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DISCLAIMER

Every effort has been made to make this document as complete and as accurate as possible, but no 
warranty or fitness is implied. The information provided is on an “as is” basis. Probix shall have neither 
liability nor responsibility to any person or entity with respect to loss or damages arising from the 
information contained in this document.

Outlook is a registered trademark of Microsoft Corporation.
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USING PROBIX TRUSTEE FOR OUTLOOK

Probix Trustee for OutlookTM is a service that enables you to share, protect and manage your confidential 
documents. Using a Microsoft Outlook-based interface, you can create and enforce usage policies on 
your e-mail content. Usage policies can be set to disable or limit printing capabilities and to enforce 
expirations on viewing times. This guarantees your documents are used only as intended.

To use Probix Trustee for Outlook:

1. Install the Probix Trustee for Outlook Add-In.

2. Configure MS Outlook for Probix Trustee for Outlook.

3. Enable the Probix Trustee for Outlook Add-In.

4. Create a New Probix Trustee for Outlook Message.

5. Prepare the Message.

6. Set an Expiration Date.

7. Protect the Message.

8. Enable Watermarking (Optional).

9. Attach Content.

10. Send the Message.

This document explains how to accomplish these tasks.

INSTALL THE PROBIX TRUSTEE FOR OUTLOOK ADD-IN

To install the Probix Trustee for Outlook add-in:

1111.... RRRReeeettttrrrriiiieeeevvvveeee    tttthhhheeee    iiiinnnnssssttttaaaallllllllaaaattttiiiioooonnnn    pppprrrrooooggggrrrraaaammmm....

Run http://www.probix.com/support/download/pt4o.exe to start the installation. The following appears:
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Select SSSSaaaavvvveeee. Click OOOOKKKK to continue. Save the file in a known directory on your system and run it from 
there.

NNNNooootttteeee::::    If you are upgrading you must either run the installation program twice (once to uninstall it, once 
to install it), or you must go to the CCCCoooonnnnttttrrrroooollll    PPPPaaaannnneeeellll of your system and use the AAAAdddddddd////RRRReeeemmmmoooovvvveeee    PPPPrrrrooooggggrrrraaaammmmssss 
menu to remove it.

2222.... SSSSttttaaaarrrrtttt    tttthhhheeee    iiiinnnnssssttttaaaallllllllaaaattttiiiioooonnnn    pppprrrrooooggggrrrraaaammmm....

From wherever you saved it, run pt4o.exe. You are greeted with the installer Welcome page.

Click NNNNeeeexxxxtttt to continue the installation.
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3333.... EEEEnnnntttteeeerrrr    tttthhhheeee    PPPPrrrroooobbbbiiiixxxx    TTTTrrrruuuusssstttteeeeeeee    ffffoooorrrr    OOOOuuuuttttllllooooooookkkk    sssseeeerrrrvvvveeeerrrr    ddddaaaattttaaaa....

Accept the default entry of “pt4o@probix.net” as the default Probix Trustee for Outlook server.

Click NNNNeeeexxxxtttt to continue the installation.
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4444.... EEEEnnnntttteeeerrrr    yyyyoooouuuurrrr    aaaaccccccccoooouuuunnnntttt    sssseeeettttttttiiiinnnnggggssss....

In the first IIIInnnnppppuuuutttt    PPPPTTTT4444OOOO    MMMMaaaannnnaaaaggggeeeerrrr form, enter:

° CCCCoooommmmppppaaaannnnyyyy - the name of your company (case-insensitive).

° MMMMaaaannnnaaaaggggeeeerrrr - your Probix Trustee for Outlook ID name.

° PPPPaaaasssssssswwwwoooorrrrdddd - your Probix Trustee for Outlook password.

Click NNNNeeeexxxxtttt to continue the installation.
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5555.... EEEEnnnntttteeeerrrr    yyyyoooouuuurrrr    ccccoooonnnnttttaaaacccctttt    iiiinnnnffffoooorrrrmmmmaaaattttiiiioooonnnn....

In the second IIIInnnnppppuuuutttt    PPPPTTTT4444OOOO    MMMMaaaannnnaaaaggggeeeerrrr form, enter:

° NNNNaaaammmmeeee - your name.

° PPPPhhhhoooonnnneeee - your telephone number.

° EEEE----MMMMaaaaiiiillll - the e-mail address to which notifications are to be sent.

Click NNNNeeeexxxxtttt to continue the installation.

6666.... EEEEnnnnaaaabbbblllleeee    mmmmaaaaccccrrrroooossss....

A warning message appears in a separate window asking whether you want to DDDDiiiissssaaaabbbblllleeee    MMMMaaaaccccrrrroooossss or 
EEEEnnnnaaaabbbblllleeee    MMMMaaaaccccrrrroooossss.

