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Introduction

Overview
agile Email Upload is a tool that will allow you to upload emails directly to and from agile:

v Projects
v" Quotes
v' Orders

Once an email is uploaded to or from agile, the email is tracked so you can easily add or replace copies
of additional correspondence.

The agile Email Upload requires an agile Outlook Add-In installation. This add-in will appear on the
Outlook toolbar and will be visible when creating emails from Outlook or agile. A link to the install and
directions on how to install are located on page 4 of this document.

Getting Help
This User Guide will be your first source for ‘How To’ information. For additional questions and concerns please
contact the Lithonia Support Center at 1-800-241-3638 or via email at SuptCenReps@Lithonia.com .
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Agile Email Upload — Outlook Addin Install

In order to utilize agile Email Upload you will need to install the addin. Note: if you have Outlook open, you will
need to close and re-open Outlook in order to see the addin.

1. Click on the following link to download the Outlook addin.

http://messagemarker.acuitybrandslighting.net/outlookaddin/setup.exe

Click Run
,_ﬁ View Downloads - Windows Internet Explorer = | (=] é
View and track your downloads Search downloads L
Mame Location Actions -
setup.exe G20 KE Do youwantto run or
: s save this program? Run Save -
..emarker.acuitybrandslighting.net '
Click Install .
Microsoft Office Customization Installer
Publisher has been verified 3 %
(=
Areyou sure you want to install this customization? =

Mame: ABL UploadEmailAddin

From: http://messagemarker.acuitybrandslighting.net/CutlockAddin/ABLUploadEma
) ilAddin.vsto

Publisher: Acuity Brands Inc.

While Office customizations from the Internet can be useful, they can potentially harm your
computer. If you de not trust the source, do not install this software. More Information...

Install H Don’t Install
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M Microsoft Office Customizahon Ietalle

| The Microsoft Office customization was successfully installed.

Mame: ABLUploadEmailAddin

http:// messagemarker.acuitybrandslighting net/CutlockAddin/ABLUploadEmail Ad
din.vsto

From:
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Uploading an existing or new email

1. Click on the agile icon to upload an existing or new email to agile.

Al 9 0 @ w5 Uploading an email to agile - Message (HTML) ==
hgFile Message & 9
. 23 Emai 3 [Srulest | MarkUnread| b Find
i Ignore x f i\ f i\k f .% al\deeting L5 Email Upload 1 19 ules tp=] Mark Lnrea a& 4 Fin I—g;
- L‘% To Manager - - L.W_l OneMote Categorize = l% Related =
« Delete Reply Reply Forward B - . _ Move Translate Zoom Upload
&Junk All < More (3 Team E-mail = v [z] Adtions ~ | ¥ Follow Up ~ - lg Select = to agile
Delete Respond Quick Steps Fl Maove Tags Fl Editing Zoom || Acuity Brands
From: Hall, Susan Sent:  Tue 09/25/2012 7:34 AM
To: Hall, Susan
Co
Subject: Uploading an email to agile
iz
|

2. You will need to Login to agile the first time you launch the agile Email Upload. Enter your agile User
Name and Password, and then click Login. Checking the box next to the Remember User Name and
Password option will prevent you from having to log on each time you open Outlook.

Login to agile | = & |

Lzer name:

Password:

[] Remember user name and password

Cars
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If you choose the Remember User Name and Password option and you need to change your login

information, click the Logout link on the Email Upload search page. The Login to agile dialog will display

again for you to make the change.

Rep: 123 -

Email Description: Uploading an email to agile

Document Type: @ Project ) Quote ) Order
Category: [Email Upload -
Search Term(s): | Searct
Select a project
—
Status: Logged in Logout .:
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Enter your search criteria in the agile Email Upload window.
4. The Rep will default to your primary Rep. If you have multiple Rep numbers; you can choose the
alternative Rep from the drop down.
5. The Email Description will default to the subject, but can be changed before you upload it.
6. Use the Document Type to select the application where you want the email to be uploaded (Project,
Quote or Order)
7. Select the Category where you want to email to be filed. Default is the new Email Upload category
8. Inthe Search Terms field, enter your search criteria. The following search criteria can be performed:
a. Project Search by job name, job alias or project number
b. Order Search by job name, hold order #, order #, contractor or distributor PO
¢. Quotes Search by job name, quote id, or version label
9. The search is a ‘fuzzy’ search, so you can enter partial information. The search results will return all
projects, quotes or orders that contain the search term you enter. Make sure you separate each search
term with a space.

