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What is ArchiveWeb and how to work with it

This application is used for viewing archived emails and files over the Internet. A user can
access archive via a browser by navigating to the ArchiveWeb (e.g.
http://<serverName>/archiveweb). With mobile device support your archive is at hand virtually
anywhere. Pages fitting mobile device screen and simplified navigation contribute to the ease
of use.

Using simply the same AD login credentials, the user sees all mails and files that have been
archived previously, including those emails for which the shortcut has been deleted from
Exchange. The user can also be given special access to other archived mailboxes. If installed,
full-text search is available for all archived files as well as for all archived mailboxes for which
the user has access permissions. Live search feature provides fulltext search capabilities
covering whole mailboxes including live (not archived emails). Searches can be saved as
templates for future use and results can be exported potentially back to the Exchange server
or to PST if portability is required for audit purposes.

After running the application, the Login window gets displayed. Users are asked to enter their
name (or fdomain name\user named and password. Flags under the logon window allow you
to choose the language of the application. Default language depends on the Windows local
setting of the Archive Manager server.

NOTE: When Integrated Windows authentication is turned on, the login page is skipped and
the logged-i n user 6 s cr edEhmstisiset inC:\Paogram kilss® dommon Files\
PAM \ Web \ ArchiveWeb \ Web.configwhere<aut henti cati on mode =
NOTE: If ArchiveWeb feature alone is installed on a separate server, see the section
Addendum / ArchiveWeb installed on a remote server.

/Zj Archive Web - Microsoft Internet Explorer i m]
File Edit \Wiew Favorites Tools Help | .1.'
@Back = igd T Iﬂ g'] ,:‘_ | /':'Search = Favarites & | L= E-

Address Ié:l http: | fvmtestorafarchiveweb) j Go

Archlve

User name: |tests\ac|ministratm1 |

Password: | |

| S L -
= T O E e

|@ Dane |_|_|_|_|_|ﬂ Inkernet v

After logging in correctly, the ArchiveWeb application opens. In the right upper corner you may
see the logged on user. Click it to unfold the drop-down menu offering the following options:
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The Roles option is available if the user has necessary permissions. Under this option you can
manage user/ArchiveWeb roles assignment basedonroles(see t he fARol esd sect
The Permissions option is available if the user has necessary permissions. Under this option

you can manage user/ArchiveWeb roles assignment based onusers (see t he A Per mi
section).

The Your profile option enables you to adjust ArchiveWeb layout to your liking (see the

fProfile Settingsd0 s e) t i on

The Async tasks option displays finished or processed asynchronous tasks, e.g. exporting of

search results. For more information seet h Expditing f ound e mectioh. i t ems o
Log off option is to be used when logging off.

ﬂ‘- ArchiveWeb 5.1 - Windows Internet Explorer o ] 4
@\“/ L |g http: ilocalhastfarchivewebfmasterarchiveweb . aspi j 2| % :" Live Search 2=

Eile Edit “iew Favorites Tools Help

5_’:3 Favarites | 7.:5 I] Suggested Sikes = @ Free Hotmail @ Web Slice Gallery =
| @ ~B - gég ~ Page -~ Safety - Tools » |@|v

»»

@ Archiveseb 5.1

Metalog[x (i) Welcome EXDEMOVAdministrator -
[ Home | — © i
& Exchange Archive % g,g Penms‘_,smns
' ¥ waibores ‘rour roﬁle
& 5 Public Folders 80 - I
% Async tasks
A h ==

T
l_l_l_l_’_’_%h/ Trusted sites [va - [ H100 -
The Search text box in the upper part of the window was designed for fast and easy searching
in archives - Archive Manager Exchange archive as well as Archive Manager Files archive.
Enter the desired expression and click on the search icon adjacent to the Search text box.
NOTE: Email attachments, email bodies and file contents are searched through only if fulltext
search is installed.

Through the navigation pane on the left side of the window (i.e. the Home pane) you can
access all ArchiveWeb features and functions. The following tabs are available:
1 Files Archive 1 displayed if Archive Manager Files Edition is installed in the
environment; used for browsing the Files archive
1 Exchange Archive i displayed if Archive Manager Exchange Edition is installed
in the environment; used for browsing archived emails
Auditing T logging defined user actions in the email archive
Tagged items i sorting emails and documents by tags
Search i searching in all archives using advanced search criteria
Statistics i archived and retrieved files overview
We describe each tab and all its functionality in separate chapters.

=A =4 =4 =4
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Roles & Permissions

As default, only the super-user specified during the Archive Manager installation can access
Roles and Permissions settings. If another user/group should be able to manage roles, super-
user can allow access for them in the following ways:
Tin ArchiveWeb under Permissions the Management roles / Define roles has to be
allowed for the given user/group
fin Archive Manager Exchange Edition Enterprise Manager on the Tools / Options /
User Roles the given user has to be added with Modify roles option checked
fin the Archive Manager Files Edition Enterprise Manager on the Settings / User
management tab the given user must have the User management permission
allowed

Roles and Permissions pages allow permission management on user/group level. Individual
users can inherit permission or can be granted direct permissions. The priority of permissions
follows this order:

1. Direct permission defined for a user (blue highlight under Permissions) on a server

2. Global direct permission defined for a user (blue highlight under Permissions)

3. Inherited permission (yellow highlight under Permissions) on a server

4. Global inherited permission (yellow highlight under Permissions)

5. Default settings (no highlight under Permissions)

All defined permissions apply only for the given instance of ArchiveWeb.

On these pages you can allow or deny access to ArchiveWeb features and menu options for
individual users or groups, i.e. allow or deny roles. Under Roles, users are assigned to roles.
Under Permissions, roles are assigned to users.

Roles

To display the Roles page, click the logged-on user name in the right-upper corner. Select
Roles from the drop-down menu. Now you can assign users to ArchiveWeb roles in the main
pane.

List of roles on the left is split into sections according to ArchiveWeb tabs. Exchange Archive
features are listed under Exchange roles, search features under Search roles etc. Select a
role in the list view. Users assigned to the selected role appear in the main pane.

NOTE: Should the user/group be able to manage roles, the Management roles / Define roles
has to be allowed for the given user/group.
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& Exchange Arct =

s or groups Il 0

userigroup name Allowed Denied

gnments i Info

Welcome EXDEMOVAdministrator ~

. €F Mailboxes Exchange roles =

& 5 Public Folders Mails - Set"Legal Hold" flag i) default rw
Mails - Show "L egal hold" fla B
Show lost data £, Administrator 72 r

Compare mailbox with archive

Mails - Apply tags

Add comments to mails

Show comments

Delete item =
Restore items

£ HH“ i Files roles

|oo) Statisties || Show comments v|
L ]

Files - Set "Legal Hold™ flag

Add comments to files

|@ Files Archive  Files - Show "Legal hold" flag

« 5 Files - Apply tags
M Compare file systemn with archive
H iﬁn Find files without shortcut

To assign users/groups to roles:

1. In the Server drop-down box on the menubart he A Gl obal 6 opti on

i.e. the configured settings apply to all Archive Servers (File Archive or Exchange Archive)

in the environment. Should you wish to apply settings only for a specific server, select it in

the drop-down box; e.g. if you want to allow Legal Hold only for one File Archive Server

and not for others.

Select the desired role in the list of roles.

Click the Add users or groups option on the menu bar. The Find users or groups pop-

up dialog appears. In the Domain drop-down box select the domain in which you want to

search. Then search for the user/group.

4. Check the users/groups you want to manage and click OK.

5. The selected users/groups are displayed in the main pane. Manage their roles by
checking Allowed / Denied.

wn

NOTE: The Clear role assignments button sets all role settings back to default (see the List
of default ArchiveWeb permissions section). Click the Info button to read a short description of
the selected role.

Permissions

To display the Permissions page, click the logged-on user name in the right-upper corner.
Select Permissions from the drop-down menu. Now you can assign ArchiveWeb permissions
to users/groups in the main pane.

Users/groups which already have some roles assigned manually are listed in the left pane.
Click the user/group to display and manage its roles in the right pane. List of roles in the right
pane is split into sections according to ArchiveWeb tabs. Exchange Archive features are listed
under Exchange roles, search features under Search roles etc. Individual columns list
permissions for respective servers. First column displays global lever permissions.
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NOTE: Should the user/group be able to manage roles, the Management roles / Define roles
has to be allowed for the given user/group.

