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Disclaimer

Great care has been taken in creating this document. However, it cannot be warranted that it is
error-free or even complete. Schulz Software does not accept liabilities resulting from the usage
and application of this document.

Revision History

What is new in EFA and EFA Pro 5.2

e Support for macOS 14.6 and higher, including macOS 15 (Sequoia)

e Status Text Improvements: Added a counter to show the number of remaining emails in the
filing queue.

e Single mailbox index now works fully recursive.

e General Enhancements: Includes minor Ul updates for a smoother user experience.

e EFA only: Enhanced EFA Mail Extension: Expanded the window width for filing options,
allowing longer paths to be displayed more clearly.

What is new in EFA 5.1

This version of EFA and EFA Pro supports macOS Sonoma.

What is new in EFA 5

EFA and EFA Pro have the following new features and improvements:

e Indexing: When using Single Mailbox index, the new 'Include Sub-Mailboxes’ checkbox
improves the speed of refreshing indexes when the user has tidied up their folder structure
manually.

e New preference setting under the 'other' tab: The simplified HUD is more slimline and only
shows the mailbox name and the search function.

e Batch Filing: Added context menu to exclude proposed mailbox from filing. This
accelerates the creation of a list of excluded mailboxes) that EFA should not automatically
file into

e 4) General: Create a hotkey option for opening the main window instead of having to go
through the View menu bar: shift-command-0

In addition, EFA for Apple Mail implements the EFA Mail Extension through MailKit to integrate
some functionality of EFA directly into Apple Mail: As the user is writing an email, the EFA Mail
Extension lets them select the folder into which EFA should file the mail after sending it. This
feature eliminates the manual step of filing the email from the Sent Items mailbox. It has been the
#1 feature request by EFA users. The EFA Mail Extension requires the main EFA 5 app to run and
Object Reference Caching to be active (see EFA preferences -> Other)

EFA 4.1

EFA can be run on

- macOS12 (Monterey)
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- macOS13 (Ventura)

New option for the head-up display to disappear/minimise when the Mail window is not active.
See Preferences > Other.

New option to keep showing the most recent list of mailboxes when no email is selected in the
mail client. This can help with complex goto mailbox cases. See Preferences > Filing > Other

New: EFA remains active when the user closes the main window.

Keyboard support extended:

- Shift-clicking on a mailbox in EFA copies the email to the mailbox

- Option-clicking on a mailbox briefly activates Goto-mailbox mode

The Filing menu now lists all filing mailboxes, just like the Main Window/Dock/HUD.
Mailbox creation:

- speed has been significantly increased

- Keyboard support for CMD-V to paste mailbox name

- Keyboard support Return/Enter to trigger mailbox creation in popup

- Fix: Mailbox creation into local mailboxes, i.e. without an associated account

Search field: Support for terms separated by spaces

HUD has been slimmed down.
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What is the Email Filing Assistant (EFA)?

EFA is an application that automates and simplifies email management. EFA is built on the
premise that your brain needs to conduct a context switch every time you want to file an email.
That is, it needs to interrupt a usually high-value cognitive task for a low-value task, which is to
think about where an email should be filed and then drag and drop that email into the target
mailbox.

EFA addresses this issue by keeping track of the location of emails in your mailboxes. Analysing
previous filings suggests the places where an email could be filed. All you need to do is confirm a
suggestion, and EFA will take care of the rest.

Based on this premise, EFA presently offers the main key capabilities

- Individual Filing: The filing of a single email or a group of emails

- Batch Filing: The automatic filing of emails from an entire mailbox, such as Sent ltems or Inbox

- Email Reply: A workflow that joins the steps of sending a reply email, filing it and co-filing the
original email.

EFA functionality can be accessed from

- The main EFA window, both in a full and a minimalistic version
- A Head-up Display, which is always in the foreground

The Dock

The Touch Bar on compatible MacBook Pro models.

The keyboard.

On the Role of the EFA Users

EFA users have a significant input on the features and the design of EFA. EFA would not be what it
is today if it weren’t for the contributions from its dedicated user base. Users have provided many
ideas that we have been able to implement. We also welcome any bug report that helps us to
make EFA better.

This document is testimony to a request we received from users that wanted to have a user guide
because the growing function set of EFA is not necessarily self-explanatory.

Input and improvements are welcome. We also welcome it if users want to translate this
document into their own language and make the translation available to other users.

6 of 53



Scope of this user guide

This document applies to EFA for Apple Mail and EFA Pro for Microsoft Outlook. Only
Screenshots of EFA are shown. Where there are significant changes to EFA Pro, they are
mentioned in the text.
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Getting Started

When EFA gets launched for the first time, a dialogue will ask the user to create and store a local
index. The index will contain email metadata about email accounts, mailboxes and their
hierarchies, email subject lines, sender and recipient email addresses.

[ Email Filing Assistant

Flling Indexing Analytics Getting Started Preferences

oy About Email Filing Assistant
.!' = _ In order to provide you with a great user experience,
Ke g’____;ﬁ this application will need to build an index based on
your email. It will store this information locally on this
computer's hard drive in the user's library. This

pregram will not transmit this index or any part
thereof to the internet. Do you consent to this?

Smart Guess 1 -

? Cached mailbox object references

Figure: EFA at launch

This information is stored in an SQLite database file locally in the user’s ~library folder. At no point
in time does EFA send any of this data over the internet.

If the user consents to the message, EFA will conduct an initialisation by contacting the mail client
(Apple Mail for EFA or Microsoft Outlook for EFA Pro) and reads the mail client’s

account information. This process usually only takes a few seconds. EFA will then prompt the user
to start the indexing process:

[ NN ] Email Filing Assistant
BED 2 O
Filing Indexing Analytics Getting Started Preferences

ZHILE T Single Mailbox Index

Creates an index of emails as per the settings under Preferences (Indexing+Exclusions)

Progress

| have completed the initialisation and am ready
to analyse your emails. Click on the 'Start

Create New Index
Indexing' button to begin.

TR Please TIrst serect one or more eMails in the mail client.