Click EEEEnnnnaaaabbbblllleeee    MMMMaaaaccccrrrroooossss to continue. The window appears a second time; click EEEEnnnnaaaabbbblllleeee    MMMMaaaaccccrrrroooossss again 
to continue.
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7777.... FFFFiiiinnnniiiisssshhhh    rrrruuuunnnnnnnniiiinnnngggg    tttthhhheeee    iiiinnnnssssttttaaaallllllllaaaattttiiiioooonnnn    pppprrrrooooggggrrrraaaammmm....

A confirmation window appears.

Click FFFFiiiinnnniiiisssshhhh to complete the installation.

NNNNooootttteeee::::    You must now reboot your system for the Probix Trustee for Outlook icon to appear in MS 
Outlook.
Page 10



CONFIGURE MS OUTLOOK FOR PROBIX TRUSTEE FOR OUTLOOK

To use Probix Trustee for Outlook you must configure Outlook to talk to the Probix Trustee server.

In MS Outlook, from the TTTToooooooollllssss menu, select OOOOppppttttiiiioooonnnnssss. Select the PPPPTTTT4444OOOO    OOOOppppttttiiiioooonnnnssss tab.

Enter the following:

• SSSSeeeerrrrvvvveeeerrrr    EEEE----MMMMaaaaiiiillll - the e-mail address for the Probix Trustee for Outlook server. 

• CCCCoooommmmppppaaaannnnyyyy    NNNNaaaammmmeeee - the name of your company as registered on the Probix Trustee for Outlook server.

• MMMMaaaannnnaaaaggggeeeerrrr    AAAAccccccccoooouuuunnnntttt - the user name associated with the Probix Trustee for Outlook account.

• AAAAccccccccoooouuuunnnntttt    PPPPaaaasssssssswwwwoooorrrrdddd - the password for the Probix Trustee for Outlook account.

• MMMMaaaannnnaaaaggggeeeerrrr    NNNNaaaammmmeeee - the name of the owner of the Probix Trustee for Outlook account.

• RRRReeeeppppllllyyyy    EEEE----mmmmaaaaiiiillll - the e-mail address to which replies to the message sent by Probix Trustee for 
Outlook are to be sent.

• CCCCoooonnnnttttaaaacccctttt    PPPPhhhhoooonnnneeee    NNNNuuuummmmbbbbeeeerrrr - the phone number of the person associated with the Probix Trustee for 
Outlook account.

Click OOOOKKKK to save your information. Next, add the Probix Trustee for Outlook server to your e-mail 
configuration. In the TTTToooooooollllssss menu, select AAAAccccccccoooouuuunnnnttttssss. From the MMMMaaaaiiiillll tab, click AAAAdddddddd -> MMMMaaaaiiiillll to use the 
Internet Connection Wizard to add the Probix Trustee for Outlook server.

Enter the e-mail address for 
the Probix Trustee for 
Outlook server.

Enter your company name as 
registered on the Probix 
Trustee for Outlook server

Enter the user name and 
password associated with the 
Probix Trustee for Outlook 
account.

Click to verify the Probix 
Trustee for Outlook account.

Enter the name of the owner 
of the Probix Trustee for 
Outlook account.

Enter the e-mail address to 
which replies to the message 
sent by Probix Trustee for 
Outlook are to be sent.

Enter the telephone number 
of the person associated with 
the Probix Trustee for 
Outlook account.
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ENABLE THE PROBIX TRUSTEE FOR OUTLOOK ADD-IN

To enable or disable the PT4O add-in:

1. From the main MS Outlook window menu, in the TTTToooooooollllssss menu, select OOOOppppttttiiiioooonnnnssss.

2. In the OOOOtttthhhheeeerrrr tab click the AAAAddddvvvvaaaannnncccceeeedddd    OOOOppppttttiiiioooonnnnssss............ button.

3. In the Advanced Options window, click the CCCCOOOOMMMM    AAAAdddddddd----IIIInnnnssss............ button.

4. Checking the box to the left of PPPPrrrroooobbbbiiiixxxx    AAAAddddddddiiiinnnn    ffffoooorrrr    OOOOuuuuttttllllooooooookkkk enables Probix Trustee for Outlook; 
unchecking it disables it.

5. Click OOOOKKKK to confirm your choice, or click CCCCaaaannnncccceeeellll to abort any change.

CREATE A NEW PROBIX TRUSTEE FOR OUTLOOK MESSAGE

You can send a new Probix Trustee for Outlook message in one of two ways:

1. Click the  icon in the top of your Microsoft Outlook window.

2. From the FFFFiiiilllleeee menu, select NNNNeeeewwww then PPPPTTTT4444OOOO    MMMMeeeessssssssaaaaggggeeee.

The Probix Trustee for Outlook composition window appears.

Select one of these to start 
Probix Trustee for Outlook
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PREPARE THE MESSAGE

Enter recipients’ names on the TTTToooo, CCCCcccc, and BBBBcccccccc lines either from your Outlook Address Book or by using 
Internet “@” addresses (user@hostname.com). If you want yourself or anyone else to be notified when 
the content is first accessed, enter those e-mail addresses in the NNNNoooottttiiiiffffyyyy    LLLLiiiisssstttt line.

