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About the documentation

Introduction
This manual gives an introduction to Archive Manager SharePoint Edition Enterprise Manager i
further referred to as Enterprise Manager i the managerial tool for document archiving and
backup and explains how to work with it. It is a user-friendly application of Archive Manager
SharePoint Edition.

Prerequisite knowledge
Working knowledge of Microsoft Windows Server 2003/2008 is required.

Archive Manager SharePoint Edition features

With Enterprise Manager i the managerial tool for SharePoint archiving and backup - the
administrators can set many global and useful criteria for automated document archiving from MS
SharePoint Portal (SPP) 2007/2010. Along with administrators, even individual users can archive
their documents manually, provided they have been given such rights. All SharePoint operability
remains unchanged for the end user. Archived documents in the application are still available to
the user in the same way as before.

Our software allows transparent archiving of documents, while preserving the existing structure
folders and files on SharePoint Portal 2007/2010 untouched. It provides full version management
with a possibility to restore any of the versions. Archived documents are replaced with a shortcut,
thus not taking up so much space on the disk, yet documents are available for working with them
as usual. Documents may be also restored back. Even restoring of deleted documents is
possible.

Further, with Archive Manager SharePoint Edition you may easily increase capacity on fast
and expensive storage media by using cheaper slower ones. Archive Manager improves the
system performance by reducing the SharePoint production database when it replaces SPP
documents with shortcuts. The backup time for SharePoint environment is thus shorter. All
document metadata (including internal document IDs) are preserved. Standard SharePoint
Search works both for archived and non-archived content. Workflow functionality is not affected
by archiving. Moreover, users still access archived documents directly from the SharePoint
Portal.

HSM as a storage mechanism allows storing of data (even all company data) on one or more file-
servers. Furthermore, it ensures that documents with identical contents are stored only once
regardless of location of their respective original document (single instance storage). It is possible
to use a shared store as well.

NOTE: It is also possible to use OEM store instead of the HSM store.

The system is fully automated. The user has to specify attributes of its behavior only. It enables
centralized search through company data. This solution is faster and more efficient than
searching through different machines/systems.

There are no special settings necessary to allow archiving from SharePoint. With Archive
Manager you can archive documents in supported web parts of MS SharePoint either manually or
automatically. Automatic archiving is done via scheduled tasks i jobs.
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Supported MS SharePoint Portal web parts

Supported SharePoint web parts can be accessed and archived with Archive Manager
SharePoint Edition:

SharePoint 2007
Web part Support No
support

Document Library *

Form Library *

Wiki Page Library *
Picture Library *

Translation Management Library *

Report Library *

Data Connection Library *

Slide Library *
Announcements *

Contacts *

Discussion Board *
Links *
Calendar *

Tasks *

Project Tasks *

Issue Tracking *

Survey *

SharePoint 2010

Web part Support No
support

Document Library *

Form Library *

Wiki Page Library *
Picture Library *

Asset Library *

Report Library *

Data Connection Library *

Slide Library *
Announcements *

Contacts *

Discussion Board *
Links *
Calendar *

Tasks *

Project Tasks *

Issue Tracking *

Survey *
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NOTE: Personal sites are also supported. It is possible to archive documents from them. The
user running the Remote service (usually the SharePoint admin) has to be a Site Collection
Administrator in the corresponding personal site.

Generally, Archive Manager SharePoint Edition is able to archive from sites where the user
running the Archive Manager services is a Site Collection Administrator.

Supported MS SharePoint Portal metadata

Following properties of SharePoint documents are archived:
SharePoint Portal Document 6s URL
Author who created the document
Document creation date and time
Recent user having modified the document
Document modified date and time
Display document name i title
Comments
Document version number
Custom columns in document libraries to the appropriate MOSS folder
o Preserving the value of user defined columns of Text, Note, Choice,
Number, Integer, Date and User type
0 Lookup and Choice, simple ones and more advanced, connected to
external data source
0 Multi-choice and Picture (URL)

= =4 a8 -_a_-a_-98_°8_-2
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Enterprise Manager

Enterprise Manager is an administrative application of Archive Manager SharePoint Edition.
With this application you may set many useful criteria for manual and automated document
archiving (such as global and specific settings for automated archiving processes, e.g. you may
specify when, in what way, and which folders will be archived automatically). On the other hand,
archived documents can be restored anytime.