Figure: EFA after initialisation
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The function of the indexer

The indexer is required to provide EFA with the required information to make smart filing
suggestions. EFA will work with the mail client to analyse mailboxes about their:-

—

name and relative location in the mailbox hierarchy,

the sender email address of the emails they contain,

the recipient email addresses of the emails they contain,
the subject lines of the email addresses they contain.

o=

When the user starts the indexing process, a warning message is displayed. As this is the first
time an index is created, the old index is not being deleted. However, if the user accidentally opts
to create a full index, the warning might save the user from an accidental deletion of the index
database.

Attention Gmail users:

GMAIL (via web interface) allows the user to uncheck "present in IMAP" for a number of folders
like GMAIL/ALL MAIL, GMAIL/PRIORITY and some others. If you uncheck these, then the time
required to index is a lot less, AND you get a better suggestion upon filling e-mails

Note:
The indexing process does NOT alter emails in any way.

® Email Filing Assistant
Filing [Indexing | Analytics Getting Started Preferences
[_ - Warning
| I| i .-"'f-p‘ This action will build a new index of your mail and
Cre E ___1____._‘ mailboxes in EFA, erasing first the old index. It will not 3ns)

alter any of your emails. It can take quite a bit of time
depending on how many emails you have in your
mailboxes. The bars will inform you about the
progress. Do you want to continue building a new

index?
Prog
Create New Index
?) X Please first select one or more eMails in the mail client.

Figure: Commencement of the indexing process

Deleting the index is strictly limited to the EFA index. No emails are being deleted.

9 of 53



[ ] Email Filing Assistant

L 0

Filing Indexing Analytics Getting Started Preferences

m Single Mailbox Index

Creates an index of emails as per the settings under Preferences (Indexing+Exclusions)

B

Progress

Server

Filing
Loading Subjects

Loaded 0 subjects of messsages

227

Cancel

?) kk Indexing has started ~ 2

Figure: Indexing progress indicators

The duration of the indexing process depends on the size of the user’s mailbox. It can take
seconds for small mailboxes and more than a day for large mailboxes. At any time, the process
can be cancelled and resumed later. Progress bars keep the user informed about the status of the
indexer.

When the indexer has run its course, EFA is ready to file emails.

— Index successfully created

reE a The mail index has been created. EFA will update it
= B Exrte ;S
Cre &____ with every email it files for you. Any messages filed ans)
outside of EFA will not be tracked. EFA will now take
you to the filing tab so you can file your first email

with EFA.
That's cool!
Prog

Local Mailboxes

Qutbaox

Indexing Subjects

Start Indexing
?) ddodk Indexing has ended

Figure: Indexing completed
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The three stars at the bottom-left of the EFA window indicate that the index is complete. EFA will
update it when

1) it files an email,
2) It creates a new mailbox,
3) It removes a mailbox from the index at the user’s request.

EFA will not pick up any changes the user makes in the mail client itself. For example, EFA will not
know if the user deletes or moves a mailbox. However, EFA will notice if a mailbox is missing
when it tries to file into it. EFA will then work with the user on a solution.

Filing an email

EFA displays the relevance of a mailbox in the form of a green bar. The longer the bar, the more
suitable the mailbox is as a filing location for the selected email(s). This list changes with different
filing strategies.

Email Filing Assistant

[ BON ]
= = QU ()

Filing Indexing Analytics Getting Started Preferences
Batch
Filing Mode Q

Key Relevance  proposed Mailbox Account
1 [ [Job™ " T T iCloud
2 Job iCloud B
3 Job lub iCloud =
4 Job iCloud =1
5 Job iCloud =
6 H Job iCloud =1
7 [ | Job er 4 iCloud [ =1
8 | Sup iCloud =
9 | Job iCloud =1
[ Sug iCloud B
\ Sug -School/uniform choice iCloud =1
Sup. iCloud [ =1

File with sent emails

Undo Redo

?) Jokok Target mailbox(es) found.
Figure: Prioritised list of mailboxes after analysis
To file an email, select an email in the mail client. EFA will suggest target mailboxes for filing. If the

user is happy with the suggestion, it is sufficient to click on a mailbox and EFA will file the email(s)
into it.

Instead of a mouse click on the selection it is also possible to use the keyboard. This requires
setting the focus on the table in the EFA main window, the EFA Mini view or the HUD:

- The key number selects the message
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- The Enter/return key files the message
- Alternatively, ®3d<number> selects and files in one step.

12 of 53



How does filing work?

EFA files emails by instructing the mail client to file the email from the source mailbox into the
target mailbox. This is equivalent to the user dragging and dropping the email themselves. Note
that EFA does not store emails in a separate repository. So if you are looking for an email, you do
S0 in the usual way in your mail client.

Filing strategies

EFA offers ten filing strategies, which can be selected by the user. Our personal favourite is Smart
Guess 1, since it combines several filing strategies and is a good balance between accuracy and
computing time.

Smart Guess 1: Is a composite filing strategies

EFA will first carry out a sequence of analyses where it will only apply the next filing strategy if the
search result from an earlier strategy was empty.

Sender. If me then everyone else.

Domain

Subject

It will then conduct a search based on all of the following strategies
Popular Mailboxes

Recent Mailboxes

Favourites

Finally, EFA will aggregate and prioritise the search results for a consolidates list of
recommendations

Smart Guess 2 applies all of the filing strategies from Smart Guess in sequence. It is more
thorough than Smart Guess 1, which comes at the price of slower speed.

Popular Mailboxes is a smart list of past filings. EFA keeps track of past filings, aggregates them
and suggests them back to the user. Mailbox Rank is being updated with each new filing.

Recent Mailboxes is a plain list of past filings. Most recent mailboxes are on the top of the list.
Unlike popular mailboxes, the list is not aggregated.

Favourites: These are set under favourite mailboxes in preferences -> filing. This setting is great if
you want to include particular project folders.

Sender: EFA looks into the FROM field of a selected email and looks up mail folders in which
other emails from this sender reside.
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Sender. If me then everyone else. as above, but if the user is the sender of the email, then EFA
will instead look at the recipients of the email.