.
Metalogix 6] Search A Welcome EXDEMO\Administrator -
 Home -  Pemssons |5

& Exchange Archive IO 56 Allow all roles G Deny all role Rese efa

i+ €F Mailboxes D—Default .—Direct D—Ir‘lherited

& g Public Folders permission permission permission

(Global) VMXDEMO10
Role Allowed Denied Allowed Denied
Exchange roles

Mails - Set "Legal Hold" flag | I~ | I
Mails - Show “Legal hold™ flag ] I~ I~ i
Show lost data I~ | Ird -
Compare mailbox with archive I~ | Ird I~
Mails - Apply tags | I~ I -
Add comments to mails | v | I
Delete item | I | I
Restore items | v | I vI

To assign roles to users/groups:

1.

2.

Click the Find users or groups option on the menu bar to choose a user/group that you
want to manage.

In the Domain drop-down choose the domain in which you want to search. Enter the
user/group name or a string in the text box and click Search. Select the desired
users/groups in the search results and click OK.

The selected user/group appears in the left pane. Select the user/group to manage its
ArchiveWeb roles in the right pane.

List of roles on the right is split into sections according to ArchiveWeb tabs. Exchange
Archive features are listed under Exchange roles, search features under Search roles
etc. Further, each role can be allowed/denied on global level or on individual archive
server level. Permissions which are set manually are highlighted in blue. Inherited
permissions are highlighted in yellow. (More information on permission hierarchy find at
the beginning of this chapter.)

NOTE: Should the user/group be able to manage roles, the Management roles / Define
roles has to be allowed for the given user/group.

Allow all roles and Deny all roles buttons on the menu bar can allow/deny all global roles for
a user. Click the Reset to default option to reset all user permissions (global as well as on
individual servers) to default. For the list of default permissions see Addendum / List of default

ArchiveWeb permissions.
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Profile settings

Adjust your ArchiveWeb layout to your liking and needs. Under Your profile settings define
the style, main menu order, mailboxes and Archive Manager Filed Edition servers to be
displayed etc. To display the Your profile options, click the logged-on user name in the right-
upper corner. Select Your profile from the down-drop menu. Now you can specify profile
settings on the main pane tabs:

Style

After clicking on the Style tab in Your profile main pane you can adjust the style, i.e. the
design of ArchiveWeb to your needs and liking:

1 You can change the Skin by switching between Classic and Blue
1 In the Language drop-down box select the desired language for the
application (The default language depends on the Windows local setting of the
Archive Manager server.)
1 In The order of tabs section you can change the order of the main tabs in the
left menu. Click the arrows to move the desired tab up or down.
1 Then set the number of items displayed per page (Items per page)
Metalogfx (i) Search [ ] Welcome TESTDEMOWAdministrator ~
[ Home | N
& Exchange Archive * | Style | Mailboxes |Files Archive Severs
= £F Mailboxes =
& Administrator Apply changes
L. g} Public Folders Skin: {* Classic
" Blue
Language : I j
The order of tabs: | Tag |
1 Exchange Archive
2 Auditing
3 Files Archive
[ ;l H I g 4 Tagged tems
. . 5 Search
@ Fileshrchive . fasm=
O w m lterns per page:
% Show filters in header v
s iw i Mayimal ronint nf rharactars in lister colimns: Crnnmam manc | R now R L EMCTU T I.LI
L]

1 To enable filters in the list view on the Exchange Archive and Files Archive

nodes, check the Show filters in header check box 1 for more information on
filter sExchange Aictiive0 fa Rilds Aftchive0 s ect i ons.

Set the length of the string for different columns (i.e. the count of characters
for the displayed column name). Restrict the length in the Maximum length
column or check Unlimited check box for the given column. If a column name
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is longer than specified in the Maximum length column, then the full name
can be displayed through the tool tip of the respective column.

i Default body format i you can choose the format of the archived items when
viewed in the ArchiveWeb (HTML, Text, RTF)

1 Inthe Automatic preview section check the file formats for which you want to
enable the preview; not checked formats will not be displayed in the preview
pane

T Common search behavior T define the default search scope for Common
search under the Search tab; common search will be then executed
accordinglyonl vy i n t he | noadogxedR in@hmailbexesrtodwdich
the user has access; if needed this option can be changed when executing
Common search (see the respective section of this manual)

Mailboxes

If you click on Mailboxes tab under Your profile, you can see all mailboxes to which the
logged on user has been given access rights.

(NOTE: These access rights can be managed in Exchange Edition Enterprise Manager /
Tools / Mailbox Rights Manager.)

NOTE: Partially accessible mailboxes have little red lock attached to the icon.

Metalogix (i) Search [ | Welcome EXDEMO\Administrator -
[ Home - Your profile ]
@ Exchange Archive  # | Style | Mailboxes |Files Archive Servers
=1 € Mailboxes
- =4 Administrator TR EITTIES
{ [ 29 Antonio Salieri " Show all accessible mailboxes
- 5 Public Folders * Show only selected mailboxes

Search: |

v 4 Administrator jadministrator@exdems. local)

¥ 3§ Antonio Salieri (sealieri@exdemo.local)

Il 4 public_VMXDEMO0 {sublic_VIMXDEMO10)
Il 4 snv_exchange jen;_exchange@exdemo.locsl)

" Files Archive
Q‘i Twiems
g Search

= | Statisti
O ——
.

[" Selectall [ Show only selected mailboxes Selected 1 of 4

To diplay all mailboxes under the Exchange Archive node, select the Show all accessible
mailboxes radio button. If Show only selected mailboxes option is selected only mailboxes
checked in the list view will be displayed under the Exchange Archive node. In our example on
the screenshot above the logged on user T Administrator i has been given access rights to 4
mailboxes. We have selected Administrator and ASalieri.
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After clicking Apply changes the chosen mailboxes will be displayed under Exchange

Archive / Mailboxes n
same way as

Our example: Wi t h
his archived emails are

Antonio Salierié s
Calendar only) only Cal

ode. Archived emails from those mailboxes will be accessible in the
the |l ogged on usero6s email s.

Admini strator Adminfsttaforb s amaebboxi ght s
listed out under the Administrator node. With partial access rights to
ma indichtedxby the red lock (access rights were assigned to his
endar is listed out under the Antonio Salieri node (see below).

Metalogix ©

Search

Welcome EXDEMOVAdministrator -

A

ST S TR

i

& Exchange Archive

- #F Mailboxes
é] £ Administrator
| 1 Calendar

| |_1 Contacts

= 1 Sent ltems

: L. [ ] Tasks

= 5 Antonio Salieri
i [ Calendar

[ ¢ Public Folders

Oaaaia;oioioi;ais

Files Archive Servers

Files Archive Servers

SusJEcT "y | Recewen| i, SizE
=] Bono J: funny 332011 1516 5 KB
b= 1] Adminiz T FW: best prac aMsz0mo 1 MB
| Diane P te 742010 8 KB
1 0 watt Hu best practice 742010 1 MB

B ] O wmatt HuS best practice 742010 1 MB
1 0 watt Hu best practice 742010 1 MB
W 4 O Diane P e rease] O 6/21/2010 992 KB
1 0 Diane P PAM4EXchane 6/21/2010 830 KB
1 0 Antonio™ hello 821/2010 1 MB

tab is displayed under Your profile only if Archive Manager Files

Edition is installed in the environment. After clicking the Files Archive Servers tab, the

available Archive Manager Files Edition servers will be listed in the main pane.
You can change the protocol or port for the given server by clicking Edit.

To add a new Files Edition server enter its name in New Files Archive server text box and

click Add. The new server will be listed on the Files Archive tab.