IMPORTANT NOTE: It is important to have Archive Manager installed on every SPP front-end
server (computer) whose documents you plan to archive. However, Enterprise Manager can be
installed elsewhere to control the processes remotely! Furthermore, there can be several
Enterprise Managers running in parallel.

Run Enterprise Manager (click Start /Programs /Metalogix /Archive Manager SharePoint
Edition /Enterprise Manager or run it from: Disk / Program Files /Metalogix /MAM4Share /
FilePamManager, depending on its installation location). This will open the Enterprise
Manager window.

When running Enterprise Manager for the first time on a computer where Archive Manager is
installed as well, the local computer is automatically displayed in the list box, and its
corresponding tab is displayed next to the Home tab on the upper bar.

. Manager:

v (\Iﬁ: Home I O \ocalhnstl

Manage servers @
Machine ‘ Prokocol | Fork Add server... |
W lacalhost TP 777

ey
L Copy sethings... 1

4 | »

As you may have noticed, the protocol of this local computer is by default set to TPC, and its port
is by default set to 7777.
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How to manage more Archive Manager servers

More Archive Manager SharePoint Edition servers of the local network can be managed from one
Enterprise Manager They justfirsmeed to be Aaddedo

1. Inthe Enterprise Manager window, click on the Home tab.

2. Click on the Add server button.

A [Mlanager;:

/ Clﬁ,‘ Home I ) \Ucalhusti i)

~

Manage servers

Machine

| Prutu:oll Fort

{ Add server... )

W localhost

TP 7T

Copy setbings, ..

3. Upon clicking the Add server button, the Select Computers window appears.

@ —0
Qlﬁ} Homel{,l \ocalhosti i)
-,
Manage servers
Machine | Protocal | Part i Add server... )]
W localhost TCP 7777
[ Copy settings. .. i
Select Computers [ 7] %]
Select this object type:
ICDmputers DObject Types |
From thiz location:
IEmtile Directary Locations. |
Enter the object names to select [examples):
\ LCheck Names |
Advanced Cancel |
g
4 3

4. Enter the name of the desired computer (Archive Manager server) in the text box. Then
click the Check Names button.

www.metalogix.com/Support
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Select Computers EH

Select this object type:

IEomputers Object Tupes...

Fromn thig location:

IEntire Directory Locations...

Enter the object names to select [examples]:
wmzpp2007testd LCheck Mames

Fib

Advanced... | ] 4 I Cancel

5. Confirm by clicking OK.

6. The respective Archive Manager server appears in the list in the Enterprise Manager
window, as shown below. Moreover, a tab with the respective server name appears on the

upper bar.
[Mlanager:
| —
....... S [#2 Home [ag localhost] ag vmspRzoozTESTZ] B
Manage servers .@
Machine | Protocoll Part m}
O YMSPPZO0FTESTZ TCP FIIT

L5 J ‘

Now you are ready to configure connectivity settings for the respective Archive Manager server.

NOTE: The upper bar in the Enterprise Manager window serves as a switcher between different
Archive Manager servers. To manage a desired Archive Manager server, simply click on its tab.

How to copy server settings

You can use the Copy settings button on the right-hand side to copy settings of one Archive
Manager server to another.

Select the server which settings you want to copy. This will be the source. After clicking the Copy
settings button, the wizard opens offering the following options:
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e —
| T
J(lﬁ,‘ Home I.(l...lm:alhus\t.l_cl VMSFPZO07TESTE | | y
=~
Manage servers
Machine | Protocol | Port add server... |
Wlocalhost TP 7777 _
- _emnva server
4/ YMSPPZO0FTESTZ  TCP T
T
s

x

Welcome to the Copy Settings Wizard!

It helps you to setup more servers Fast and easy by copying jobs, filters and
other settings From the selected server to another,

Please choose the mode of the operation, then click on Next,

' Manual
Choose this aption it you want specity which settings ko copy.

‘ " Aukomatic
Choase this option if vou wank to copy all settings to selected
serveris),
The Following page will let you specify settings ko be copied.

C < Back J( et = ) (: Cancel ,'

| = p—

1 Manual i this mode of the operation allows you to copy specific settings of the
source
Click Next to select settings which you want to copy, e.g. file compression
settings as you can see on the screenshot below.

