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[bookmark: _Toc285720930][bookmark: _Toc284850344]Tzunami Outlook Reports Add-in is a product which gives users the ability to generate reports for their mailbox. Reporting features in Outlook are quite limited. Outlook does not gives visual and printed reports.
Scanning all the Outlook folders manually to group the mails according to senders, day, time, month, categories, etc. and create a report based on same is time consuming. Such reports provides us useful and interesting facts about incoming and outgoing mails from outlook. It also helps us pick and manage important mails.
Tzunami Outlook Reports Add-in is such a tool that helps user generate such reports from their mailbox. It is a time saving tool and helps user group, categorize mails and generate visual report. It also serves as mail analyzing tool for users.
[bookmark: _Toc359405735]Features
· Help to generate reports for the mailbox.
· Saves time in generating facts from the mailbox
· Generates Visual report (Pie chart, Line chart) to have pictorial information.
[bookmark: _Toc285720931][bookmark: _Toc359405736]Requirements
Supported Operating Systems: Windows 2000, Windows XP, Windows 2003, Vista, Windows 7 and Windows 2008. Both x86 and x64 versions of all operating systems are supported. 
Required Software: 
· Microsoft Outlook 2010, Microsoft Outlook 2013
· Visual Studio Office Runtime 10. It can be downloaded from 
http://go.microsoft.com/fwlink/?LinkId=158917
· Microsoft .NET Framework 4.0 or higher. It can be downloaded from Microsoft download link:
http://www.microsoft.com/downloads/en/details.aspx?FamilyID=9cfb2d51-5ff4-4491-b0e5-b386f32c0992
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Installing Outlook Report Add-In

To Install Tzunami Outlook Templates Add-In:
	[image: ]
	If your Microsoft Outlook is opened during installation, you must close it before installing Tzunami Outlook Template Add‑in on your machine.


1. Unzip the zip file and run setup.exe. The Welcome window of the setup wizard appears.
2. You will be asked to confirm the installation.
3. Click Next. Tzunami Outlook Report Add-In is installed.
4. Start Microsoft Outlook and Microsoft Office Customization Installer pops up.
5. Click on Install to complete the setup process.
	[image: ]
	If the system doesn’t have Microsoft .Net Framework 4.0 or higher and Microsoft Visual Studio Tools 2010 for Office Runtime, Setup downloads them and install them automatically. Make sure Internet connection is on.
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Generate Report

Once Tzunami Outlook Report Add-in has been installed, you need to go through some steps to generate report from the Outlook. This section describes how to use Outlook Report to generate report.
After the product is installed, Reports add-in tab can be found in Microsoft Outlook Tab Menus as in figure below
[image: ]
Figure 1: Outlook Report add-in tab
Report can be generated in four steps:
1. Select Scope
2. Select Grouping method
3. Filter
4. Generate


[bookmark: _Toc359405739]Select Scope
Scope of the report can be defined by selecting the required mail folders.
1. In Microsoft Outlook, Select Reports tab
2. Select the Mail folder, i.e. either inbox, drafts, sent items, etc
3. [image: ]Then define the scope by selecting one of button on Scope Group in Reports tab as in figure below
















Figure 2: Selecting Current Folder as Inbox


[bookmark: _Toc359405740]Select Grouping method
After selecting scope, choose any of the grouping technique to generate report based on defined groups. 
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Figure 3: Select the grouping method “Day of Week”
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Filter the mails to defined selection.
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Figure 4: Filter mail to 7 days


[bookmark: _Toc359405742]Generate
[image: ]Click on Generate Button to generate report on Excel. Figure 5: Generate


Then Excel document opens showing report generated in Pie chart and Line chart as in figure below
Figure 7: Line Chart report
Figure 6: Pie chart report
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In case the Tzunami Outlook Report add-in needs to be uninstalled, follow following steps:
1. Go to control panel.
2. Click on Program and Features.
3. Select Tzunami Outlook Report and click uninstall.
4. Select Outlook Report and click uninstall.
[image: ]
Figure 8: Uninstalling Tzunami Outlook Reports
[bookmark: _GoBack]
Sunday	Monday	Tuesday	1	2	4	Sunday	Monday	Tuesday	1	2	4	6 | Page 	Tzunami Inc. 	February 2011

February 2011	Tzunami Inc.	7 | Page

image1.png
Tzunami
Outlook REPORTS




image4.jpg




image5.PNG
BE - Inbox - pradip.maharjan@asteroidventure.
@ 0

B | CumentFolder © Hour Bowyeryer B oy [
Al Curent Lat7 Lat | Al Generste About

i Subfolders | B3 Day ofweek [EIWesk] [ From
Meilboxes Meilbox [ Day of month E Month dos month ltems

Scope Group By Filter Generate | About





image6.PNG
@ a | Current Folder|

% Subfolders

Al Current
Mailboxes Mailbox
Scope

4 pradipmaharjan@asteroidven...

Drafts

Sent tems
Deleted Items 6
Junk E-mil
Outbox
RSS Feeds
4 Search Folders
Larger Than 100 KB
Older Than One Month
Unread Ml
With Attachments.





image7.PNG
% Day of year 1 Category
Bwek  Flom
% Doy of montn 8 Month

Group By




image8.PNG
Last Al
month items

Fiter




image9.png
Inbox - pradip.maharjan @asteroidventure

HOME  SEND/RECENE  FOLDER  VIEW | REPORTS

B 5 == o e e E
<. % Subfolders R Day of week |3 Week Ffrom L7 L
Molboses Hodbor By ot montn 3 omn o mores s
. s b, e Cenarate | About





image10.PNG
Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
@ Tum Windows featureson or

cif Organize ~ [ninstall] - Change

Install  program from the

o Name Publiher
T OutookReports CutlookReports
B TunamiOutookReport Teunami

" Internct Download Manager




image2.png




image3.jpeg
lzunami