Recipients, excluding myself. All recipients of a selected email, excluding myself.

Subject. EFA analyses the subject line of a message and proposes mailboxes that contain
messages with similar subject words.

Domain. Same as the Sender filing strategy, but with a wider focus, as it looks at email domains,
such as @foo.com.

14 of 53



Main Features

Individual Filing
The filing of a single email or group of emails

Individual Filing is EFA’s default behaviour and probably the most frequently used feature.
Generally, a user would select one or more emails in the mail client, usually from the
inbox, and then click on a list entry in EFA. This files the email(s) into the chosen mailbox.
The relevance column indicates the relative popularity of the proposed mailboxes in
relation to the selected email(s).

Scanning a mailbox

[ EON ] Email Filing Assistant
= a O ]

Indexing Analylics Getting Started ereterences M Mailbox search

: field
Individual JE:EN
Filing Made =] Q
Koy Relevance proposed Mailloo Account
1 Filing/Tech Server

File with sent
emails

?) ek Target mailbox(es) found.

File with sent emails

Filing Strategy

Mailbox
Scanning
Buttons

Smart Guess 1%

® Auto

Figure: The main user interface elements for filing

At the bottom right of the window are the two mailbox scanning buttons. ‘Auto’ regularly
scans the mailbox about every two seconds. The user can instead choose to scan a
mailbox with the right circle-shaped button manually by deactivating automatic mode.
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Selecting a filing strategy

Above the mailbox scanning buttons is the filing strategy selection menu. From here, the
user selects the most suitable filing strategy. See also: Filing Strategies.

Manually searching for a mailbox

If EFA does not present a suitable option, the user can manually search for a mailbox by
typing into the mailbox search field. EFA will update the filing suggestions in real-time. If
automatic mailbox scanning is active, EFA will temporarily disable it until the mailbox
search field is cleared.

File with sent emails

By selecting this option, EFA will open a separate window that contains up to 25 of the
most recently sent emails. The user can manually choose emails that should be included
in the next regular filing transaction.

When EFA files your next email from e.g. the inbox, then the
emails from Sent Items you tick below will be automatically
included in the transaction and filed into the same mailbox.

Q

Sender Subject DateSent

Close

Figure: The most recently sent email window
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Batch Filing

Batch filing is the automatic filing of emails from an entire mailbox, such as Sent Items or
Inbox. Depending on the options chosen, EFA will move some or all emails away from the
selected mailbox. A preview option allows the user to check the likely outcomes of the
process before committing to any actual changes.

- Source
S| ceing) Amsiveics Qwing 3u Mailbox

Inbox

Smart Guess 1 B
Automatic Filing into existing mallboxes & create ne.. B
Progress

Anatyzed

Filed

Filed Sender Recpeerd Subgect propas...

7 ek Sent items list created

Figure: Main Batch Filing user interface elements

To use batch filing, EFA must be told which mailbox it should batch file from. Click on a
mailbox in the mail client and then go back into EFA and click on the ‘1. Set’ button. EFA
will copy the name of the mailbox and its account name into the text fields

Options:

Batch filing has 4 options
Preview using existing mailboxes
Preview using existing mailboxes & propose new mailboxes
Automatic filing into existing mailboxes
v Automatic Filing into existing mailboxes & create new mailboxes

Figure: Batch filing options
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Preview using existing mailboxes

EFA will work with the mailboxes that already exist and suggest suitable mailboxes as best as
possible. EFA will not file any emails.

Preview using existing mailboxes & propose new mailboxes

EFA will work with the mailboxes that already exist and propose to create new ones as needed.
EFA will not file any emails.

Automatic filing into existing mailboxes

EFA will work with the mailboxes that already exist and suggest suitable mailboxes as best as
possible. EFA will file emails!

Automatic filing into existing mailboxes & propose new mailboxes

EFA will work with the mailboxes that already exist and create new ones as needed. EFA will file
emails !

Note: New mailboxes will be created in the folder the user has set in Preferences > Filing
> Mailbox Creation. EFA will prompt the user in case this setting is empty.

The user can open a popup window to file emails manually (if in preview mode) or check
on the filings (automatic mode). EFA will present all options it has identified. In preview
mode, an email gets filed by clicking on one of the options. This is an efficient way to
clean up an entire mailbox whilst being in complete control of the filing process.

L ] L ] [rmai | Eng kesis
= =1 0
-

redmurn asne Tl Wil .

1 Sabect 3 o = The masl Chens and Cich the St DuTioe
2=

2 30 "Eng T iegy #0 DelCH Meihod

mm

Figure: Batch filing preview mode with open popup window
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Email Reply

A workflow that joins the steps of sending a reply email, filing it and the original email.

Replying to an email with EFA

To use Email Reply Mode, select an email in the mail client and then in EFA, click on Email
reply mode in the mode selector menu, or use the key combination ©3£R.

L NN Email Filing Assistant
B 2 QU (7 ]
Filing ndexing Analylics Geming Stared Preferences

Batch

+ Filing Mode

Goto Mailbox Mode :

I | Email Reply Mode
q_

3 —
2 Filing/Tech Server [ =N

File with sent emails

Smart Guess 15

® Auto

7 ek Target mailbox (es) found.

Figure: Entering email reply mode
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EFA will open a reply email of the original email. A red border will appear around the EFA window
to indicate that EFA has entered into Email Reply Mode.

Q

Individual Batch

M

Email Reply Mode 2

Key Relevance  proposed Mailbox Account

1 [N Filing/Tech Server BE
2 Bl Filing/travel Server E
3 Filing/News Server E

File with sent emails

Smart Guess 1%

@ Auto

7 ek Target mailbox(es) found.

Figure: EFA in email reply mode (red frame)

Edit the email as you would normally do. But don’t send it!

Sending an Email

To send the email, click on one of the proposed mailboxes in the EFA window (or HUD). EFA will
then send the email via the mail client. Once the email is sent, EFA will file it from the Sent ltems
mailbox into the mailbox that was chosen earlier. If the File related option was chosen, EFA will
also file the original email in the same transaction.

Once the email has been sent, EFA will exit Email reply mode.