/2 archiveWeb 5.0 - Windows Internet Explorer -10] x|
@: L4 I& htkp: filocalhost ) archivesveb/masterfarchiveweb, aspx j || X | [&¥ Live search £ -

File Edit ‘Wew Favorites Tools Help

{j Favaorikes | {.5 I] Suggested Sites @ | Free Hotmail @ | Web Slice Gallery =

>

- B - ) o= - page - Safety - Tooks - -

? ArchiveWeb 5.0

Metalogix Fa Welcome EXDEMO\Administratar -

ﬁ Exchange Archive Files Archive Servers

' €2 Mailboxes NAME PROTOCOL
& g4 Public Folders VMXDEMO10

New Files Archive server: |VMTESTORAJ

(6] Search

~J

PORT

1200

TCP

gl
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Files Archive tab

This tab is displayed in ArchiveWeb navigation pane on the left side if Archive Manager Files
Edition is installed in the environment. Under this tab you can handle documents archived by
Archive Manager Files Edition. After clicking the Files Archive tab in the navigation pane, the
Files Archive menu is unfolded offering access to all folders with archived documents. By
clicking on the plus sign next to the folder, user can unfold the structure down to the desired
folder. (Keyboard navigation with arrows is also possible.)

Metalogfx 1) Search [ O] Welcome EXDEMO\Administrator ~
[ Home - | CiArchive folderiLast Access!
@& Files Archive ) i
é—gﬂ ¥mxdema & I BlatE | 0, CREATED ON Q| SIZE Q| oy
: (I [ w1.0.3705
ISetup! Il E1PSTGatherer M3 setup with 1S 10_5. doc 0511 7/2007 14:00:43 116.50 KB BL
TR TlIET M @ [ G'Windows 2003 Server Service Pack 1.pdf 0151 7/2007 13:56:35 110,86 KB DU

ast Access
Test

Documents and Settings
Exalead Enterprize
Standard

Test folder

taol manuals
word manuals

| 2

The content of the folder selected in the left pane is displayed in the main pane of the window.
When you select the document in the main pane, its properties (date of creation, size, shortcut
size etc.) can be checked in the Preview pane. The document preview is visible only when the
user has open right for the selected document.

If the Preview pane is too small and you wish to see more, click on the arrow on the top bar to
unfold it (it serves as a switcher).

NOTE: Not all File Archive tab functions may be available for the logged-on user. The
functions must be allowed for the user. For more information see the Roles and Permissions
sections.
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Metalog[x |6 Search 'f." Welcome EXDEMOVAdministrator -
@ Files Archive sl [~ i File rarme: Specifying a MediaStore.doc
é—gﬂ FTTEMD bhiPage |1 Directory: ClArchive foldenTestl
1 - Created n: administrator
IISetu [ & records) fo Createdon: 013172007 15:17:18
A h'p -~ | & Owner : BUILTINWdministrators
enive Taicer Size : 1.02 B
Last Access r - Rt
~ Sizeondisk:  1.02 MB
- . ortcut Size: 4.
-3 v1.03705 O Shortcut Size : 4.00 KB
: r Version ; 2
Documents and Setting: r o Download file
Exalead Enterprise .
——— p r File | Comments
andari
Testfoldar L m1§'2'3""5"z
tﬁ (el EmEls r : Specifying a MediaStore for HSM -
word manuals o - . . . . .
e - In this section you will he shown how to create a MediaStore and how to configure it.
i .

In the Preview pane, it is possible to add comments to files. Simply click the Comment tab in
the Preview pane. Enter a note in the provided text box and click Add.

To open the file click the Download file link in the Preview pane. The file will be opened in the
new window.

It is also possible to open the document in the new window with the = icon.

Metalog X ) Search (2] Welcome EXDEMO\Administrator -

BT

. Files Archive il [ i Administrators
. o . Manual_exchange@P
E-ei vinxdemo C& I DlAME (= @ Createpc | File name: Enterprise Manager
: - £3 LastAccess (2.1008). pdf
- =3 Test Directony: ClArchive falden
Are folde Created by dministrat
Archive folde [ % [ & NETFramework 11 Configurstion for exchange @PAM. pf 05/ 72007 (ETisilizs  ellieieie
LastAccess - - Createdon:  10/27/2006 15:41:11
ool r & S AddIn MS| setup with 1S 10_5.doc 05 7r2007 @i o BUILTIMEdministratol
DS 2 S | F AddInSetup MS1 setup with ¥S.doc 10i27/2006 Size: 244 MB
Exalead Enterprise | B  Addresshook Manager PG 10i11/2006 Size ondisk: 344 MB
Standard o O Adrninistrators Manual_exchanoe@PAM Enterprise Manager (2.1008).pdf 10/27/2006 Shortcut Size : 4.00 KB
Version: 1
Testfolder L) |V Changing the Default HSM Scheme JPG 12M 212006
- O ging & Downloadfile 2
EHRIE vimxdemo r [# (& Canfiguration Parameters.JPG 1002712006 | T —
3 http:/ /localhost/ArchiveWeb/items/GetFile.ashx?openinline =1&encryptedguid=yHQ3tDb%2bB4Es)j %02 = | Ellil
File Edit Miew Favortes Tools Help | :‘.'
W) Back = £) - Iﬂ Iﬂ :‘ | /':'Search = Favorites & ‘ L= = ﬂ
Address Iéj http:,f,f\ncalhnst,l’nrchiveWeh,l’items,l’GetFile.ashx?npeninline=1&encryptedguwd:yHQ3ch%252hB4Esjj%252FEPZtOJWz°.-"n252ka2W°.-"oZEj Go | Links **
EEE = @ @I IS - ﬁ:‘ @ - [ L3e  ms |- @ | My R ‘ Search Adobe PDF files
103 O
A - — - - »
$ What is Enterprise Manager used for
5
E
E In Enterprise Manager you can set many useful criteria for automated email
1= archiving. With the use of Enterprise Manager you can specify when, in what

Filters

It may be sometimes difficult to quickly find the desired document among hundreds of others in
a folder. ArchiveWeb filters can facilitate this task for users. Column header filters allow
document filtering based on different criteria.

NOTE: Filters are accessible only if they are allowed in the Your profile settings. To allow
filters in the column headers, click logged on user name in the right-upper corner. Select Your
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profile from the drop down menu. Then in the main pane in the check the Show filters in
header check box. Click Apply changes.

By using the column header filters user can display only documents satisfying his/her criteria,

e.g. only documents with specific name, with specific size, created during a specific time
period etc.

To apply the filter in a folder, click on the search icon (2) in the selected column header. For

instance, if you want to display only documents with specific name, click the search icon (=) in
the Name column header.

> -
Metalogix @ |Search F i Ite rs Welcome EXDEMO\Administrator -
@ Files Archive & fions s age 2
Eri vrxdemo
BHCa C 3 tool manuals
{1 !Setup! [ word manuals
1 Archive folder 5 MET Framewark 1.1 Configuration for exchange@PAM pdf 07(1 412006 14:01:48 208.10 KB BUILTINAdministrators
Documents and Settings
c i B @ ) Addin MS| setup with 1S 10_5.doc 07/ 472006 14:01:48 135.00 KB BUILTINWdministratars
1 Exalead Enterprise
@ = AddinSetup MS| setup with ¥S.doc 071142006 14:01:48 127.00 KB BUILTIMNWdAministrators
1 Standard
20| Test folded @ _ﬂexchange@PAM Scripting.doc 07142006 14:00:06 113.00 KB BUILTIMWdAmIinistrators
E tool manuals 7 exchange@PAM Whitepaper - Archiving solution. pdf 07/14/2006 14:00:00 208.30 KB BUILTINWAMInistrators
ward manuals & For Downloads pdf 0711472006 14:00:12  26.07 KB BUILTINWdministrators
RS2 viTidema @ S FTSDECoNny.dot 0711472006 14:00:46  36.50 KB BUILTINWdministrators

In the pop-up dialog enter the desired name or string which the name should contain. Confirm
by clicking OK.

Metalogix 6 Search A Welcome EXDEMO\Administrator -
[ Home | CiTest foldent ]
@ Files Archive &

B-&fl vmidemo 8| Mawe O Ceeatepow o SzE o | Duner als

c L2 contains  [setuy]
1Setup!

|
o o)

=

E| Gt el A pdf 07/14/2006 14:01:48 202.10 KB BUILTINWdministrators
D ts and Settings

-~ Emlumjgstan ) S [w] S Addin MS1 setup with 15 10_5 doc 0701 4/2006 14:01:48 135.00 KB BUILTIMWdministratars
|| Exalea nlerprise
- Standard [w] T AddinSetup MSI setup with VS doe 0711472006 14:01:48 127.00 KB BUILTINWdministrators
1

] CJ

After clicking OK, only documents with the desired name will be displayed in the list view.
(Filtering can take few moments on a large database.)