Select settings you want to copy to another server.

Please note that on the right side are displayed the properties of the selected object,
These propetties are read-only,

g 1% Jobs B General

Compress files by def: False
DF’ Filters

Do niok compress file b rar;arjygz;ace;lha;jpo;jpe]
[ Restrictions Mazximal compressable (unlimited)

= g Settings Mirirnal compressablz |0 byte

Nt
=
Dg General
17 matification
%’ File compressian
Dg} User management

I Automatic i this mode of the operation will copy all settings of the source to
the servers selected in the next dialog
On the following dialog select the destination servers and click Next.
When the process is finished, you can choose to save the log of the operation by clicking the
respective button. Finally click Close.

( < Back. )( Mext = ) ( Cancel ;'
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How to configure connection settings

To specify connection settings for a specific Archive Manager server:
1. Inthe Enterprise Manager window click on the Home tab. Select the desired server in the
list. Then click on the Configure button.

[Flanager;

ey —
-S| £5 rome | g localhost] (g vmsPPzoo7TESTZ | o
-,
Manage servers
IMachine | Protocal | Fort [ Add server... )
Wlocalhast TP 7T
U YMSPP2OOFTEST2 TP 7777 kb
Copy settings...

1| | 3

2. Inthe Connection settings window, change the network protocol by clicking on the button
located at the right (select either HTTP or TCP).

Connection sethings

Server name: WMSPPZ007TESTZ
Metwotk protocal: TCP @
Communication pork: Ii.????‘ j

( Ok :ll(_ Canicel :,l

3. To change the communication port, simply click on the arrows or enter a digit in the
Communication port text box.
4. Click OK to confirm.

After adding an Archive Manager server (computer) in the list and upon specifying its connection
settings, you may start managing it. To start managing it, click on its corresponding tab located
on the upper bar. Sometimes, after clicking on the respective tab you might get a warning
message (see the screenshot below). This s houl dn o6t h a p Thie meamsahamtiael | vy .
MAMfsaRemoteServerSv service is not running on the desired Archive Manager server (the
MAMfsaRemoteServerSv service is responsible for remote connection to the respective server).
Then you need to start this service on the remote server manually.
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T
. (|#5 Home | g localhost| g vmsPPzon7TESTZ | =)
- =

©

Manage servers

Machine | Protocol | Port { Add server.., )
W lacalhast TCP I
JYMSPP2007TESTZ  TCP e

{ Corfigure... J

0 Failed to connect ko selected machine,

‘ [ Show details ‘

1 | 3

To make sure that MAMfsaRemoteServerSv service is started on the remote server, check it:

1. Click Start /Settings /Control Panel /Administration Tools /Services
2. Make sure that the Status column for the MAMfsaRemoteServerSv service is Started. If it
is not started, then right-click that service and in the context menu select Start.

[ -iBix

File Action View Help

e EIEREEN I TT

<. Services (Local) Name = | Description | Status | Startup Type | Logonas | |
L, MAM Search Indexing a... Started Automatic Tests\adm
L MAMfsaArchiverSy Scheduling ... Started Manual TESTSYadm
L MAaMfsaGuardsv Guard serv... Started Automatic Local System |
Ly MAMfsaHandlerSy Core servic... Started Manual TESTSYadm
& IMAMFsaRemoteServerSy Remoting ... Started Manual TESTS\adm
L. MAMLogSv Logging se...  Started Automatic TESTSVadm
L MAMPostProcessingSw Post proce...  Started Automatic TESTSYadm
L Microsoft JNET Framework ... Microsoft ..., Manual Local System
Ly Microsoft \NET Framework ...  Micosoft ... Manual Local System
., Microsoft Fibre Channel Plat... Registers t... Manual Local Service
L Microsoft iSCSI Initiator Ser... Manages L... Manual Local System LI
Extended >\ Standard

When the connection settings for the desired server are set and the MAMfsaRemoteServerSv
service is started there, you may click on the desired Archive Managers er ver 6 s tab | oc
upper bar to Aopend that computer, i.e. to star
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Vianager

Manage servers

Machine | Protocoll Part m}

@ localhost TP 77T .