Notes:

- To exit email replay mode manually, simply choose another mode from the mode selection
menu. If EFA has previously created a draft email, it will remain on screen.

- EFA will not notice if the user sends an email in the normal way without EFA

- EFA will not notice if the user closes the draft email

- For very large email (attachments) when the sending process might take more than 1 minute,
EFA might not be able to file the email from Sent Items.

- EFA Pro: The automatic filing of the reply email only works if the subject and the receiver of the
email are not manually edited by the user. This is due to a behaviour in Outlook which does not
provide updates to the receivers and subject line via the scripting interface.
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Preferences

EFA maintains all settings in one central place: The preferences window. It can be opened via a
click on the preferences symbol or via 3£, on the keyboard. Knowing the preferences can make a
significant difference to the efficient use of EFA. Users are strongly encouraged to familiarise

themselves with them.

L] i Email Filing Assigtant
= = (7]
Flling indexnirg  Aralytics  dacting Started
Filing Mode E

Hary Aelevance proposed Madlbon Aot

1 I Filingftravel Server E

‘] Filing/ Tech Server E_

File with sent emadls
Smart Guess 12

ol Target Mo (es) fowsnd

Figure: Opening EFA preferences from the main window
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Indexing

The options on this page influence the indexing process

'O O Preferences
Indexing = Filing  Exclusions My eMail Addresses  Next Please

Accounts Indexing Options

Q

Indexed Accounts

Index Senders of eMails
Index Recipients of eMails

Index Subjects of eMails

Other

Index locally-stored Mailboxes

Detailed indexing progress

auto

Figure: Indexing preferences

This page lists all mail accounts that EFA has recognised during the initialisation process on the
left-hand side. Accounts can be manually removed from EFA by clicking on the - button. The

‘auto’ button will repeat the automatic account detection process.

On the right-hand side of the window are the indexing settings. You can deselect options. This will
exclude them from the next indexing process. For example, you can choose for EFA to not index
the subjects of emails. Note that these settings will only take effect next time you run the indexer

(fully or partially).

The Detailed indexing progress settings influence the displaying of additional information about
the indexing process, Deactivating this setting will increase the speed of the indexer.
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Filing

File Related

Option relates to Email Reply Mode only
Active: EFA co-files the original email with the reply email

Inactive: EFA only files the reply email, but not the original email

| NON | Preferences

Indexing = Filing = Exclusions My eMail Addresses = Next Please = Other

File Relat... Mailbox... Popular... Favourites Search F... Animatio... Other

In Email Reply mode, EFA can include the original email in the filing process,
therefore filing the email with its reply in one step.

File original email with reply

Figure: Preferences: Filing > File related

23 of 53



Mailbox Creation

Option relates to Batch Filing mode only

In Batch filing mode, EFA can automatically create sub mailboxes for emails that have no
obvious home yet. In this option, you set the mailbox under which EFA should create sub
mailboxes. Click on a mailbox in the mail client (EFA: Apple Mail or EFA Pro: MSFT
Outlook) and then click on the ‘Set’ button in the EFA window. EFA will read the mailbox
name and account name and copy them in the text fields. Note that you cannot edit those
fields directly. This is to avoid typos to ensure that the mailbox reference is valid.

For further details, see the batch filing section.

O O Preferences

Indexing  Filing  Exclusions = My eMail Addresses = Next Please =~ Other

File Relat... Mailbox... Popular... Favourites =~ Search F... Animatio... Other

EFA can automatically create new mailboxes during batch filing. Please click on
a parent mailbox in your Mail Client under which new mailboxes should be
created. Then, click on the 'Set' button below. If the parent mailbox is local, the
account field will remain empty.

Set

Figure: Preferences: Filing > Mailbox creation
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Popular and Recent Mailboxes

Option relates to: Popular, Recent mailboxes, Smart Guess 1& 2 filing strategies, Analytics

EFA remembers every email filing process it conducts. It uses this information to refine its

suggestions and to provide useful analytics in the Analytics tab. However, should you
want to delete the filing history (akin to a browsing history), you can click the ‘Reset’
button. Note that resetting this part of the database will limit the function of the
above-mentioned functions.

r

[

Preferences

Indexing  Filing = Exclusions = My eMail Addresses = Next Please = Other

File Relat... Mailbox... Popular... Favourites = Search F... Animatio... Other

Popular & Recent Mailboxes filing strategies utilise records about previous
email filings.

Past email filings currently comprises 0 entries.

Reset

Figure: Preferences: Filing > Popular and recent mailboxes
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Favourites

Option relates to: Favourites, Smart Guess 1&2 filing strategies

This is a list of mailboxes that the user is particularly interested in. For example, a project,
a company, or a friend. It is useful to add newly created mailboxes to this list as they
won’t contain emails initially, so EFA won’t yet have sufficient data to suggest them. The
‘auto’ button can add the ten most popular mailboxes to this list automatically. To remove
an entry, select it and click ‘-*. To add a mailbox, select it in the mail client and click ‘+’

Note that determining the popularity of a mailbox is computationally intense. Using the
‘auto’ feature can take a couple of minutes when there are many mailboxes to analyze.
EFA can’t be used for other tasks while the process runs.

O O Preferences

Indexing  Filing  Exclusions My eMail Addresses  Next Please = Other

File Relat... Mailbox... Popular... Favourites Search F... Animatio... Other
Q
Favourite Mailboxes Account
+ auto

Figure: Preferences: Filing > Favourites
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Search Field

Option relates to: The search fields in the Main window and the Head up Display

The purpose of the search field is to manually search for mailboxes in case the selected
EFA filing strategy does not list it.

EFA can clear the mailbox search field automatically when
1) an email has been filed by EFA,
2) the email selection changes in the mail client.

