their RMFT username and
password).

Note: When this option is selected and the email
is sent to multiple recipients, two messages will
be sent. The first will be sent to all of the
specified recipients, allowing them to reply to
any/all of the other recipients. The second will
be sent to each recipient individually and allow
them to access the files.

RepliwWeb, Inc.
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2. Options

Category

Option

Description

Categorize items sent using RMFT as
“Sent with RMFT”.

Categorize items sent using RMFT as “Sent with
RMFT”. If you select this option, messages sent

using will be indicated with a @ icon (in all
Outlook folders).

RepliwWeb, Inc.
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3. Connection Settings

3. Connection Settings

Your connection settings determine how RMFT Outlook Add-in connects to RMFT Server in order to upload files.

These settings should not be modified unless instructed by your RMFT Administrator.

To open the RMFT Outlook Add-in - Connection Settings dialog box:

* .
+ Clickthe # ©ennedion v +ton in the RMFT toolbar.

The RMFT Outlook Add-in — Connection Settings dialog box opens.

x4
RMFT Server: % Server Details " Server URL
Server Name: |12.3.45.S? Part: |3‘I|}2
Connection: IRMFl’ vl
Pranxy: @ None  Auto-detect  © Manual
Froxy Server: I Port: I?I
 Use my Windows credentials
& se my RMFT credentials
Usemame: Ia
Password: I'
Domain: I
Test Connection | Save I Cancel
Option Description
RMFT Server Select either Server Details or Server URL according to the

instructions that you received from your RMFT administrator.

Server Details

If you select this option, in the Server Name field, specify the IP
address or hostname of the RMFT Server machine (as provided by
your RMFT administrator).

Server URL If you select this option, specify the RMFT Server URL (as provided
by your RMFT administrator).
Example:
http://org.domain.com:3102/RmftWebService

Port The port through which RMFT Outlook Add-in communicates with

RMFT Server. Do not change unless instructed to do so by your

RepliwWeb, Inc.
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3. Connection Settings

RMFT administrator.

Connection The method RMFT Desktop Client uses to connect to RMFT Server.
Only choose methods which have been approved by your RMFT
administrator. If you are not sure which method to choose, contact
your RMFT administrator.

Proxy Choose one of the following options as appropriate:

= None If you select this option, RMFT Outlook Add-in will connect
directly to RMFT Server.

= Auto-Detect If you select this option, RMFT Outlook Add-in will
connect to RMFT Server as specified in your Windows settings
(either directly or using a proxy server).

= Manual Select this option to connect to RMFT Server via your
organization's proxy server and then specify the IP address or
hostname of your proxy server.

O  Proxy Server Specify the IP address or hostname of
your proxy server.

Port The port through which RMFT Outlook Add-in communicates with
your proxy server. Do not change unless you are sure that you
proxy port is different.

Use my Windows Select this option if you normally log in to RMFT Server using your
credentials Windows credentials. Note that this method uses Integrated
Windows Authentication (also known as NTLM) to authenticate
your identity to RMFT Server.

Use my RMFT credentials | Select this option if you normally log in to RMFT Server using your
RMFT credentials or if you normally log in to RMFT Server using
your Windows credentials but are currently logged in to your
computer as a different user.

Note: If you are not sure which credentials to use, please contact
your RMFT Administrator.

= Username Your RMFT username.
= Password Your RMFT password.

= Domain Only applicable if you are an Active Directory RMFT
user and did not select Use my Windows credentials. Specify
your Active Directory domain name.

Test Connection Click to test the connection to RMFT Server.

Save Click to save your settings.

RepliwWeb, Inc. 17



A. Troubleshooting

A. Troubleshooting

This appendix highlights various issues that you may encounter when using RMFT Outlook Add-in.

Problem

Cause/Resolution

Some of the RMFT Outlook Add-in settings are grayed out
and cannot be changed.

