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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Using simply the same AD login credentials, the user sees all mails and files that have been 
archived previously, including those emails for which the shortcut has been deleted from 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 ñdomain name\user nameò) 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-in userôs credentials are used. This is set in C:\Program Files\ Common Files\ 
PAM \ Web \ ArchiveWeb \ Web.config where <authentication mode = ñwindowsò>. 
NOTE: If ArchiveWeb feature alone is installed on a separate server, see the section 
Addendum / ArchiveWeb installed on a remote server. 

 
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 based on roles (see the ñRolesò section). 
The Permissions option is available if the user has necessary permissions. Under this option 
you can manage user/ArchiveWeb roles assignment based on users (see the ñPermissionsò 
section). 
The Your profile option enables you to adjust ArchiveWeb layout to your liking (see the 
ñProfile Settingsò section). 
The Async tasks option displays finished or processed asynchronous tasks, e.g. exporting of 
search results. For more information see the ñExporting found email itemsò section. 
Log off option is to be used when logging off. 

 
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: 

¶ Files Archive ï displayed if Archive Manager Files Edition is installed in the 
environment; used for browsing the Files archive 

¶ Exchange Archive ï displayed if Archive Manager Exchange Edition  is installed 
in the environment; used for browsing archived emails 

¶ Auditing ï logging defined user actions in the email archive  

¶ Tagged items ï sorting emails and documents by tags 

¶ Search ï searching in all archives using advanced search criteria 

¶ Statistics ï archived and retrieved files overview 
We describe each tab and all its functionality in separate chapters. 
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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: 

¶ in ArchiveWeb under Permissions the Management roles / Define roles has to be 
allowed for the given user/group 

¶ in Archive Manager Exchange Edition Enterprise Manager on the Tools / Options / 
User Roles the given user has to be added with Modify roles option checked 

¶ in 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. 
 



 

Manage, Migrate , Archive , Store , Protect  

 

  

www.metalogix.com/Support                  sales@metalogix.net                  Metalogix Software   7 / 65 

 

 

 
 

 
To assign users/groups to roles: 
1. In the Server drop-down box on the menu bar the ñGlobalò option is selected by default; 

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. 

2. Select the desired role in the list of roles. 
3. 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. 
 

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. 
 

 
 

 
To assign roles to users/groups: 

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

2. 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. 

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

4. 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: 
 

¶ You can change the Skin by switching between Classic and Blue 

¶ 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.) 

¶ 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. 

¶ Then set the number of items displayed per page (Items per page) 
 

 
 

¶ To enable filters in the list view on the Exchange Archive and Files Archive 
nodes, check the Show filters in header check box ï for more information on 
filters see the ñExchange Archiveò and ñFiles Archiveò sections. 

¶ 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. 

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

¶ In the 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 

¶ Common search behavior ï define the default search scope for Common 
search under the Search tab; common search will be then executed 
accordingly only in the logged on userôs mailbox OR in all mailboxes to which 
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. 
 

 
 

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 ï Administrator ï 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 node. Archived emails from those mailboxes will be accessible in the 
same way as the logged on userôs emails. 
 
Our example: With Administratorôs full access rights to Administratorôs mailbox all folders with 
his archived emails are listed out under the Administrator node. With partial access rights to 
Antonio Salieriôs mailbox indicated by the red lock (access rights were assigned to his 
Calendar only) only Calendar is listed out under the Antonio Salieri node (see below). 

 
 
 

Files Archive Servers 
 

Files Archive Servers 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. 
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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.) 

 
 

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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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. 

 

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 ( ) 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.  

 

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

 
 
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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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 section ñLegal hold ï lock 
documentsò). 
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. 
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The Actions menu options are the following: 

¶ Refresh ï refreshing the list view 

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

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

¶ Show mails without shortcut ï 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) 

¶ Add tag(s) to selected items ï predefined tags can be added to the selected 
items (see the section óTagged items tabô) 

¶ Remove tag(s) from selected items ï removing tags from selected items 

¶ Delete documents ï 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 ( ) on the menu bar to add or hide columns of the list view. 
 
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 
in the section ñLost items restoringò. 
 
Switching between different views can be done easily using the Actions menu.  

¶ 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. 
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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. 

 

¶ 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. 

 

 
 

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. 
 

 

 
 
 

 

Legal hold ï 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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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 ( ). 
 
NOTE: Unlock documents by selecting Unlock all documents or Unlock selected 
document(s) from the Actions menu. 
 

 

 
 



 

Manage, Migrate , Archive , Store , Protect  

 

  

www.metalogix.com/Support                  sales@metalogix.net                  Metalogix Software   20 / 65 

 

 

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. Under this tab you can handle 
emails archived by Exchange Edition. The Archive Manager 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  

o Mailboxes 
o 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 administrator has rights to view 
other usersô mailboxes; these mailboxes can be listed under the Mailboxes node (depending 
on the settings defined on the Settings tab - see the ñSettings tabò chapter 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). 
 

 

 
 

When you click on the userôs node (in our example it is ñAdministratorò node), you can check 
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 ï see the screenshot below. 
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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 more information see ñSettings tabò section.) 

 
 

Under the Mailboxes node you may browse through different folders to view archived emails 
(see below).  
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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. 
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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. 
 

 
 

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. 
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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.  

 

 
 
 

 
 

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

 
 
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. 
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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 the section ñLegal hold ï lock 
documentsò). 
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. 
 

 
 
Actions menu options are the following: 

¶ Refresh ï refreshing the list view 

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

¶ Turn the Comparison On ï highlighting lost items of the mailbox (see further) 

¶ Show items without shortcut ï displaying only mails that do not have 
shortcuts in the Exchange server (i.e. so called lost items) in the selected 
folder (see further) 
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¶ Add tag(s) to selected items ï predefined tags can be added to the selected 
items (see the section óTagged items tabô) 

¶ Remove tag(s) from selected items ï removing tags from selected items 
Following options are available only if configured (see the section óDelete / Undelete 
documents in the archiveô): 

¶ Delete documents ï marking documents for deletion in the archive  

¶ Undelete items ï removing deletion mark from the items in archive  

NOTE: Use the Columns icon ( ) 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 
the section ñLost items restoringò. 
 
 
 
Switching between different views can be done easily using the Actions menu.  

¶ 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. 

 

 
 

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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¶ 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. 

 

 
 

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. 

 

 



 

Manage, Migrate , Archive , Store , Protect  

 

  

www.metalogix.com/Support                  sales@metalogix.net                  Metalogix Software   29 / 65 

 

 

Click the desired option. Shortcuts to the selected (or all) lost items will be 
created in your Outlook. 
 

 

 
 
 
 

Legal hold ï 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. 
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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 ( ) 
  yellow ï 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). 

 

 

 



 

Manage, Migrate , Archive , Store , Protect  

 

  

www.metalogix.com/Support                  sales@metalogix.net                  Metalogix Software   31 / 65 

 

 

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. 

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

 

 
 

In the Backgroundôs color and Fontôs color drop-down boxes 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. 

 

 
 
 

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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Adding tags to items 

 
After the tag was defined, it can be added to: 

¶ emails (in any mailbox folder or in a public folder) 

¶ document 

¶ 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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In the pop-up window select the tag which you want to add to the item and click OK. 

 
 
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 ñAuditingò manual). 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 ï 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. 
 

 

 




























