Note that the search fields in the main window and in the HUD mirror each other and will
always show the same content

Fig 1?4850 mvad

Figure: Mailbox search fields in the main window and in the mini view

v
O [ ] Preferences

Indexing  Filing Exclusions My eMail Addresses = Next Please = Other
File Relat... Mailbox... Popular... Favourites = Search F... Animatio... Other

Search Field

4 Clear Mailbox Search Field after filing an email
4 Clear Mailbox Search Field after selection in mail client changed

Figure: Preferences: Filing > Search Field
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Animations

Option relates to: Individual Filing. All filing strategies, except for Mailbox Creation

The animations provide a visual representation of emails and their filing process. They can
be disabled by selecting this option.

r
[ ) ) Preferences

Indexing  Filing = Exclusions = My eMail Addresses  Next Please = Other

File Relat... Mailbox... Popular... Favourites Search F... Animatio... Other

Skip animations during the filing process

Figure: Preferences: Filing > Animations
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Other

Option relates to: Individual Filing. All filing strategies, except for Mailbox Creation
EFA’s normal behaviour is to move emails. This can be changed to copying emails.

The ‘show most recent mailbox option ‘ keeps displaying the results of an analysis, even
if no email is selected. This feature is useful when the user first moves an email to its main
folder (simple click on the folder in EFA), then switches to the folder (option-click in EFA),
then copies it to one or more additional filing folders (shift-click in EFA).

r
[ ] O Preferences

Indexing  Filing  Exclusions = My eMail Addresses  Next Please = Other

File Relat... Mailbox... Popular... Favourites = Search F... Animatio... Other

EFA can either move or just copy emails

Move email (default)
Copy email

Show most recent mailbox list when no email is selected in the mail client

Figure: Preferences: Filing > Other
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Exclusions

Excluded Mailboxes: Option relates to: Filing, Indexing

EFA can automatically disregard certain mailboxes. Most users don’t file emails in their
draft, Junk, Inbox, Outbox. EFA automatically populates this list when it self-initialises.
However, should you find that you do want some of these included by EFA, you can
remove them with the ‘-* button. The ‘auto’ button will repeat the exclusion settings from
the initialisation process. To add an arbitrary mailbox from the mail client to this list, select
it in the mail client and click the ‘+’ button.

Excluded Subject words: Option relates to: Subject Filing strategy

@® © Preferences

Indexing ~ Filing  Exclusions = My eMail Addresses = Next Please = Other

Excluded Mailboxes from Indexing & Filing Excluded Subject Words from Filing

Q Q

Mailbox Account Word

ol auto T auto

Figure: Preferences: Exclusions

There are a number of common words that don't have any discernible value to the subject
filing strategy. These are words, such as a, the, fwd:, re:, ... After the indexing process is
complete, click on the ‘auto’ button to load the 10 most frequent subject words from the
EFA index. Every time you click ‘auto’, the next 10 words are added.Individual words can
be removed by selecting them in the list and clicking on the ‘-* button. To add a specific
word, click ‘+’, which creates a new entry at the bottom of the list. Then, edit this entry
and confirm with the enter/return key.
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My Email Addresses

Option relates to: Sender, if me then everyone else filing strategy

o Preferences
Indexing Filing Exclusions My eMail Addresses = Next Please =~ Other
Q
My own eMail Addresses
EFA can provide more
accurate filing
predictions if it knows
your eMail addresses
+ auto
0

Figure: Preferences: user’s email addresses

This is a list of the user’s email addresses. The ‘auto’ button retrieves the user’s email
addresses from the mail client. An entry can be removed by selecting it from the list and

pressing the ‘-‘ button. An email address can be added manually by clicking on ‘+’,
followed by editing of the new placeholder entry a@b.c.de.
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Next please

Option relates to:

(

Indexing  Filing

Individual filing

Preferences

Exclusions = My eMail Addresses = Next Please

When filing an email, move the message selection in the mail client:

up
don't move it
down

Please note that EFA requires the EFA Helper App in order to switch to the next/previous
email in Apple Mail or Outlook respectively after filing an email. Download the EFA Helper
App and copy it into the [Applications or [Applications/Utilities folder on your Mac. It is
important to copy the EFA Helper App into one of these folders for the proper function of

Other

EFA.

https:/www.email-filing-assistant.com/downloads

Figure: Preferences: Next please

EFA can automatically switch to the next or previous email in the list when it files an email.
This saves the user from another click in the mail client, making email management more
fluent. The function requires the installation of a separate helper tool. Please see the
instructions in the window. We apologise for the inconvenience that this brings. The
function was previously part of EFA but had to be branched out into a separate tool at the

request of Apple.
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Other

Option relates to: Presenting filing options, filing

Object Reference Caching: EFA uses an internal cache of mailbox object references from
the mail client to accelerate its function. Select this option to use this functionality. EFA
needs to be restarted for changes to take effect. See also: Object Reference Cache

Hide HUD: EFA monitors the mail client and hides the head up display when the mail
client is minimised or hidden. The HUD will automatically reappear when the mail client is
displayed.

Simplified HUD: The simplified HUD only shows the search field and the list of mailbox
names.

Preferences

Indexing Filing Exclusions My eMail Addresses Mext Please | Other

»| Object Reference Caching: Increase performance. Restart EFA after changing

+| Hide HUD when mail client is minimized or hidden

»| Simplified HUD (only mailbox name is visible). Restart EFA after changing

Figure: Preferences: Performance

EFA Mail Extension

This feature is exclusive to EFA for Apple Mail

EFA 5's primary focus is the implementation of the EFA Mail Extension for Apple Malil
through MailKit to integrate some functionality of EFA directly into Apple Mail: As the user
is writing an email, the EFA Mail Extension lets them select the folder into which EFA
should file the mail after sending. This feature eliminates the manual step of filing the
email from the Sent Items mailbox. It has been the #1 feature request by EFA users. The
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EFA Mail Extension requires the main EFA 5 app to run and Object Reference Caching to
be active (see EFA preferences -> Other).

To use the EFA Mail Extension, perform the following steps:

In EFA Preferences > Other, check that Object Reference Caching is enabled (see Figure
above)

Open Mail and in Preferences > Extensions, enable the EFA Mail Extension

Extensions

¥ dip EFA Mail Extens... C-E::PFD EFA Mall Extension 5.0 from Email Eili

Uninstall

Permissions for “EFA Mail Extension™:

= Email Contents

Figure: Mail Preferences: Enable EFA Mail Extension

Close Mail Preferences.