Search by partial Job Name

agile Email Upload E‘_léj

Rep: 123 -

Email Description:  Uploading an email to agile

Document Type: @ Project ~) Quote ~) Order
Category: Email Upload 'I
Search Term(s): Linda Reset
Select a project
Linda Save as New -

Project #: 12-13707

Linda Auto Sub
Project #: 12-13693

Linda's Bike Shop
Project #: 12-13620
Alias(es):

Linda's Bike Shop

Linda test
Project #: 12-13516

Linda Test
Project #: 12-13499

Linda test
Project #: 12-13495

Linda Spec Reg test il
Cancel

Status: Search returned 17 items Logout

m
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10. Each page is limited to 25 results. You may receive more results than will fit in the page. Click the ‘Click
here for more projects’ to review the additional pages.

Search results more than 25 items returned.
= B

Rep: 123 -

Email Description: Uploading an email to agile

Document Type: @ Project i) Quote (™) Order

Category: | Email Upload -

Search Term(s): 12 I Rezet I
Select a project

Project #: 12-13717

Monday
Project #: 12-13716

MIKE TEST SPEC
Project #: 12-13715

Project #: 12-13714

Rainforest Cafe Restaurant
Project #: 12-13713

Project #: 12-13712

m

Click here for more projects...

Status: Search returned 25 items Logout .:
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11. Highlight the project, quote or order you wish to upload the email to, and then click Upload. The agile
Email Upload dialog will close.

= )

Rep: 123 -

Email Description: Uploading an email to agile

Document Type: @ Project ) Quote () Order

Category: | Email Upload v

Search Term(s): 12 Reset
Select a project

Project #: 12-13717

Monday
Project #: 12-13716

MIKE TEST SPEC
Project #: 12-13715

Project #: 12-13714

Project #: 12-13712

m

Click here for more projects...

=

Status: Search returned 25 items Logout .:
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12. You can view the uploaded email from the dashboard or in the Documents tab of the project, quote or
order.

Home Projects Specs Qluotes Crders Post Sales Contacts

agile

ﬁHome &ﬁ.lerts ﬁpmj.ect Container '&Folluw-Up Erid Board Cus

&=  Project Container

CNew  Jopen “Searchw DEwport DAlerts (15) Views LastS0 Pro

(3] '@ Project# Rep# JobName City State

E] 17 497034 rd

# @ 12-13732 123 AMC THEATRE
#

i

[ 2 User document(s) as of 9/26/2012 k

aprint  Esave AsNew  (JEmail

General | Contacts (1) | Notes (0) | Documents (2) | 5TAR (0) | RFD (0) | Quote (1) | Mfg Quote (0) | Submittals (0) | Orders (3) | Returns (@) | AuditLog |
ULink/Upload

@ Remove Selected Ttems

[ Doc # Category Description File Link File Date

—| Application: Project Container

—-| Category: Email Upload

[ rd 12-13732  Email Upload AMC THEATRE (Project 12-13732) uploaded email.msa 9262012 2:50:15FPM
0 rd 12-13732  Email Upload FW: AMC THEATRE {Project 12-13732) uploaded email.msa Qf26/2012 3:04:04 PM

11
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Uploading an email created from agile

You can create an email directly from Projects, Quotes or Orders and attach a copy of the email to the
documents tab.

Here is an example from Project Container:

1. From an open project, click on the email icon located on the toolbar.

@ AMC THEATRE - 12-13732 - Windows

<A http://dev.projectcontainer.acuitybrandslighting.net/Project/EnterEditProject.aspx?Projectld=300282&Repld=338 BopenMotes=Fal

P
General | Contacts (1) | Notes (1) ] Documents (Z) | STAR (0) | RFD (0) | Quote (1) | Mfg Quote (0) | Submittals (0) | Orders (0) | Ret
Location Specification Registration
Project #:12-13732 Rep: 123 Territory/Qrder D
Master Project: —Select or Type a Value— - Rep:
+Job Name: [ BRIZ=013! | ) =pec Rep: L
Approval
Address: Status:
Submit
Status

This will launch Outlook. The subject will default to the Job Name and document number for Projects,

Quotes and Orders. Orders will also include the PO # if the PO# has been entered and saved on the
order when the email is generated.

Message Insert Options Format Text Review
== ¥ cut o o | a— _ g— ) 3 ¥ Follow Up ~ )
S . - AN |iEE s 8 l[J B _ 1
E3 Copy - ? High Importance
Paste ab A ;= | Address Check | Attach Attach Signature
- # Format Painter LA - A ey Book Names Fih;_L Tem ~ ane J LowImportance
Mames Include Tags

Zoom Send and
Upload to agile

ra| Zoom Acuity Brands

Clipboard (] Basic Text

Subject: | AMC THEATRE (Project 12-13732)

12
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3. A message marker will be included in the bottom section of the email. This marker tells agile where to
file the email thus eliminating the need for the Email Upload search screen. Changes to the message
marker will interrupt this flow, so do not delete it. If the message marker is accidently deleted, the

Email Upload search screen will appear for you to select the appropriate project.

