OSOEz Installation Instructions
Agent’s Workstation
1. Send Northeast Zone OSOEz Shared Office Zip File to agent prior to appointment: 
Open Zip File and click on

>File 
>Send to

>Mail recipient (agent)

2. I create a Quick Launch bar to use during installation and offer to remove it when finished if agent desires. Instructions at the end of this document.   

3. Mailbox Size Review – Right click on “Mailbox – Agent Name,” left click on Properties in the drop down, and click on FOLDER SIZE button to look for oversized folders such as Calendar, Journal, Sync Issues, Junk, Sent, and Deleted folders.  More information at the end of instructions.   

4. On agent’s workstation, save Zip file to agent’s desktop

5. Close all programs/windows except one Outlook Inbox session.



(The script will open a second Outlook window during installation.)

6. Open Northeast Zone OSOEz Shared Office Files zip file and sort files by name 

(All @ programs listed first)

7. Extract @OSOEz-Install.zip, @TM Rules Wizard, and @NEZone Agent Rules Wizard to desktop
8. Send @TM Rules Wizard to team members.
9. Open @OSOEz-Install.zip and extract two files to desktop:

SF Install.bat (gear and spindle icon)

SF Install.vbs (“S” icon)

Create Agency Shared Folders

· IMPORTANT:  Parts of the install process are invisible; you will not always see activity on the screen.  Do not interact with the workstation during installation process.  

1. Double click SF Install.bat to begin.  The process takes several minutes; don’t touch the workstation or peripherals.
2. Read but do not close the “STOP!” Status window
3. Drag Status window aside and set permissions on Shared Folder
Default 

> Editor 
[image: image1.png]


Folder Visible Box 
> Checked

Delete any other names (“Anonymous” is okay)
4. Click APPLY and OK in the Shared Folder permissions window
5. Click OK in Status window – allow installation to continue (don’t touch anything)
6. Click OK on “OSOEz Installed Successfully” window when it appears
7. Verify folders appear in Agency Shared Folders as indicated 
8. Check for “2nd – 3rd Service Requests” in agent’s Inbox folder list (no TM access to this folder).
9. Close one session of Outlook. 
Modify Shared Folder Names
1. Right click on “Shared Folders” and rename to “Agency Shared Folders” (they will now appear immediately under Mailbox rather than at the bottom of the folder list).  
2. Ensure the 4521 folder was created (sometimes, the script runs fast and skips it)
3. Delete these folders:
a. Citizens (Florida only)
b. OSOEz Documents (store documents on W-drive, not in Outlook)
4. Rename these folders:
a. “Marketing Leads” to “Marketing” (this folder will get Marketing messages only)
b. “ZONE-MASS MAIL” to “MASS MAIL” (it will include corporate and Zone messages)
5. Create these folders
a. Internet Leads (all SF.com, microsite, and internet aggregator vendor messages will go to this folder, including the Internet Fire Purchase Request messages)
b. FAX (for use now or in the future)  
c. Flood (unless it is already created)
Set Permissions on Agent’s Workstation

1. Right click on Mailbox, click on Change Sharing Permissions, set permissions as follows:



DEFAULT

None



Add all TMs with
EDITOR permission level 



Folder Visible Box
Checked



Click APPLY, make sure none of your selections changed, click OK
2. Right click on Inbox, click on Change Sharing Permissions, set permissions as follows:



DEFAULT

None



Agent only

No Other Names (“Anonymous” is okay)



Folder Visible Box
Unchecked



Click APPLY, make sure none of your selections changed, click OK

3. Right click on Shared Folders, click on Change Sharing Permissions, set permissions as follows:



DEFAULT

Editor


Agent only

No Other Names (“Anonymous” is okay)



Folder Visible Box
Checked



Click APPLY, make sure none of your selections changed, click OK

Import & Map Rules (see additional Rules & Alerts information at end of instructions)
1. Verify Outlook is in INBOX view