In Apple Mail, create a new email or reply to an existing email.

Fill in the receiver, cc, subject as needed.

Click on the EFA button at the top of your mail editor.
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Filing/DHL
Filing/Suppliers
Filing/Travel

Mo selection

Figure: EFA Extension in a Apple Mail Email whilst drafting.

EFA will suggest potential mailboxes for filing. These suggestions can be influenced by
changing the filing strategy in the EFA app.

You can also manually search for a mailbox.
When you are happy with a suggestion, click on it. The EFA plugin will remember it.

When you later send the email, EFA Mail Extension will inform the EFA App to move the
email from the Sent Items Folder into the target mailbox. This process runs in the
background and can take a couple of minutes until the email is sent and Apple mail has
synced back with the mail server, etc. Whilst the EFA App is trying to file the email, you
see this indicator in the bottom-right corner of the EFA Window. When it disappears, EFA
has successfully filed the message.
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Other features

Working with EFA

Main view

The main window is the principal place of user interaction with EFA. It is complemented
by two additional views that are slimmer and that fit better next to the mail program,
particularly on small screens. In addition, users can use EFA from the macOS Dock, the
touch bar and from the keyboard.

Mini view
Keystrokes: ¢3£T

By clicking on the blue EFA logo in the top left hand of the main window, the mini view is
shown in place of the main window. The Mini view has a reduced set of user interface
elements, but offers the main functionality required for normal filing operation. By clicking
on the blue icon in the mini view, the main view is returned.

Note for EFA Pro users: In EFA Pro, the blue icon is replaced with a yellow icon.

L Email Filing Assistant @ Email Filing Assistant
e 4 Q, 0 a2 | Q, o »
rFung [Wsening AnsyTcl Gerng SLted Freterences ming Bhoeving Analytics Qatting Started

Filkng Mode B
iy Mailbox
Hary Aslevance  proposed Malbos A Ougnd .
B Fiing/Tech B
1 Filing/Tech Server
File with sent emails
Smart Guess 12 Smart Guess 1
» Aut —
? ik Target musilbo(es) fouwnd Tergel mulienles) found

Figure: Switching between the main view and its smaller sibling, the mini view
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Head up Display (HUD)

Keystrokes: ©3£H (show) ~3TH(hide)

The HUD is akin in size and functionality to the mini view, with two main differences:
1) Itis further reduced in user interface functionality

2) It permanently remains in the foreground of all other windows.

[x¢] EFA Head Up Display

Job/Social Media
_filed

Figure: Head up display

Dock

Emails can also be filed by right-clicking on the EFA icon in the macOS dock. The dock
shows the same list of mailboxes as the filing window. In addition, the dock allows the
changing of the filing strategy.

Filing/Tech
Filing Strategies >
Options (2

Show All Windows
Hide
Quit

Figure: Preferences: EFA Dock
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Goto Mailbox Mode
Keystrokes: ©3dMM

In Goto Mailbox Mode, EFA does not file emails when the user clicks on a proposed
mailbox in the window. Instead, EFA opens the mailbox in the mail client. This is a handy
shortcut to quickly go to a mailbox to look for an email.

In the user interface, the mode is selected from the mode selector in the main window

"8 Ernail Filing Assistant
O
PG Fomoryg AREYDCE DETIRG SUSed Praterenias
Batch
+ Filng Mode
Golo Mailbox Mode
Emad Rephy Mode Brcoaant
Server -
Fibgp with seni emails
Smart Guess 13
W Aula
o Targal mallbox (as] found

Figure: Entering Goto Mailbox Mode

EFA confirms that it has entered goto mailbox mode by adding a blue frame around its
window.

[ NN Email Filing Assistant
B X O 8
Flling Indexing Analytics Getting Started Preferences
i 3
[ Goto Mailbox Mode q,
Key Relevance proposed Mailbox Account
1 Filing/Tech/Customer A Server [ =

| File with sent emails

+ Favourites <
@ Auto ]
7 ek Clicking in the table will show the mailbox in the mail client

Figure: Goto Mailbox Mode is active
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Undo/Redo

EFA can undo the last filing operation, always one email at a time. To use it, click on the
Undo button in the main window or the ‘<* button in the mini view.

@ @ Email Filing Assistant

L ] ] Email Filing Assistant
" oa 0 [ oo a @ »
FEng nderrg AnalICE Gerling Slaried Lab ] Filing ndevng Analybics Getting Started
Filing Mode B
Key Mlailbon
Lt b d bl L t -
ey levance  proposed Masdbon CEourT 1 I Filing/Tech m
Filke with sent emails
Smart Guess 15 Smart Guess 1

7 Teger mailnan|es | e

T drde Target mailbon [&5) found

Figure: Undo and redo buttons in the main window and mini view

Redo works differently to what users may be used to in other applications. Re-do literally
repeats the filing into the last selected mailbox. This means that if you have just filed an
email into a mailbox, then selecting another email and pressing Redo, repeats the filing

for the newly selected message.
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Context Menu

The Main window, the mini view and the HUD offer a right-click context menu in the individual
filing table view.

Individual  Batch
Filing Mode =

Kary R#lavancs proposad Mailbox A Cownt

SEirver E

Add to favourites
Exclude from filing
Craate submailbox

File with sent emails
Smart Guess 1%

@ Aut

7 ek Target mailbox(es) found

Figure: Filing context menu (also available in mini view and HUD)

Add to favourites

This action adds the selected mailbox to the list of favourite mailboxes. See also EFA
preferences > Filing > Favourites

Exclude from filing

This action removes the selected mailbox from future filing proposals by EFA. This is
achieved by adding the selected mailbox to the list of excluded mailboxes. See also EFA
preferences > Exclusions. If you accidentally excluded a mailbox, you can simply remove
it from the list in preferences to include it again for future filing by EFA.
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Create submailbox

Indnsdual Batch

| - -

FIEng Moce Create new Submailbax

By RAelevance  propossed WMabos Azgount Wha i The naeme of The rew Submadbon T
1 I Filing/Tech Server

Customer &

Fila with sant amails
Smart Guess 13

Toww Target mailbox (es) found

Figure: Creating a sub mailbox

This triggers a workflow to create a sub mailbox under the selected mailbox. EFA will

open a popup and ask for the name of the mailbox. The process of creating the sub
mailbox can take up to 30 seconds.