¥ Follow Up = C{ @

1™
File. Message Insert Options Format Text Review
=] o Cut - — — 3
j @ Times NewF~ 12 - A o7 | iZ-i=- | & asﬁ @I @ @ @
|| 23 Copy ¥ High Importance
Paste i B 7 U ¥+ A .g = = | Address Check | Attach Attach Signature Zoom Send and
- f Format Painter - - % i Book Mames File Item~ - 4§ LowImportance Upload to agile
Clipboard ] Basic Text ] MNames Include Tags | Zoom Acuity Brands
To... |Ha|| Susan;
Ep—
— Ct... |
Send
Subject: |AMCTHEATRE (Project 12-13732)

*=* DO NOT REMOVE <ablmarker id="978e337d-1437-4252-b849-9d% e2bc36ff" t="2" h="Hd3WrglaulE=" /> ***

13
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4. When you are ready to send your email, click on the Send and Upload to agile icon.
i . ™ 5~
Message Review

Insert Options Format Text
Cut P = — Foll Up~
- mestewe -2 - A w0 (E-=- 0 B8 @ g8 g e Q) fad
E3y Copy ¥ High Importance
Paste . B 7 U | - A g = gg -§_§ Address Check | Attach Attach Signature Zoom Send and
-+ < Format Painter = - T Book Names File Item~ - # LowImportance Upload to agile
Clipboard IT.| Basic Text IT.| Mames | Include | Tags I'-| Zoom Acuity Brands
To.. | Hall, Susan;
=1 | |
Send

Subject: | AMC THEATRE (Praject 1213732}

Note: if you just click the Send button, the email will be sent, but will not be uploaded to the documents tab
in agile. You can choose to upload it at a later date —the message marker will remain on the email to direct

it where to go.
el 70 . THEATRE P 1213727
Message i i

Insert Options Format Text Review
& cut A == Qﬁﬁ @] ﬂ = Qr ¥ Follow Up - Q @
! High Importance

Times New F = 12 = I%
P; t e ar . A Add Check | Attach Attach Signat il Send and
aste B 7 U = ) .g = | iEiE ress Chec acl ach Signature oom end an
 Format Painter - - % : Book Names File Item~ - § LowImportance Upload to agile
Clipboard | Basic Text | Names | Include | Tags G| Zoom | Acuity Brands |
=M
To.. | Hall, Susan;
=1 | [
Send -
Subject: | AMC THEATRE (Project 12-13732)

14
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Uploading an email that has already been uploaded to agile

1. Asyour email correspondence continues, you may want to upload additional copies or replace copies of
the email. Simply click on the Upload to agile button.

= Z T E: AMC THEATRE (Project 12-13732) -
]
File. Message
: - Y g V >
Sulgnore x ) BJ _.% B2 Meeting || 23 29ile Enhancem... (3} To Manager 3 & Rules f Y Y aﬁ) A Find ‘&-
- (34 Team E-mail + Done b ] OneNote =4 2 Related -
. Delete | Reply Reply Forward & = ~ | Move Mark Categorize Follow | Translate Zoom | Upload
& Junk ot "3 More % Reply & Delete 7 Create New = P Badionst| Und ES SR N setect~ mpagm
Delete Respond Quick Steps Move Tags £l Editing Zoom |Acuity Brands
From: Hall, Susan
To: Hall, Susan
e
Subject: RE: AMC THEATRE (Project 12-13732)
Upload Test

From: Hall, Susan

Sent: Wednesday, September 26, 2012 2:35 PM
To: Hall, Susan

Subject: AMC THEATRE (Project 12-13732)

*** DO NOT REMOVE <ablmarker id="978e337d-1437-4252-b849-9d9fe2bc36ff" t="2" h="Hd3WrqlaulE=" /> ***

15
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The Confirm Email Upload dialog will be displayed. Click the Replace button to replace the copy of the
email or Add to add a new copy. The message marker in the body of the email routes the email to the

appropriate document in agile.

-

agile Email Upload = 2

Rep: 123 A

Email Description: RE: AMC THEATRE (Project 12-13732)

Document Type: @ Project (™) Quote i) Order

Category: Email Upload -

Search Term(s): | Search |
Select a projeg*

oy L el

This email has already been uploaded to agile.
Do you want to Replace the existing email or Add an
additional copy?

Reploce | | Add ][ Cancel |

| Upl

d_]

(=]
[=1)

Status: Logged in Logout :

16