Options that are grayed out have been pre-
configured by your RMFT administrator. Such
options cannot be modified.

| set the expiration option to Allow recipients to download
files for <50> days, but one of the recipients contacted me
after 20 days and said that the files had already expired.

The maximum expiration period is set by the
RMFT administrator. The administrator-defined
expiration period overrides the user-defined
package expiration periods. For example, an
administrator-defined policy of 30 days will
override a user-specified expiration period of 60
days.

The folowing message is displayed when | try to send files
added with the RMFT toolbar:

x

@ The following attachment file was not found: C:{Templa. bt

and the message stays in my Outbox with the following text
appended to the subject:

- Error: missing attachments

This message is displayed when the following
option is selected in the Options dialog box:

If some files/folders are missing or inaccessible:
Don’t Send

RMFT Outlook Add-in is configured to send files attached
using the regular Outlook "Attach File" option with RMFT,
and to zip the files before sending. When the Zip file
contains file types that Outlook considers unsafe (e.g. exe),
the message is sent, but the Zip file arrives without the
unsafe file types.

Unsafe file types attached using the Outlook
"Attach File" option cannot be sent with RMFT. If
you need to send unsafe file types, the solution is
to add them with the RMFT "Add File" option.

Sending email by right-clicking a file in Windows Explorer
and selecting Send To > Mail Recipient does not send the
message with RMFT even if RMFT Outlook Add-in is
configured to send the file with RMFT.

This functionality is currently not supported. The
solution is to attach the files from Outlook's New
Message window.

A Copy Progress bar similar to the one shown below is
displayed when | attach files using either the RMFT Add File
or Add Folder option.

This happens when the Copy files/folders to a
temporary folder option is selected in the
Options dialog box.

RepliwWeb, Inc.
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A. Troubleshooting

Copy Progress

C\Temp\Documentation. hhe

If you are attaching a folder with many files or if
you are attaching a very large file, the copying
process may take a few moments to complete.

When using Internet Explorer to access your Gmail account,
clicking the file download link (in the notification) does not
open a download prompt. Instead, the Internet Explorer
Information bar is displayed with an option to download the
file. Subsequently selecting the download option in the
Information bar loads a blank page with the Gmail copyright
notice.

By default, the Automatic prompting for file
downloads option is disabled in Internet Explorer.
Enabling this option will resolve the problem. If
you only want to enable this option for the
Trusted Sites Zone, add Gmail to the Trusted Sites
Zone in the Options > Security tab.

To enable the Automatic prompting for file
downloads option, click the Custom level button
in the Options > Security tab and then select the
relevant item.

Security Settings - Trusted Sites Zone

rSettings

(O Disable
() Enable
O Prompt

|#| Script ActiveX controls marked safe for scripting™
(O Disable
() Enable
) Prompt

33 Downloads

3‘3 Automatic prompting for file downloads
{2 Disable
(& Enable

&% File downlnad

When | mail a file from Windows Explorer or directly from
Microsoft Office, the conditions for sending with RMFT are
ignored.

Mailing files from Windows Explorer or directly
from Microsoft Office programs is currently not
supported.

RMFT zipped my attachments, even though | did not enable
the "Zip all attachments..." option.

RMFT does not support filenames with non-ascii
characters. When you attach files with filenames
that contain non-ascii characters, the only way
that RMFT can process them is by automatically
zipping them into a single zip file.

| installed the RMFT Outlook Add-in, but none of the
features are visible.

Verify that RepliWeb RMFT Add-in is listed and
enabled in the COM Add-Ins window.

To open the COM Add-Ins window:

1. From the Tools menu, select Trust
Center.

2. Inthe Trust Center window, select Add-

RepliwWeb, Inc.
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A. Troubleshooting

ins in the left pane.

3. Atthe bottom of the Add-ins tab, make
sure that COM Add-ins appears in the
Manage drop-down list and then click
Go.

Manage: | COM Add-ins j Go... |

The COM Add-Ins window opens.

RepliwWeb, Inc.
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