NOTE: You can apply several filters at once. All applied filters are displayed in the list view
header. To cancel filtering, click Remove filters in the list view header.
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Meta[ogix (i) Search a Welcome EXDEMO\Administrator -
‘ Files Archive ‘Size'equals or less than 250.00 KB
Ié!—t,ﬂ vrxdemo ‘Size' equals_or greater than 100.00 KB
) ‘Wame' contains setup
mHa ¢ Eemove filters
1Setup! )

i Archive falder oetions s i Page [1 <ot o dmcora(@ound

3 Docurments and Settings | | 8 I MAME (& 0. CREATED ON CL| SizE CL| DWNER, Q| a |

__1 Exalead Entarprise r [w] & Addin MSI setup with 15 10_5.doc 07142006 14:01:48 13500 KB BUILTINWdministrators

1 Standard - @ & AddinSetup MS| setup with ¥S.doc 0711472006 14:01:48 127.00 KB BUILTINWdministrators

Syl Test folder r [ 5 Gatherersetup MSI setup with VS.doc 07H 412006 14:00:46 119.00 KB BUILTINWdministrators

E i r ] 5 PSTGatherer MSI setup with 15 10_5.doc 07/14/2006 14:10:07 11650 KB BUILTINWdministratars
wiord manuals

Menu bar

In ArchiveWeb the user can search in archived documents, lock them or adjust the list view.
All these and also other tasks are accessible through the menu bar.

Use the Select menu to Select all / Unselect all documents in the folder.

Use the Lock menu to Lock / Unlock documents (see the isleckti or
document so)

Use the Export menu to export selected files to ZIP file. The ZIP file contains the files and

excel spreadsheet with file properties. Links to the exports can be found under Logged-on

user / Async tasks in the right upper corner.

The Actions menu button is located on the menu bar of the main pane. It is accessible on
different sub-nodes of the Files Archive tab and its options may vary for different folders. Click

it to unfold the menu.

Metalugix (6] Search P
@& Files Archive P

=h=i vmxdemol0
EH

1 !Setup!

Archive folder

Last Access r

L3 v1.0.3705 - =
Test

&) -
FH_1 Documents and Setting: &? Show items without shortcut

[ Best practice

Turn Comparison On
Turn Comparison On

+H_i Exalead Enterprise SheEm e e
EH 1 Standard

=H__1 Testfalder
L3 tool manuals

Add tag[s} tﬂ selected items

Remove tag(s) from selected items

Remove t z) from selected items

Ve T8gis

. Taggeditems
RN T— Deete documents
— 3
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The Actions menu options are the following:

1 Refresh i refreshing the list view

1 Search i searching in all files based on different search criteria (described in
detail in the Search tab section of this manual)

9 Turn the Comparison On i highlighting lost items of the file system or
SharePoint (see further)

1 Show mails without shortcut T displaying only files that do not have
shortcuts in the file system or SharePoint (i.e. so called lost items) in the
selected folder (see further)

1 Add tag(s) to selected items i predefined tags can be added to the selected

i tems (see Tagheditemetabd) i on 6

Remove tag(s) from selected items i removing tags from selected items

Delete documents T selected documents will be marked for deletion in the

archive. Files marked for deletion are kept in the archive and they are

retrievable during their retention period. However, upon the expiration of
retention time files marked for deletion can be deleted by Delete job from the
archive to free up space

NOTE: Use the Columns icon (m) on the menu bar to add or hide columns of the list view.

= =4

Under the File Archive tab the user can access all files that were archived. Even if the archived
file was deleted from the file system/SharePoint, it is accessible in ArchiveWeb. Such items,
i.e. archived items which have no shortcut in the file system, are so called LOST ITEMS.

As the default, in ArchiveWeb you cannot distinguish which items are lost and which are not.
However, it is possible to switch to a different view where the lost items will be marked.

NOTE: LOST ITEMS cannot be reached from file system until they are restored as described
i n t he Lestiemsirestaringd .

Switching between different views can be done easily using the Actions menu.
9 To highlight lost items in the list view, click the Actions button above the files
list view. Then select Turn the Comparison On from the drop-down menu.
Lost items in the list view will be highlighted in blue.

Metalogix (i) Search "_“ Welcome EXDEMO\Administrator ~
Preview

C:\test folder\Best practicel

(4]~ <] Page (1 | of File name:

test.d

% Remove tag(s) from selected items

Directory: C\test foldert
fi Refresh i
Refresh cument vie Archive server: vmxdemo10
‘ Files Archive o r MNAMET (i) Searc] Created by: administrator
= flvmxdemo10 r Gwn Show search page Created on- :\;ﬂrzsrznﬁ 10:40:13
zlac | : Owner: BUILTINVAdministrators
£} [ test folder & U TLTTEE T “ Size: 1KB
4 [ Addin S —ondisk: 4 KB
: i i )
=) W Best practice &} Showltemswﬂhouisho ortcut Size: 4 KB
o Version : 1
~La02 Download file
Add tag(s) to selected items
Add tag(s) to selected items File | Comments

Delete documents
F
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NOTE: When this view is turned on, ArchiveWeb has to process higher volume of
data which in turn causes lower performance. So, switch this view on only when
you need the lost items to be highlighted.

To turn off the lost items displaying, open the drop-down menu and click Turn
the Comparison Off.

1 To display only lost items of the selected folder, click the Actions button
above the files list view and then click Show items without shortcut.

Metalogix ©

Search

£

Welcome EXDEMOVAdministrator -

BTN 6 —

‘ Files Archive o
£ = vmxdemo10 r 3 o
| @

=ac
- [ test folder
B [ Addin

| =
LCao?

. Taggeditems
R —
- stas

2 |1 ~||of File name:

Reiresh

@ Search

test.bd

Turn Comparison On

Show items without shortcut

Directory: Citest foldert
Archive server: vmxdemo10
Created by: administrator
Created on: 11/29/2011 10:40:13
AM
Owner: BUILTINAdministrators
Size: 1KB
Size on disk: 4KB
Shortcut Size: 4 KB
{b Version : 1

Add tag(s) to selected items

% Remove tag(s) from selected items

|5how ikems without shortout |

File | Comments

Delete documents
¥

To display all archived data again, simply click on the folder node in the left pane again. The
list view will be refreshed and all data will be displayed.

Lost items restoring

As mentioned in the previous section ArchiveWeb enables the user to browse through
archived items even though they were deleted from file system or SharePoint. Such items are
called LOST ITEMS. Lost items shortcuts can be restored back via ArchiveWeb.

As default it is not possible to distinguish between normal items and lost items. Therefore to
restore lost item back to the file system or SharePoint you need to go through two simple

steps:

1. Highlighting lost items
2. Restoring lost items

1. Lost items highlighting can be switched on in two different ways:
a) Click the Actions button and select Turn the Comparison On from the drop-
down menu. Lost items in the list view will be highlighted in blue.
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b) Click the Actions button and select Show mails without shortcut from the
drop-down menu. Only lost items of the selected folder will be displayed (see

the previous section).

2. After lost items are highlighted, their shortcuts can be restored back to file
system or SharePoint. Select the lost items you want to restore. In the
Actions drop-down menu you can now find two new options: Restore
Selected or Restore All. Click the desired option. Shortcuts to the selected
(or all) lost items will be created in your Outlook.

Metalogix ©

Search

(2

Welcome EXDEMOVAdministrator -

“ Mailbox and archive compare: C:\test folder\Best practicel01\

w 4l - <] <] Page |1~ User manual fc
= File name: PAM4exchange
ﬁ Auditing Refresh ) Outlook Addin v
r R et vz Directory: Critest folderiA
@ Files Archive B g} Search Archive server: vmxdemo10
= gﬂvmxdemo‘lﬂ | @ (=) Best Practice manual SresmsE s Created by: administrator
=) D c I [W] = Best Practice manual Created on * 1212012011 12:
[= [ test folder - . Turn Comparison Off PM
2 L1 Addin C CEE & Turn Comparison Off Owner: BUILTINVAdmin
P &} Show items without shortcut . Size: 595 KB
Shawiiems without sheret " sizeondisk: 696 KB
P Shortcut Size: 4 KB
= [ Best practice ) Restore selected Version : 2
| > Restore selected documents Download file
302 7 I_{fa_g_t(.)_r(_a”a.ll_ . tore selected documents s
L o L —
Add tag(s) to selected items
“ % Add tag(s) to selected itemns
b Py Remove tag(s) from selected item
k Remove tag(s) from selected itermns
L} L

Legal hold i lock documents

For audit purposes documents can be locked by the user. When the document is locked, it
remains in the state in which it was locked, i.e. it cannot be deleted, edited etc. simply it cannot

be changed in the system.