2. Export or delete any existing rules or alerts that the agent created, then IMPORT:

Click:
>Tools



>Rules & Alerts 
>Options 
>Export Rules (delete existing rules except CLEAR CATEGORIES)
>Import Rules
>Select @NEZone Agent Rules from Desktop; the Rules import immediately
3. Click on each rule; map the folder name in the rule to the shared folder by clicking on the folder hyperlink within the rule and choosing the correct folder in the Rules & Alerts window. 
4. For rules that include a “TM’s email” hyperlink – click the hyperlink, add the TMs’ names, and delete the generic “TM’s email.”  (TIP: Create a TM distribution list in agent’s CONTACTS and use this to add all TMs’ names to Rules)
5. Click APPLY to update the server.   
6. Click on RUN RULES NOW, select each Rule (except the four “…to TM” rules), click RUN.  This sorts targeted messages (new and old) and moves them from the agent’s INBOX into shared folders (facilitates email clean up).  
7. Click OK.
Other Documents/Files in Agency Shared Office V28 WinZip Folder

1. Review and discuss OSOEz documents and templates in Agency Shared Office Zip File
2. Create “OSOEz Documents” folder in Agency Shared W-drive

3. Copy, move, or save all .doc; .pdf; .png; and DRAFT email documents into the new OSOEz Documents folder in the W-drive.  Do not save any .lnk; .rwz; or .zip files.
4. Optional: Left click and drag the W- and H-drive shortcuts in the Zip folder onto agent’s Quick Launch toolbar (Drive W.lnk)


Miscellaneous

· Explain the Agency Shared Calendar and Agency Shared Contacts features (FAQ document)
· Suggest a Reading Pane for Agency Shared Folders and discuss “Read / Unread” messages information (details below in “Reading Pane” section of TM Instructions)
· Print a copy of OSOEz FAQ/Troubleshooting document and review with agent
· Delete all Install and Rules icons off the desktop and out of the Recycle folder

Team Member’s Workstation
Add Shared Folder Permission to Team Members’ Workstations

Important: These “permission” steps must be completed on every workstation a team member uses.  Unlike Rules & Alerts, permission to use Shared Folders does not automatically follow a team member to a different workstation.  

1. Open the team member’s Outlook Inbox

2. Right click on “Mailbox – TM’s Name” 

3. Click
>Properties

>Advanced button

>Advanced tab

>ADD then type the agent’s alias or name 

4. Confirm that “Used Cached Exchange Server” box and “Download Agency Shared Folder” box are checked.  The Agency Shared Folders will appear in the Folder navigation bar under: Mailbox-(Agent’s name).  
5. Click    >Apply and OK

>OK on all remaining dialog boxes 

Import Rules Wizard to Team Members’ Outlook
1. Open email from agent or specialist and drag or save “@TM Wizards” file to team member’s desktop 
2. Verify Outlook is in INBOX view 
3. Click:
>Tools

>Rules & Alerts

>Options 

>Import Rules

  Select @TM Wizards from desktop

>OK (the Rules import immediately)
4. Add check mark if necessary to activate each rule. 
5. Click APPLY to update the server.

6. Click OK.
7. Delete icon from desktop and Recycle folder. 

It’s extremely unlikely, but you may need to close and restart Outlook for changes to be effective.  

The Reading Pane / Unread Messages

Team members’ attention will be drawn toward BOLD (Agency) Shared Folder titles.  To view messages and determine responsibility without changing the message to UNREAD, perform the steps below; this is highly recommended:

If the team member is not using a Reading Pane, turn that function on:

>View

>Reading Pane

>Choose RIGHT or BOTTOM (not OFF)

Then, set Reading Pane option (this is important):
>Tools

>Options

>Other

>Reading Pane

>Verify the middle box “Mark item as READ when selection changes” is

  

UNCHECKED

If Reading Pane is not preferred, the agent or team member may want to simply change the status of a message before moving it to a shared folder for someone else (not recommended)
>While the message is open, click on the MARK AS UNREAD button in the tool bar 

– OR –

>Right click on the subject line of the closed message; left click on MARK AS UNREAD

TIPS & INFORMATION

· Team Members should NOT click “OPEN ITEM” on the pop up alerts they receive for messages going to Agency Shared Folders / Internet Leads.  Doing so will open the deleted message, the one that creates the alert, leaving the original message, unread, in the Shared Folder.   