Once the sub mailbox has been created, EFA will make it available by adding it to the EFA

index, adding it to the list of favourite mailboxes, switching to the Favourites filing strategy
and displaying the mailbox.

eCe Email Filing Assistant

B\ 2 0

Flling IncE(Ing Analytics Getting Started

Preferences

Filing Mode Q
Key Relevance  proposed Mailbox Account
1 Filing/Tech/Customer A Server [ =
File with sent emails
Favourites <
@ Auto
7 dkk Target mailbox(es) found.

Figure: Sub mailbox created and ready for filing
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Adding a manually created mailbox to the EFA Index

EFA has the capability to create mailboxes in the mail client. However, there are situations
where the user has created a mailbox manually and wishes to inform EFA about the
mailbox, so that EFA can use it for filing. This is called Single Mailbox Indexing.

Full Index  Single Mailbox Index
Index all emails in the mailbox referenced below

1. Select a mailbox in the mail client and click on 'Set Mailbox' button

Set Mailbox

Progress

Start Indexing

7 kK Target mailbox(es) found.

Figure: Single mailbox index

The process is as follows:

1. Click on the mailbox in the mail client that you wish to add to the EFA index and
then go back into Indexing > Single Mailbox Index and click on the ‘Set Mailbox’
button. EFA will copy the name of the mailbox and its account name into the text
fields.

2. Click on the ‘Start Indexing’ button to start the indexing process. EFA will add the
mailbox to the index and also index any emails that the user may have already
placed in the mailbox.
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Analytics

The Analytics window shows information from the EFA index.

Index & Usage Stats

7Y

[ ] ® Email Filing Assistant

= g X (i ]

Filing Indexing Analytics Getting Started Preferences

History  Inspect Index

The index currently holds:

498 mailboxes.

18455 unique email addresses.

59776 unique subject words.

32033 mailbox-email address combinations.

174152 mailbox-subject word combinations.
969 emails filed with EFA.

Estimated 80 minutes saved.

?) Sokk Batch filing has ended.
Figure: Analytics > Index and Usage Statistics
This page provides an overview of the number of mailboxes, unique email addresses, etc. in the

index database. It also makes an estimate of the time savings achieved through EFA based on the
assumption that, on average, the manual filing of an email takes five seconds.
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History

This is a list of all the filing transactions EFA has conducted. The list can be reset in EFA
Preferences > Filing > Popular and Recent Mailboxes

Q

Index & Usage Stats History  Inspect Index

List of mailboxes where EFA has filed emails. Most recent filings are at the
top of the list.

Transaction # ~ Mailbox

?) kK Target mailbox(es) found.

Figure: Analytics > History

Inspect Index

It is possible to search through the index for email addresses and subject words. This is primarily
used for diagnostic purposes.

® [ ] Email Filing Assistant
"
3 & QL ()
Filing Indexing Analytics Getting Started Preferences

Index & Usage Stats History Ins Index
Email Addi Subject Words

Q
Hits eMail Address  Mailbox Account
1 dstoul....edu.au [Google Mail]/Important Gmail
10 drive-..gle.com [Google Mail]/Important Gmail
2 Simon....gov.au [Google Mail]/Important Gmail
1 no-rep..om.au [Google Mail]/Important Gmail
2 lyndse....edu.au [Google Mail]/Important Gmail
1 norepl...bit.com [Google Mail]/Important Gmail
10 Martin....edu.au [Google Mail]/Important Gmail
3 recom...st.com [Google Mail]/Important Gmail
1 norepl...be.com [Google Mail]/Important Gmail
6 james....edu.au [Google Mail]/Important Gmail
8 james....ail.com [Google Mail]/Important Gmail
2 learn@...y.com [Google Mail]/Important Gmail
3 mail@....edu.au [Google Mail]/Important Gmail
1 sbaxe...ail.com [Google Mail]/Important Gmail
1 nicky...s.edu.au [Google Mail]/Important Gmail
6 jburme...edu.au [Google Mail]/Important Gmail
1 owen...a.edu.au [Google Mail]/Important Gmail
?) Jokk Batch filing has ended.
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Figure: Analytics > Inspect Index

Performance Considerations
Mailbox Object Cache

The slowest part in the chain of operations is the communication link between EFA and
the mail clients. To minimise delays, EFA caches the object references of mail client
mailboxes when it starts. The mailbox cache can be turned off in the EFA preferences >
Performance

[ ] @ Email Filing Assistant
M| i a2 0
Filing Indexing Analytics Getting Started Preferences
Batch
Filing Mode [ <] Q
Key Relevance  proposed Mailbox Account
(1 |
2 iCloud [ =
3 iCloud [ =
4 iCloud =1
5 iCloud =1
6 iCloud =1
7 iCloud =1
8 iCloud [ =M
9 iCloud =1
File with sent emails
+ Favourites
7 dokk Friends/Catford 3, ¢

Figure: Mailbox object cache creation at startup
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Filing - Animations

The animations provide a visual representation of emails and their filing process. They are
nice to look at, but some users might find them distracting or they want that extra bit of
speed that can be saved by turning the animations off. See EFA preferences > Filing>
Animations.

o] 8 Email Filing Assistant
Filing Indexing Analytics Getting Started Preferences

- J Batch

Filing Mode [~ |

File with sent emails

? ko Message has been filed.