To lock documents, select the desired documents in the main pane. Then click the Lock
button on the upper bar to unfold the menu.
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Metalogix [6] Search ﬂ Welcome EXDEMOVAdministrator -
[ Home | Preview - I~
@ Files Archive s
é'%ﬂ pece ol | Lock all documents E SiZE O, QWNER
BHa C: ] @ Lok all documents
IéH:] test folder r E Unlock all documents 1:45:58 PM 706 KB BUILTINAdministrators
Addin - [w} Q Unlodk all documents 31452PM 696 KB ElUILTIN\Administrators
=H_1 Best practice v B Lock selected document{s) 31452 PM 649 KB BULTINAdministrators
g Lok selected document(s)
m Unlock selected document(s)
Unlodk selacted document(s)

From the menu select Lock all documents or Lock selected document(s) according to your
intention. Locked documents will be displayed with a yellow lock icon (f_-?'l).

NOTE: Unlock documents by selecting Unlock all documents or Unlock selected
document(s) from the Actions menu.
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Exchange Archive tab

This tab is displayed in ArchiveWeb navigation pane on the left side of the window if Archive

Manager Exchange Edition is installed in the environment.
emails archived by Exchange Edition. The Archive Manager

Under this tab you can handle
archive is accessible even if the

Exchange server is down. User can browse through emails, search in them, restore lost items

etc.

After clicking the Exchange Archive tab in the navigation pane, the Exchange Archive menu

is unfolded offering access to
o0 Mailboxes
o0 Public Folders

In our example we have logged in as an Administrator. Therefore, under the Mailboxes node

you may see the Administrator folder. Providing that the
ot her us er stbesemmilbdxds wan deslisted under
on the settings defined on the Settingstab-s e e

administrator has rights to view
the Mailboxes node (depending

Eeltimgs tAbochapter in this manual).

Unfolding the Administrator node displays all directories where emails have been archived
(i.e. emails residing in these directories have been archived with Archive Manager Exchange

Edition and are now placed in the archive).

2} ArchiveWeb 2.0 - Microsoft Internet Explorer

=101

File Edit ‘iew Favorites Tools Help

| &

OBack L > Iﬂ Iﬂ :‘_ | ,'-:'Search -~ Favorites o Media £ | L= E i‘b

Address I@ http: {flocalhostfarchiveWebimaster farchiveWeb. aspx

| B eo |Links =

Metalogix

(£

- Actions I -l Page |1 «|of 1 ~ .14 record(s) selected.

& Exchange Archive

Welcome EXDEMO\Administrator ~ ||

manuals

-

Jack Sparrow

-

: - | ",%| | | ERONM Q| SUBJECT Recoiveq . D5/0312007
- €F Mailhoxes - 4 0 Rembrandtvan Riin & useful documentation T 106726
ép-\:-’jAdminisIrator r P A Jack Sparrow A manuals To: Leun_a_rd kopper,
Ik - @ oo EP = Administrator
=] eter Johnsans acumentatian
Export g ce: tester; .
PET Archive | =] Jack Sparrow & manuals srv_exchange
Cent ltems Il .4 B pPeterJohnsons (P documentation Attachments {2} :
g [v#] Adrinistrators Manual exc
test 14092006 72 = Feter Johnsons & documentation MUserManual for exchange
5 Fublic Folders I = Administrator T da test | 0] [Test|[HTML| [RTF [ Camm
I~ = Administrator O/ RE: MSDE support Hello,
I = Administrator O/ RE: MSDE support
| =] Peter Johnsons SV RE: Cofiguration
r = Peter Johnsons [ RE: Cofiguration |
| = @ Adrinistrator ' MSDE support
| = 8 administrator Swhitepapers
- = # Administrator £ Enferprise Manager manu
- 4 O administrator

 Quick Install Guide -
»

|g'| Done

,7 ,7 ,7 ||.J Local intranet v

When vyou

cl

c k

on t he us e rAdnsnistratordreode), yon caroalnack e x a

the mailbox information as the size of archived messages, size of mailbox in the archive,
shortcut size, number of archived and deleted archived emails. All information will be
displayed in the main pane i see the screenshot below.
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ZJ Archiveweb 2.0 - Microsoft Internet Explorer 10l x|
File Edit ‘Yiew Favoribes Tools  Help | 1',"
Qback - 63 - €] ] | ) Search <7 Favorites @ Media 41 | H- = B 058
Address I@ http: fflocalhost farchivesveb master fdrchive\Weh, aspx j Go |Links >
-
Metalogix @  |Search 5" Welcome EXDEMO\Administrator ~

- mbex  |E
Mailbox - Administrator
Archived message size 69.21 MB

¢ Exchange Archive

Archive size 61.77 B
f}@ Mailboxes Shortcut size 150.63 KB
Archived emails 52
Inho}{ Deleted archived emails 15
B Export
PST Archive
Sent lterms
trst 14097 N00A

|@ Done l_ l_ l_ |\§ Local inkranek 4

NOTE: Not all Exchange Archive tab functions may be available for the logged-on user. The

functions must be allowed for the user. For more information see the Roles and Permissions
sections.

Mailboxes node

When you unfold the Mailboxes node, you may see a sub-node belonging to the logged on
user highlighted in red (e.g. in our case Administrator). Further on, if you keep unfolding the
sub-node (i.e. Administrator) you will see all folders of the respective mailbox that contain
archived emails.

NOTE: You may see here also sub-nodes belonging to other users. These are users to which
the logged-on user has been assigned access rights in the Exchange Edition Enterprise
Manager. (For morSettingstdbo r sn@al i oeansee 0

Under the Mailboxes node you may browse through different folders to view archived emails
(see below).
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<3 Archiveweb 2.0 - Microsoft Internet Explorer

File Edit Yew Favaorites Tools Help

=101
L

QBack ~ 3 - [«] [2] 0 | ) Sgarch  <'- Favorites @ Media 42 | SN =N

Address I@ http: fflocalhostiarchiveweb/masterarchiveseb, asp:x

Rl K= |Links »

Metalogix o)

Search

Welcome EXDEMO\Administrator -

Preview - [~
€ Exchange Archive r | ‘lﬂ| | | FrOM Q. | BupJECT
CHER Mailboxes Il 1 8 Rembrandtvan Riin & useful documentation
=+ Administratar r 1 8 JackSparrow I manuals
R r = 8 PeterJohnsons = documentation
Export
3 PST Archive | | 0 Jack Sparrow = manuals
F3 Sant tame ) r B4 8 PeterJohnsons S documentation
~ test 14092006 g B4 8 PeterJohnsons S documentation
g Public Folders r | Administrator 7 datest

Email handling

When an email is selected, a preview displays the body, header and attachment information.
Attachments can be opened from this preview simply by clicking on the attachment link. The
email can be opened or saved in its native format via Outlook (as an .msg file) or in Outlook
Express (as an .elm file). To do so, click the Outlook or Outlook Express icon in the Preview
pane of the given email. The email opens in a new window and can be replied, forwarded etc.

Metalogix [ Search Welcome EXDEMO\Administrator -

r:a
e e

Preview

@ Exchange Archive v [Selectz | Lock o [Actions o (1o (6], <] Page |1 ~ljoft > P4, best practice
£ €F Mailboxes 0 record(s) selected. 9 recordys) four Matt Hudson
2 3 Administrator r From ™, | SussEcT | Receven) & SzE S Received : 7/14/2010 11:25:08 Al
i T Administrat
P E e r b Beno Jagge ™ funny 3302011 15:16 5 KB o ministrator
|l 3 Contacts i » a i Cc: Matt Hudson; Bono Jagger
_ - B | Adminiztratc CF FW: best practice 192010 1 MB A @:
|l [ Sentltems - = Diane Peter: test mai 7142010 6 KB Best Practice manual for PAM4Exchange.
. L[ jTasks r = # Matt Hudsor 1 best . 7142010 1 MB m Best Practice manual for PAM4Exchange.c
= - S - T
i 3 Antonio Salieri i % 4 0 MattHudsor T best practice 742000 1MB ( @T G ) Text ‘ HTML | RTF | Co
: = Qs_w—exmange - ] 8 Matt Hudsor = best practice TH4/2010 1 MB 5 “'-Tt-’
[+ % Public Folders ear partner,
T @ 4 8 Dianepeterd Outiook 6/21/2010 992 KB
r -4 @ Diane Peter: PAM4Exchange 6/21/2010 830 KB Attached you can find the short and
r 4 8 Antonio Salii helo 812112010 1 MB quick Best practice manual for

PAMAExchange..