· Before beginning assigned work or forwarding or deleting messages, team members should first move (left click and drag) messages from the Agency Shared Folders into their own Inbox.  TMs can create specific folders to store these messages within their Inbox if they prefer.  Moving messages from the Agency Shared Folders reduces the data size of the agent’s Mailbox, one of the main objectives of OSOEz.  It also prevents more than one TM from working a message, a duplication of efforts.  
· Remember that moving messages from Agency Shared Folders to a TM’s Inbox also removes access to the message.  Only that TM will have access; it will be his/her work and responsibility after taking possession. 
· Team members can delete messages in the Agency Shared Folders by opening the message and clicking on the DELETE icon or left clicking and dragging the message to their DELETED folder.  They cannot right click on a message and left click on DELETE. 

· If a TM replies to a message in any Agency Shared Folder, the REPLY message will open with the agent’s name in the FROM field.  TMs can delete the agent’s name and add their own; any correspondence from the recipient will then be directed to the TM’s Inbox.
· Rarely, the OSOEz script will create shared folders in the wrong place or not at all.  You can right click on the agent’s MAILBOX and create an Agency Shared Folder and move all the subfolders into that.  If it’s a real mess:

1. Delete everything the script created (be sure to delete from the DELETED folder, too)

2. Confirm the agent does not open in Outlook Today in the morning rather than Inbox

3. Run the script file again 

4. Call the Northeast Zone OSOEz Helpdesk:  724-830-7581
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Create Quick Launch on the Taskbar (TMs love Quick Launch!)
Right click on any blank area of Taskbar

Unlock the Taskbar if necessary 

Slide up to Toolbars and left click on Quick Launch

Quick Launch will open near the START button.  Drag and drop to add short cuts for popular tools such as W- and H-drives.  An unlocked Taskbar can be extended upward for multiple shortcuts if desired.
Mailbox Size Review – Often, agents are unaware that one or more folders are significantly contributing to the size of Outlook Mailbox.  
Right click on Mailbox – Agent’s Name

Left click on Properties

Left click on Folder Size button

Delete Hints:  To permanently delete the entire contents of one folder, such as Sync Issues, press CTRL + A to select all the items, then SHIFT + DELETE to permanently delete all items. 
Oversize Calendar:  Change Calendar view to All Appointments and order them according Start Date or End Date, Category, or Subject.  Delete old holidays and old appointments.  Recurring appointments will be at the bottom of the list.  
Sync Issues & Junk Mail: All Sync issues and Junk Mail can be permanently deleted.  
Journal Items:  Occasionally, Outlook will store records of activity in the Journal.  Unless the agent is intentionally using Journal, delete all journal items.  To prevent future Journal entries in Journal - - 

· Open Journal

· Tools 

· Options

· Preferences Tab

· Journal Options under “Contacts and Notes”

· Remove all selections

· Click APPLY

· Click OK
TMs Viewing Folders Other Than Agency Shared Folders – Occasionally, TMs will see additional folders at the bottom of the Agency Shared Folder list that they should not see, such as Junk, Deleted, and Conversation History, among others.  You can remove these from TM view:  

On the agent’s computer, right click on the name of any folder the agent does not want the TMs to see.  Left click on Change Sharing Properties, remove the check mark next to FOLDER VISIBLE (bottom right side of box), Click APPLY, make sure the check mark does not reappear, click OK.
Rules & Alerts

The Rules & Alerts window has a finite amount of space which is why deleting or exporting the agent’s current Rules & Alerts is important.  If you’ve exceeded the allowable space, you’ll see this message:  “One or more rules cannot be uploaded…and have been deactivated. This could be because…there is insufficient space to store all your rules.” 
Adding up to three TMs in the “…to TMs” rules usually fits in the allowable space.  Four TMs almost always puts it over the top.  

You can reduce the size of rules by 

· Removing one team member from each of the four TM rules according to assigned duties or office work flow  

· Deleting the “Message (client only)” rule and the “FAX” rule (if the agent does not use 
e-Fax of any kind)

· Deleting any Internet Aggregator Vendor from both the agent’s IA-Leads and the IA-Leads to TMs rules that the agent does not subscribe to (not a significant space saver) 
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