SET AN EXPIRATION DATE

An expiration date is the last date on which recipients can access protected content.Either enter a date 
in the Expiration Date box in the form MM/DD/YYYY, or click on the down-arrow to the right of the box 
to use the Calendar Picker. In the Calendar Picker, today’s date is the default value and is circled in red; 
any date in the future you select is marked with a gray oval in the Calendar Picker.

Enter names from 
either the Outlook 
Address Book or 
by using Internet 
e-mail addresses.

Either enter a date 
(MM/DD/YYYY), or 
use the Calendar 
Picker to select the 
date on which access 

Enter the case-sensitive 
password recipients are to 
use to access the content 
on the Probix Trustee for 
Outlook server.

Recipients cannot 
print content unless 
you select this.

Select to have the 
message print with 
a “watermarked” 
identifier.

Recipients can only 
view content once.

When you select this option you must also 
enter a phone number so recipients can get the 
password

Select to have the 
password for access 
to content included 
in the message.
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PROTECT THE MESSAGE

Set up the protection policy for the attached content. Policy options enable you to control whether each 
recipient must contact the sender before receiving the content, whether they can view the content more 
than once, and whether they can print the content.

You may select either or both of the following:

• LLLLiiiimmmmiiiitttt    rrrreeeecccciiiippppiiiieeeennnnttttssss    ttttoooo    vvvviiiieeeewwww    ddddooooccccuuuummmmeeeennnnttttssss    oooonnnncccceeee

This option prevents someone from passing the information to someone else because the document 
specified in the URL can only be viewed by the first person who accesses it.

• AAAAlllllllloooowwww    rrrreeeecccciiiippppiiiieeeennnnttttssss    ttttoooo    pppprrrriiiinnnntttt    ddddooooccccuuuummmmeeeennnnttttssss    oooonnnncccceeee

This option both enables printing of the document and enables the recipient to print a single copy of 
the content. The recipient cannot print the document at all unless this option is selected.

NNNNooootttteeee::::    All content is automatically protected so it cannot be saved by the recipients.

Select one of the following:

• SSSSeeeennnndddd    ppppaaaasssssssswwwwoooorrrrdddd    wwwwiiiitttthhhh    mmmmeeeessssssssaaaaggggeeee

• RRRReeeeqqqquuuueeeesssstttt    rrrreeeecccciiiippppiiiieeeennnnttttssss    ttttoooo    ccccaaaallllllll    ffffoooorrrr    ppppaaaasssssssswwwwoooorrrrdddd 

If you select call, you must fill out the PPPPhhhhoooonnnneeee field.

ENABLE WATERMARKING (OPTIONAL)

Watermarking is when a light gray identifier appears in the background of printed content.

To have your content watermarked when the recipient prints it, select the EEEEnnnnaaaabbbblllleeee    wwwwaaaatttteeeerrrrmmmmaaaarrrrkkkkiiiinnnngggg box 
in the Message bar. Note that the LLLLiiiimmmmiiiitttt    rrrreeeecccciiiippppiiiieeeennnnttttssss    ttttoooo    vvvviiiieeeewwww    ddddooooccccuuuummmmeeeennnnttttssss    oooonnnncccceeee box is automatically 
selected and is checked when you select this option. Watermarking is only enabled when printing is 
enabled.

NNNNooootttteeee::::    A watermark does not always appear on the watermarked document when it is being viewed on 
screen, but always appears on printed versions of the protected document.

ATTACH CONTENT

Use the standard Outlook attach procedure to add a content item to your Probix Trustee for Outlook 
message; either use the paper clip icon or by use the IIIInnnnsssseeeerrrrtttt menu FFFFiiiilllleeee option. The attachment appears 
at the bottom of your message the same way a standard Outlook attachment appears. 

To remove an attachment from your Probix Trustee for Outlook message, select the content item and 
press the DDDDeeeellll key.
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SEND THE MESSAGE

In the CCCCoooommmmppppoooosssseeee form, enter the subject and text of the (optional) message to be prepended to the 
notification message.

Select SSSSeeeennnndddd in the upper left corner of the window to send the message.

Notification recipients receive e-mail telling them when content is first accessed by each recipient.

If you do not check PPPPrrrrooootttteeeecccctttt    mmmmeeeessssssssaaaaggggeeee    bbbbooooddddyyyy, recipients receive e-mail telling them how to retrieve the 
Probix-protected content, along with how long they have to retrieve it, whether they can view it more 
than once, and whether they can print it once.

If you select PPPPrrrrooootttteeeecccctttt    mmmmeeeessssssssaaaaggggeeee    bbbbooooddddyyyy, recipients receive e-mail with an additional “Message” URL. To 
view the message body, they must click the URL and supply the e-mail address and password enclosed 
in the e-mail message.

Attached content 
items appear here.

Enter the Subject of 
the message here.

Enter the message 
here.
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