L Auding

_:a- Files , e
S
I Z i ' I = I .
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If the Preview pane is too small and you wish to see more, click on the arrow on the top bar to
unfold it (It serves as a switcher). After unfolding it you may see the text as well as shortcuts to
attachments.

NOTE: You can also click the Open in new window icon (&) from the list view to open the
email in a new window.

Metalogix (i Search m Welcome EXDEMO\Administrator -

& Exchange Archive #  best practice

=) €2 Mailboxes Matt Hudson
= £ Administrator Received: 7/14/2010 11:25:08 AM
: | [ Calendar To: Administrator
L. 1 Contacts Ceo: Matt Hudson; Bono Jagger
[ Attachments (2)

- 1 Sent ltems [ ] Best Practice manual for PAM4Exchange. pdf (653 KB)[w] Best Practice manual for PAMAExchange.doc (599 KB)

| Tasks 0] |5 | Text | HTML | RTF | Comments |
i QMTOHIOSEHQH 1
& 9 srv_exchange "'| Dear partner,

& % Public Folders

Attached you can find the short and quick Best practice manual for PAM4Exchange..

| # Auding

The email body can be displayed as a plain Text, HTML or RTF when you click the respective
tabs in the preview pane. The default body format is set under Your profile / Style.

On the Comments tab you can add comments to the email. Simply enter the note in the
provided text box and click Add.

L4 ~
Metaloglx 6] Search Fa Welcome EXDEMO\Administrator -

@ Exchange Archive |Select - Lock - Actions -\ (1 [i€) o) Fage |1 ~]jota o I best practice

= €F Mailboxes Matt Hudson
21 5 Administrator - - = ~ Received : 7/4/2010 11:25:08 AM
. |3 calendar *\|RecEwep] N SEE To: Administrator
|.. [ Contacts - | Bono Jagg ) funny 30312011 15:16 5 KB Ce: Matt Hudson; Bono Jagger
a o 1npox| r 1 8 Administra 7 FW: best practice 21912010 1 MB LR ETUETS )2
l. 3 Sent items Best Practice manual for PAM4Exchange.pdf (653 KE
| i [Ea3Tasks r = Diane Pete ! test ma 711472010 6 KB |w| Best Practice manual for PAM4Exchange. doc (699 Ki
i lgﬂmtomoSahen : r 1 B watt Hudsc ' best practics 7142010 18 (( |§I ‘ o] | Text ‘ HTML | RTF ‘ Comm_eh {
B —dsrv exchange T & U Matt Hudst) best practice TH42010 1MB "
& 9 Public Folders r 1 8 Matt HudscT best practice 71412010 1 M8 comment|
T % ] O DianePpetecd Outiook B/21/2010 992 KB
r 1 8 Diane Pete ! PAM4EXchange 6I21/2010 830 KB
r 1 8 Antonio ST hello 6/21/2010 1 MB Add comment
Administrator (8/23/2010 4.39:43 PM):

\ this is very useful manual
b 7
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After clicking on the attachment link, the attachment will be displayed (as shown below) and
you may work with it in the associated program.

/2 Archiveweb 2.0 - Microsoft Internet Explorer =] 3]
Fil= Edit Miew Favorites Tools  Help ‘ -a’
Qoack ~ O - [ & | ) search ¢ Favortes @Y Media {4| - B i
Address Iﬁj http:/flocalhastiarchiveeb/master/ArchiveWeb, aspx j Go |Links &
I
Metaloglx j6] Search [ 2] Welcome EXDEMOVAdministrator -

Whitepapers

Administrator

Recemved : 051872006 10:19:19
To:

Attachments (2) H
E

& Exchange Archive
- Mailboxes 1
BRSSP Administrator

|
Expaort

de.pdf f45 KEI)

-exI HTML||RTE || Somments

FST Archive

/ http:/ /localhost/ ArchiveWeb /items,/GetFile.ashk?download =0&:msgid =7D558 1 AFZ JE4 FAAE Ol x|
E
& PublicF Eile Edit View Favorites IDD-F Help ‘ ’*l
) Back ~ ) - [ 2] .“_‘,‘—'Search - Favorites @ Media €ﬂ| - iw = o}
Address Iﬂj http:,l’;’Incalhost,l’ArchiveWeb;’items,l’GetFila.ashx?download:D&msg\d:?DSSS16AF3?E474ABQCESDECBIFEFDDF&varj =4 G0 |[Links *

Beeallvom @i 0Ol eoes e
ol = | o2 ‘D|

Introduction

Exchange@PAM was designed to cover almost all requirements related to archiving and

arising from daily business transactions. As to the archiving procedure, our software offers

several methods and approaches. There are usually two points of view: the backup and -
s26x1l6ain 4| ¥

Bookmarks

oo 4 4 1 af6 PPlle O uFHH it
e e —— |@ Done ’_ ’_’_ H Local intranet 4

Filters

It may be sometimes difficult to quickly find the desired email among hundreds of other emails
in a folder. ArchiveWeb filters can facilitate this task for users. Column header filters allow
emails filtering based on different criteria.

NOTE: Filters are accessible only if they are allowed in Your profile settings. To allow filters
in the column headers, click logged on user name in the right-upper corner. Select Your
profile from the drop down menu. Then in the main pane in the check the Show filters in
header check box. Click Apply changes.

By using the column header filters user can display only emails satisfying his/her criteria, e.g.
only emails with specific subject, with specific size, received during specific time period etc.

To apply the filter in a folder, click on the search icon (2) in the selected column header. For
instance, if you want to display only emails with specific subject, click the search icon (=) in
the Subject column header.
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Metalogix Filters 0] Search v Welcome EXDEMO\Administrator ~

& Exchange Archive 2

€2 Mailboxes 4 8 Rembrandtvan Riin & useful docurmerntation ' 0561472007 13:36:52 307.54 KB
Admlmstrator 4 0 Jack Sparrow manuals 05/03/2007 10:57:25  9.59 MB
4 8 PeterJohnsons documentation 05/03/2007 10:50:36 605.75 KB

In the pop-up dialog enter the desired subject or string which the subject should contain.
Confirm by clicking OK.

Metalogix 6] Search v Welcome EXDEMO\Administrator -

Preview - [~

Exchange Archive 5 | | | FrOM Q| SUBJECT o | REcEwED T O SE
& ailboes 8 Rembrandtvan Riin 4 contains [dac | g
Admlnlstrator 4 8 Jacksparow g m 07 10:57:25
m | = 8 Peter Johnsons f 07 10:50:36 605
1 PST Archive 4 8 Jacksparrow 7 [impartant email] manuals 05/03/2007 09:57:25 8

After clicking OK, only emails with the desired subject will be displayed in the list view.
NOTE: You can apply several filters at once. All applied filters are displayed in the list view
header. To cancel filtering, click Remove filters in the list view header.

Metalogix 6] Search v Welcome EXDEMO\Administrator -

‘Receivad' equals or less than D6/01/2007
‘Received equals or greater than 051012007

e Exchange Archive | Subject contains doc
_[-']@ Mailboxes Remave filters
- Actons o Page [T ot drecodigiwd
|_|",l|| | |m Q|SUEIJECT O\IWEO\M o @
| =] 8 Rembrandtvan Rijn  useful documentation 051472007 13:36:52  307.54 KB
| =] @ Peter Johnsons & documentation 05/0372007 10:50:36 605.75 KB
! | = # PeterJohnsons = documentatian 05/03/2007 09:50:36 60515 KB
G jmeleen : | 1 8 PeterJohnsons ' documentation 05/03/2007 09:50:36  605.15 KB
g Public Folders
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Menu bar

In ArchiveWeb the user can manage emails the shortcuts of which were deleted from the
Exchange server, tag archived emails or adjust the email list view. All these and also other
tasks are accessible through the menu bar.