Figure: EFA with filing animations

Indexing

The speed of the indexer can be increased by deactivating the ‘Detailed Indexing
Progress setting in EFA Preferences > Indexing > Indexing Options
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Summary of Keyboard Shortcuts

Keyboard shortcut

Function

<number> selects a target mailbox
adg<number> selects a target mailbox and files emails in one step
< Files an email

o-clicking on a
mailbox

copies the email to the mailbox

~-clicking on a
mailbox

briefly activates goto-mailbox mode

odBF Enter Email Filing Mode (Default)

od8G Enter Mailbox Mode

odR Enter Email Reply Mode

30 Open the main window

odEH Show HUD

seH Hide HUD

3£S Shows or hides the Sent Email window

oBT Toggles between the Full Window and Mini View
¥, Open preferences
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EFA Helper

EFA Helper is a utility for EFA and EFA Pro. Its purpose is to change the message
selection in Apple Mail and Microsoft Outlook, moving it up or down. This saves the user
from performing another click in the mail client, making email management more fluent.

The function was previously part of EFA but had to be branched out into a separate tool at
the request of Apple. To install it, follow these steps:

1. EFA Helper can be downloaded from

https://www.email-filing-assistant.com/downloads (production version)
2. Copy EFAHelper into the /Applications or /Applications/Utilities folders on your

Mac.
3. Double click EFA Helper.app
It starts silently and will appear as a little Icon in the Status Bar at the top of your Mac
“ When you click on it, a popup window will open:

B3z @ B D 4 &8

Desktop.

r—- v—-i -
This application is a helper for EFA and EFA Pro. Its purpose it to
change the message selection in Apple Mail and Microsoft

Outlook, moving it up or down when EFA files an email. |

Consequently, EFA can already start analysing the next message [
for you, saving you a mouse click and a few precious seconds. |

Configure the use of EFA Helper from within EFA's preferences at
'Next Please'.

For proper function, please ensure that EFAHelper is located in
either one of these folders on your Mac

JApplications or

[Applications/Utilities

f Updates to this app will be available via:

http:/iwww.schulz-software.com/Downloads|

End EFA Helper Close Window

Figure: EFA Helper in the macOS Status Bar

To make use of EFA Helper, please visit the EFA Preferences Next Please and set the
selection to either up or down.
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Next time you file an email in Individual Filing Mode, EFA will instruct EFA Helper to
change the selection in the mail client to the next or previous message.

The first time EFA invokes EFA Helper the user will be asked to accept and configure the
Accessibility features. EFA Helper will need to be configured in macOS’s System
Preferences -> Security & Privacy -> Accessibility

Accessibility Access (Events)

“EFAHelper.app™ would like to control this
computer using accessibility features.

Grant access to this application in Security & Privacy
preferences, located in System Preferences.

| Open System Preferences | | Deny |

Figure: First use of EFA Helper by EFA.

Follow the prompts by macOS. This will eventually lead to EFA Helper being added into
the Accessibility list. If needed, set the tick mark next to EFA Helper manually. If you don't
get prompted, add EFA Helper manually to the list.

General | FileVault | Firewall

Allow the apps below to control your computer.

| | AEServer

@ <3 Dropbox

" ‘ EFAHelper

@ @98 Email_Filing_Assistant

Figure: EFA Helper properly configured in macOS’ Accessibility settings
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File another email in EFA to test if EFA Helper changes the mail selection in the mail client.
If the message selection does not change, please check the message at the bottom of
the EFA Helper window (available EFA Helper 2.1 and above)

User Guide

|_End EFA Helper | [ Close Window |

Figure: EFA Helper error message (EFA Helper Version 2.1)

A red message will indicate that an error has occurred. The most common error is
depicted above and means that EFA Helper is not properly configured in macOS’
Accessibility settings.

Known limitations of EFA Helper:

We noticed a peculiarity of macOS' implementation of multiple screens. In a nutshell,
Apple Mail will only allow for its message selection to be changed programmatically if
there is no draft email open, or, if one is open, then the window of that email has to be on
the same physical screen as Apple Mail.
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Storage Location Details for EFA

If you encounter issues that require a complete reset of the Email Filing Assistant (EFA),
you can manually delete the EFA index and preference files. Warning: This action will
permanently remove essential settings and indexed data. If you’re not familiar with the
macOS Terminal, we strongly recommend not proceeding, as incorrect deletions may
affect system stability or data integrity.

All EFA-related files are located in the user-specific Library folder (i.e. ~/Library/), not in
the system-wide /Library/directory.

Important: Always quit the EFA application before deleting any of its files.

Since file paths differ slightly between EFA and EFA Pro, instructions are provided
separately below.

EFA

EFA database
This folder contains the EFA index—its internal record of how emails are categorised and
filed:

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data/Library/Applicat
ion\ Support/Email_Filing_Assistant

To delete the index via Terminal, run:

rm
~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data/Library/Applicat
ion\ Support/Email_Filing_Assistant

EFA Preferences

The preferences store information about indexed mailboxes and your interface settings.
Deleting this folder forces EFA to reinitialise on next launch, which may resolve persistent
configuration issues:

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data/Library/Preferen
ces/

To delete it, open macOS Terminal and run:
rm

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data/Library/Preferen
ces/
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Delete All EFA Data
To completely reset EFA, including both the index and preferences, delete the entire data
container.

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data

We do this in Terminal with the following command:

Caution: This command permanently deletes all EFA-related data for the current user.
Double-check the path before executing.

rm -r ~Library/Containers/au.com.schulz-software.Email-Filing-Assistant/Data

EFA Pro

EFA Pro database
This folder contains the EFA Pro index—its internal record of how emails are categorised
and filed:

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data/Library/App
lication\ Support/Email_Filing_Assistant

To delete the index via Terminal, run:

rm
~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data/Library/App
lication\ Support/Email_Filing_Assistant

EFA Pro Preferences

The preferences store information about indexed mailboxes and your interface settings.
Deleting this folder forces EFA Pro to reinitialise on next launch, which may resolve
persistent configuration issues:

~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data/Library/Pref
erences/

To delete it, open macOS Terminal and run:

rm
~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data/Library/Pref
erences/

Delete All EFA Pro Data
To completely reset EFAPro , including both the index and preferences, delete the entire
data container.
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~/Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data

We do this in Terminal with the following command:

Caution: This command permanently deletes all EFA-related data for the current user.
Double-check the path before executing.

rm -r ~Library/Containers/au.com.schulz-software.Email-Filing-Assistant-Pro/Data
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