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Fast and cost-effective

Ensuring a best practice approach to
managing your e-mails

Client-based
Manual archiving

interface repository

E-mails play a vital role in modern business com-
munications for all markets. With this indisputable
fact in mind, ELO offers all the necessary functions
for comprehensive e-mail life cycle management
(ELM), from simple e-mail archiving to complex e-mail
process management.

All e-mails are processed on creation, filed, and man-
aged until deletion, ensuring compliance with legal
regulations and keeping processes transparent.

With ELO ECM Suite e-mail management capabilities,
you can save costs, resources, and valuable time
thanks to the ultra fast search function. Keep track of
relevant information for optimized decision-making
allowing you to gain a competitive edge.

Establish a foundation for
long-term compliance

As business documents, e-mails are subject to various
statutory provisions. A number of requirements are
placed atthe national and international levels, as with
the European General Data Protection Regulation
(GDPR). Despite the wide range of complex provisions,
alllegislation has one thing in common: E-mails must
be filed in an unmodified state at a location where
they can be found easily. Standard ELO ECM Suite
functions satisfy these requirements and more.

Seamless integration with the
leading e-mail server environment

ELO enables highly effective integration with all pop-
ular e-mail systems, including Microsoft Exchange
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or IBM Notes. ELO offers two approaches for filing
e-mails: manual client-based archiving and auto-
mated server-based archiving.

Client-based e-mail archiving

Client-based e-mail archiving gives users control
of when and where they file e-mails. It also allows
users to move all e-mails to archived folder struc-
tures configured in their e-mail system. ELO mirrors
these structures in the repository. While this offers a
high degree of flexibility, the quality of e-mail filing
may vary greatly from user to user. Additionally, cli-
ent-based archiving does not ensure that all business
e-mails are filed, meaning compliance requirements
can only be guaranteed to a limited extent.

Server-based
Automated archiving

Preconfigured

structures repository

Server-based e-mail archiving

Server-based e-mail archiving is based on predefined
rules that the server uses to retrieve e-mails. The
server can be configured to automatically file all
e-mails that have been read and file them in a pre-
defined structure, for example after four weeks.
This guarantees that all business-related e-mails are
stored securely and centrally, reducing the load on
the e-mail server and boosting performance.

Users can conveniently access archived e-mails
thanks to integration with the respective e-mail
client (Outlook or Notes), the ELO Java Client, or
the ELO Web Client.
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Trust your digital e-mail
assistant

Ensure transparency with a structured
e-mail system
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Intelligent, automatic classification

E-mails contain valuable business-related informa-
tion required by other technical applications (ERP,
CRM, etc.). This is why e-mails must be allocated
to the relevant business process when filed. Com-
prehensive e-mail life cycle management begins
with classifying and sorting incoming e-mails, then
extracting the right information for the relevant
processes.

Theintelligent, self-learning ELO DocXtractor module
categorizes document contents, allowing users to
focus on more important tasks. ELO DocXtractor also
automatically initiates the relevant process. Incoming
customer requests or orders can be filed, then sent to
the appropriate employee based on a preconfigured
workflow. Ultimately, faster processing means higher
customer satisfaction.

Sophisticated permissions for
security and compliance

When taking an automated, server-based filing
approach, it is important to avoid filing irrelevant
e-mails, such as spam or those containing viruses.
Automatic filters are useful, but the best filter is still
an actual person. This aspect strongly argues in favor
of atime-delayed filing strategy. When filing e-mails,
a keywording form with additional attributes should
also be available for automatic entry, for example
the project number. Another feature is automatic
conversion of e-mails into long-term formats such as
PDF/A, in addition to the original format, ensuring
that e-mails remain available years later.

Business-critical information

E-mails often contain business-critical information,
so it is essential to restrict this data to authorized
individuals and processes. This can become an issue
if an employee were to fall ill, for example. One op-
tion is to provide a substitute or another colleague
access to the employee's inbox. This option could,
however, lead to privacy issues as the inbox could
contain confidential information. Complying with
GDPR, e-mails should be classified based on their
relevance and filed in a specific structure.

4 ELO e-mail management - Bringing efficiency to business processes

ELO ECM systems offer an inheritance function that
automatically assigns the appropriate rights based
onthe document type (e.g. order document), or the
filing location (e.g. customer file). You can also assign
temporary access rights using various substitution
functions.

Electronic invoicing

For tax purposes in many countries, electronic in-
voices are now equivalent to their paper-based
counterpart. Previously, pre-tax deductions required
qualified electronic signatures. Companies still have
to be able to prove invoices have been issued for the
performed service.

With ELO workflow solutions, you can keep track of
processes end-to-end, saving you time and costs.

Your benefits:

ELO ECM Suite not only guarantees compliant
filing, but also ensures that e-mails are han-
dled with the relevant business process. ELO

analyzes information from the e-mail (order,
request, address change, invoice, etc.), then
transfers it to a predefined business process.
Business processes are made transparent for
employees.
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Other basic functions

Regardless if you are using a client- or server-based approach, e-mail management boosts business efficiency.
E-mails are not only archived to comply with GDPR, but they can also be protected against unauthorized access
through sophisticated permissions concepts.

With server-based filing, incoming e-mails are intelligently classified, allowing users to focus on more important
tasks. ELO expands on this by providing redundancy-free filing, mobility, and seamless PST file integration.

Deduplication for redundancy-free filing

The ELO repository is compatible with all current hardware and software
deduplication technologies, such as those included with Windows Server

‘ 2012 R2 and higher. Efficient data storage minimizes administration
® and costs.

Stay connected, any place, any time

ELO offers various mobile apps and clients, enabling users to access
archived e-mails offline.

Integrate PST files seamlessly

Existing PST files can be seamlessly integrated in the new filing approach.
This is an important function if you want to switch to electronic filing
and transfer your old database of less secure PST files to a more secure
filing system. Another advantage is faster updates when Microsoft Out-
look releases its updates. Thanks to this integration, you can continue
to access filed e-mails from your preferred client.
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File e-mails automatically
or manually

Scale and extend for
growing requirements

Boost e-mail server
performance

Low administrative effort
Transfer to corresponding

business process (process
control)

Benefits of ELO e-mail management

Comply with legal specifi-
cations

Reduce storage costs
Find e-mails fast
Process-based filing

Access filed e-mails via
e-mail system interface

Offline availability for
mobile users

Supports deduplication
Automatic recognition
and validation of digital
signatures

Intelligent content check

Manage large volumes of
e-mails
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ELO

Digital Office

Bringing efficiency to business processes

ELO® is available from:

European headquarters
ELO Digital Office GmbH
Tlbinger Strasse 43
70178 Stuttgart, Germany
info@elo.com

North America

ELO Digital Office Corporation
50 Milk Street, 16th floor
Boston MA 02109, USA
info-usa@elo.com

Asia—Pacific

ELO Digital Office AU/NZ Pty Ltd
Level 12, 65 Berry Street

North Sydney NSW 2060, Australia
info@elodigital.com.au

Asia

PT ELO Digital Office Indonesia
AKR Tower (Gallery West),16 A Floor
JI. Panjang No.5 Kebon Jeruk
Jakarta Barat 11530, Indonesia
marketing@elo.co.id
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More information:
www.elo.com/en/e-mail