Using the Select menu, you can Select all / Unselect all emails in the selected mailbox

folder.

Using the Lock menu, you can lock/unlock documents (see t he secti drhockiLeg
documégnt so

Using the Export menu you can export selected items to ZIP file. The ZIP file contains the
items and excel spreadsheet with item properties. Links to the exports can be found under
Logged-on user / Async tasks.

The Actions menu button is located on the menu bar of the main pane. It is accessible on
different sub-nodes of the Exchange Archive tab and its options may vary for different folders.
Click it to unfold the menu.

Metalogfx @ Search Welc:

& Exchange Archive o

= €F Mailboxes record(s) selected @
Iffj- @ﬂdminish’ator
| 3 calendar g} Search
| [ Contacts Bone Jag... Y S ssarE ReaE
' Bono Jag... CF funn
l L 0 watt Huds... 5 invoi & Ium:C?rp:planstgn on
| L.[ATasks
i 29 Antonio Salieri 8 srv_exch.. Ttest &? Show items without shortcut
_ ‘@SN_E}{CI"IEI"IQE Diane Pet... _IljDIJE Show itemns without shortout

[ .9 Public Folders 0 BonoJag.. ' man

Add tag(s) to selected items

Matt Huds... 7 hello % o selected fems
Add tagis) to selected items

Diane Pet... L note Remove tag(s) from selected items

Remowve tagls) from selected items

Matt Huds... (7 sum

Matt Huds... (¥ sum
0 srv exch.. C1Fw: &;‘ Delete documents
srv_exch.. C/RE;g

8 administr.. Frw: | |G

4 4 Administr... £ FW: best practice 8M19/2010 1MB Ad... vI
L |

Actions menu options are the following:

1 Refresh i refreshing the list view

9 Search i searching in all emails based on different search criteria (described
in detail in the Search tab section of this manual)

1 Turn the Comparison On i highlighting lost items of the mailbox (see further)

1 Show items without shortcut i displaying only mails that do not have
shortcuts in the Exchange server (i.e. so called lost items) in the selected
folder (see further)

Undelete items

o o o o o o { A i

| & E ) E R E R E R E

1
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1 Add tag(s) to selected items 1 predefined tags can be added to the selected
items( s ee t heTaggeddtamss @mb® 6
1 Remove tag(s) from selected items I removing tags from selected items
Foll owi ng options are availabl e [Delty Unddete
documents i1 the archivebo
1 Delete documents i marking documents for deletion in the archive

1 Undelete items i removing deletion mark from the items in archive
NOTE: Use the Columns icon (m) on the menu bar to add or hide columns of the list view.

Under the Exchange Archive tab the user can access all emails that were archived. Even if the
archived email was deleted from the Outlook, it can be accessible in ArchiveWeb. Such items,
i.e. archived items which have no shortcut on the MS Exchange, are so called LOST ITEMS.
As the default, in ArchiveWeb you cannot distinguish which items are lost and which are not.
However, it is possible to switch to a different view where the lost items will be marked.

NOTE: LOST ITEMS cannot be reached from Outlook until they are restored as described in
t he s elLostiterosmestéiringod .

Switching between different views can be done easily using the Actions menu.
1 To highlight lost items in the list view, click the Actions button above the
emails list view. Then select Turn the Comparison On from the drop-down
menu. Lost items in the list view will be highlighted in blue.

Metalogix 0] Search [P Welcome EXDEMOMADministrator -
T T (S —
& Auditing  Select - Lock - Actions - [d]- ol | !

@ Exchange Archive & l Fro @ Refresh a
v | Refresh current view

—HEE Mailboxes

i Diane F

Iéh:'-i Adrministrator - e Q: gs.aau:[szrarch page
ol o
L Archive DEER

o Puhblic Folders

.. Taggeditems
[T

7% Ratinac

o 4 o o o (| [
i
[

L=< =~ == == R~ I =]

Turn Comparison On
Turm Comparisaon On
Diane A Show items without shortcut

Show iterms without shoreut

B:

Diane H

L Ry W | I | R W | Ry ¥ | R W i

Antoni

Add tagis) to selected items
Add tagls) to selected items

Remowve tagis) from zelected itams

Remove tag(s) from selected items

NOTE: When this view is turned on, ArchiveWeb has to process higher volume of
data which in turn causes lower performance. So, switch this view on only when
you need the lost items to be highlighted.

To turn off the lost items displaying, open the drop-down menu and click Turn
the Comparison Off.
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1 To display only lost items of the selected folder, click the Actions button
above the emails list view and then click Show mails without shortcut.

Metalogix ®

Search

4

YWelcome EXDEMOWAdministrator -

e e Ry Sl
elect - ock illu 1 Fage |1 | o 0 record

@ Exchange Archive s
=-€F Mailboxes
B Administratar
ez | 11110

5 Public Folders

L Taggeditems
(oL

e

o o o A (|

Refresh

Refresh current wiew

Search
Show search page

Turn Comparison On
Turn Comparizaon On

Show items without shortcut
Show iterns without shortcut

Add tag(s) to selected tems
Add tagis) to selected items

Remaove tag(s) from selected items
Femave tagis)from selected items

To display all archived data again, simply click on the folder node in the left pane again. The
list view will be refreshed and all data will be displayed.

Lost items restoring

As mentioned in the previous section ArchiveWeb enables the user to browse through
archived items even though they were deleted from Outlook. Such items are called LOST
ITEMS. Lost items shortcuts can be restored back to Outlook via ArchiveWeb.

To restore lost item back to Outlook you need to go through two simple steps:
3. Highlighting lost items
4. Restoring lost items

3. Lost items highlighting can be switched on in two different ways:
c) Click the Actions button and select Turn the Comparison On from the drop-
down menu. Lost items in the list view will be highlighted in blue.

d)

Click the Actions button and select Show mails without shortcut from the

drop-down menu. Only lost items of the selected folder will be displayed (see

the previous section).

4. After lost items are highlighted, their shortcuts can be restored back to
Outlook. Select the lost items you want to restore. In the Actions drop-down
menu you can now find two new options: Restore Selected or Restore All.
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Click the desired option. Shortcuts to the selected (or all) lost items will be
created in your Outlook.

Metalogix @

Search

Welcome EXDEMOVAdministrator -

€ Exchange Archive oo Select - Lock - Export - Actions invoice
= £E Mailboxes @ Refresh Matt Hudson
& =9 Administrator r Fefesh cunsnt viss R, g.rh::m{m 31528
|- [ Calendar - %} Search -
| (3 Contacts r = Bono ... Shaw search page :::: xtm@sga}lor.
™ . onio Salieri
v e Bono ... (5 funny
[ Sent ltems o Turn Comparison Off Attachments (1) :
F T r — Matt H... & invoice Tum Comparisen Off | O] renewal.msq (7 KB)
. £ Antonio Salieri O B srv_e. (ltest &} Show items without shortcut A @] | Text | HTML “
-.@sn{_excha.nge g I— | Diane...jn-bssch Show iterns without shortout :
& 5 Public Folders O = 0 Bowo. Smana | Dear sir/madam,
Restore selected
E I III L = == Restare selected docugjimts Regarding the renewals
r - LFID— (@I Restore all |Res;dre selected documents Piwng' please,
R~ o et Soummar N | Pl oo referto..
POt T il
r @ srve. SIFPW dra % Add tag(s) to selected items
_ - Add tag(s) to selected iterms
=] ... (1 RE: drafj
e e r e r Remove tag(s) from selected items
_ I | Q Admin... FW: bes Remaove tag(s) from selected items
I

Legal hold i lock documents

For audit purposes found documents and emails can be locked by the user. When the item is
locked, it remains in the state in which it was locked, i.e. it cannot be deleted, edited etc.
simply it cannot be changed in the system.

To lock emails: Locate the desired emails under the Exchange Archive node and select
them. Click the Lock button on the upper bar to unfold the menu.

Metalogix

Search

Welcorm

¢ Exchange Archive [ Q Lock all documents
- = Lock all documents
€% Mailboxes - -
10 & KB
5 it (S | Utk all documents
Inkbioy r = 10 1 MB
) Lock selected document{s)

5 Public Folders | @ P {E’} 10 1 MB
r % Unlock selected document(s) 19 el
: v 1 | Unlock selacted document(s) 10 168 KB
v | { Dizne Peters PAMAE:Cchange B212010 830 KB
I | 8 artonio Salieri (7 hell Bi2172010 1 MB
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From the drop-down menu select Lock all documents or Lock selected document(s)

according to your intention. Locked documents will be displayed with a lock icon (fl)
yellow T locked by the logged on user
grey - .locked by another user

NOTE: Unlock documents by selecting Unlock all documents or Unlock selected
document(s) on the drop-down menu.

Public Folders

Under the Exchange Archive / Public Folders node one can find archived items from all
accessible Public Folders. Unfold the node down to the desired public folder by clicking the
plus sign. Archived items of the selected public folder will be displayed in the main pane.
Managing and handling the Public folders items is the same as described for mailbox items
(see the previous section).

.
Metalogix 6] Search (L] Yyelcome EXDEMCNVAdministratar -

[ Home - Maketng ] Preview -]

g renewal
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; i ” o Q| RECEVED (v Q SiZE Q
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WS hiarketing T B administrator S manual B/21/2010 1me ¢| Today weissued apress release
r 1 B sministrator S news SEERD 1LE announcing Meifa!ogm higration Manager
for Blogs and Wikis, There has been quite
> . amount of Tweeting and other social media
% discussions today and this afternoon
% ChSWire posted anarticle. It's a pretty
i straightforward piece but it's definitely
% generating interest: “The Metalogix
A iiiiﬁli all [ N I\.-’1|glrallt|0n Mgnaggrfqr Blogs alnd Wlkls . =l

www.metalogix.com/Support sales@metalogix.net Metalogix Software 30/65




Metalogix

Manage, Migrate , Archive, Store, Protect

Tagged items tab

In ArchiveWeb, user can sort emails and documents by adding various tags to them. Tags are
logged-on user defined categories. They help the logged-on user quickly find and distinguish
emails/documents of one category e.g. important emails, documents regarding one particular
event etc.

All tags are listed, edited or deleted under Tagged items tab. At first we describe how to
create tags. Then the process of adding tags to emails/documents is illustrated.

When you click on the Tagged items tab for the first time, no tags are created. The list view is
empty. To create a tag in the main pane hold cursor over the Actions option and then click
Add.

NOTE: Not all Tagged items tab functions may be available for the logged-on user. The
functions must be allowed for the user. For more information see the Roles and Permissions

sections.
/2] Archiveweb 4.1 - Microsoft Internet Explorer Ol x|
File Edit ‘Wew Favorites Tools  Help | a'
@Back > E‘I @ -_:‘J | ,D Search :':? Favorites | = & Iﬂ_;l =[] ﬁ
Address I@ httpe/flocalhostarchivewebfmaster farchiveweb, aspx j Go |Links =
* -
Metalogix @ | Search . Welcome EXDEMO\Administrator -
«)

Actions
% Add ‘

% Tagged items

2 Define tags

In the Insert new tag pop-up dialog enter the name for the new user tag, e.g. important email

and click OK.
2} ArchiveWeb 4.1 - Microsoft Internet Explorer =10l x|
File Edit iew Favorites Tools  Help | #
@Back S E‘] @ -_,"J | }3 Search ';“?Favorites L5 | (== & I.')_—I ~ [ ﬁ
Address I@ hktp: fflocalhostfArchive'Webimaster farchiveeb, aspx j G0 | Links **
Metalogix (i) Search v Welcome EXDEMOVAdministrator ~

Insert new tag: |Impor‘[ant email |

4 Tagged items m

2 Define tags
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The tag will be added to the list of tags under the Tagged items tab. To make the tag more
visible and distinguishable you can define background and font colors of the tag. To do so,
click Edit.

23 Archiveweb 4.1 - Microsoft Internet Explorer - 10l =l
File Edit Wiew Favorites Tools Help | ':.'
QBack - &) - (] [2] _,\J| ) Search <7 Favorites 42 | (== = Iﬂ_-l - R
Address @ httpifflocalhostarchivewebfmaster farchiveweb, aspx j Go | Links **
> ~
Metaloglx (i) Search A Welcome EXDEMO\Administrator ~
Tagged items []
= ;
| | Tas | BACKGROUND'S CDLDR| FonT's cOLOR | APPLY FDR|
© Open tagged items (0} |Important email | | | | twiobay E:ﬂ iil Delete

% Tagged items

2 Define tags

% Important email {0}

IntheBackgr ounadnd B o bd adrop-dolwrohoxes select the desired colors. In the
Apply for drop-down box you can set if the tag should be available globally or if it should be
available just for Files Archive documents or Exchange Archive emails or for Auditing. When
finished, click OK.

-
Metaloglx 6] Search [ 2] Welcome EXDEMO\Administrator -
s il I | = ~_ Actions -
— | | Tac | BACKGROUND'S COLOR | FONT'S COLOR | APPLY FOR |
W_ % Opentagoed items (3) Important email Agua - _'l (Global) - m
; AliceBlue r

aalaogeditems e b AntiEueWhite

E\\) Important email {33 Aguararineg
Azure
Beige
Picrnn

Click the Defined tags node to display the list of all pre-defined tags in the main pane. The
tags can be edited or deleted when clicking the respective button next to the tag.
Furthermore, each tag has its sub-node under the Tagged items tab. Click the tag sub-node.
List of all items marked with the respective tag will be displayed in the main pane.
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Hello,

Adding tags to items

After the tag was defined, it can be added to:
1 emails (in any mailbox folder or in a public folder)
i document
1 auditing item

NOTE: Tag can be applied to all three type of items, if it is defined as global tag (default).
Otherwise it can be applied only to selected type of items (see above).

To apply the tag, locate the desired item under Files Archive/Exchange Archive/Auditing tab
and select it (check its check box). Then open the Actions menu from the upper bar of the
main pane. In the Actions menu click Add tag(s) to selected items command.
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Public Foldars Moo 8 e Turn Comparison On 74200 1MB e srv_exchange;
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: 8
r - (i Add tagis) to selected items Elaii2ely 1=
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In the pop-up window select the tag which you want to add to the item and click OK.

2§ Archivewteb 4.1 - Microsoft Internet Explorer -0l =l
File Edit Wiew Favorites Tools Help | a’
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NOTE: You can also create a new tag if you enter a tag name in the Insert new tag text box
and click Add. That new tag can also be added to the selected items.

To edit this new created tag (its background and font color), click Tagged items tab. List of
tags will be displayed in the main pane. Click Edit next to the newly created tag and edit its

design.

Once the tag has been added to the items, it will be visible in the emails/documents list view.
The tag is displayed also in the preview pane.
A tag can be removed using the Actions menu or directly in the preview pane.
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All items marked with a specific tag are listed under the tag sub-node. Unfold the Tagged
items tab and click on the desired sub-node, e.g. Important email sub-node. All items marked

with Important email tag will be listed in the main pane.
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Auditing tab

This tab is accessible if Auditing is configured (see the i A u d o mahually Auditing feature
allows administrator (or other users defined in web config) to log defined user actions in the
email archive, i.e. the administrator has an overview of archived / restored / retrieved emails
and executed fulltext searches. Even all actions made in Enterprise Manager console (both for
Exchange Edition and Files Edition) are logged.

To view the logs, click on the Auditing tab. Then unfold the Email Archive node to access the
Exchange Edition logs or Files Archive node to access the Files Edition logs. Then you can
browse through different types of logs 1 archive actions (Archive node), restore actions
(Restore node) etc.

NOTE: Not all Auditing tab functions may be available for the logged-on user. The functions
must be allowed for the user. For more information see the Roles and Permissions sections.

The log entries of the selected action are displayed in the main pane. Data of the log entry
selected in the main pane are displayed in the Preview, e.g. log category, date, computer,
user etc.
You can download the selected log entry when you click the Download the log entry link in the
Preview.

Filters in the column headers allow you to filter the main pane list view and display only
desired items. To apply the filter, click on the search icon (<) in the desired column header. In
the pop-up set the filter criteria. It is also possible to apply several filters at once.

NOTE: Filters are accessible only if they are allowed in Your profile settings. To allow filters
in the column headers, click logged on user name in the right-upper corner. Select Your
profile from the drop down menu. Then in the main pane in the check the Show filters in
header check box. Click Apply changes.
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