G VMSPPZONTTESTZ  TCP 7777 __emﬂ\‘e server
Copy setkings. ..

4| | 3

Enterprise Manager then displays an interface through which documents can be archived, jobs
can be scheduled etc. However, the SharePoint server (site) which you plan to manage has to be
configured on the SharePointtab (seefi Shar ePo.i nt tabo)
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Interface

The layout of the interface is split into different sections. In the left you can see five main tabs:
Archive, Scheduler, Restrictions, Settings, Post Processing and Statistics. The upper bar
serves as a switcher between different Archive Manager servers. At the bottom there are

Archive, Restore and Clear selection buttons, and the Versions bar, which can be unfolded by
clicking on the arrow on the right.

NOTE: If no folders or SharePoint nodes are displayed, the given SharePoint server (site) is
probably not specified on the SharePointt ab ( see fitShbadr)ePoi nt

f 7 Enterprise Manager

W YMZKE-5PP-5P1

b

Archive

SEhednlern

=)
RESERCEONS
b Y
SELhingE
Eér;
)
SharePmnt:
bt
ﬁ
PostiProcessing
fis
Statistics

(7

o)
b Clear selection ( Archive... ) Restore

% Archive-Restore

Show versions

After clicking on the arrow on the Versions bar, it unfolds as shown below. It displays version
information on document selected in the right pane. You can see there also the original
SharePoint version number, who created the document and modified the document the last time.
NOTE: The original SharePoint version number and other information are not available for
documents archived with Archive Manager version 4.2 or below.
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Metalogix

Enterprise Flanager

I -
¥

Archive

Sihrednler

REStRCtions

B 4

Horne | 0 SEARCH1SP n1n|q YMEBS1 I%J-}

EID,,% htp:ffvmebs1) - EBS m:
#-[].5% search Center (Sear:
DE Announcements {1 it
D.j] Cache Profiles (4 iten

Dj Calendar with wersiar
D.j] Content and Struckur
D.j] Converted Forms

[l Doc Lib - no wersians

| T

BDEI http: ffvmebs1 {Local Connes | DCSPFSCDnnector.rtF

Dj Calendar no version

18 filei A ELLA - Metalogix.rtf
(I8 fle@pam EULA - PaMsoft. doc
18 file@pa ELLA. doc

[y frile @ an ELLA. rtF
[ hello. dacx

18] sFa EULAriF
[ 55 EULArtF
18 share@Pan EULA - Metalagix.rtf
(18] share@par EULA. 1t

1) [ Feature requests
= [ Filker test
SELLNGS [ release manager
: [ Technical Docume
mlz) [
3
:_} 4| | »
SHErERTIn: ( Archive, .. )( Restore )
el i i '
= : Version | Creation date Created b Machine | Size SharePoint version | Author
Pust Processing 3 10{22{2010 1:23:08 M adm YMEBS! 37.6KB 2.0 TESTS}adm
; z 10§22/2010 1:2308 PM  adm YMEEST 11.9KE 1.0 TESTSadm
;_ 1 10/18/2010 12:03:24 PM  JOE: Archive job  WMEBS1 11.9KE 1.0 TESTSadm)
1
SLatistics
4| | »
|\__11\ ( Mark For deletion ) ( Femove deletion mark )

Touls % Archive-Restare | [/ L]

Manager icons and Undo button

Enterprise Manager. These icons are always located in the upper right corner (see the
screenshot below).

The Refresh icon is used to update the screen with recently saved information, i.e. whenever the
Applybut ton is clicked. 1t is wuseful to click
screen.

When you click the Show deleted items icon, items of the selected folder which have been
deleted from the SharePoint Portal will be displayed in the list view. Such items will have an icon

with small red cross attached to it: _ﬂ.

NOTE: Different icon with a red sign attached to it (-f?i) denotes files that are not archivable in
general or at the present moment; they are e.g. used by another program.

The Undo button may be found as well at various places throughout Enterprise Manager. It is
always located in the lower part of the window (. nde

). By clicking on this button you will
discard all changes having been made since the Apply button ) was last clicked.
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Enterprise/lrlanager

|25 Home | @ wmzke-sPe-spr |

(F“BS on ¥YM2KE8-5PR-5P1 a @
R vmzke-spp-spl .

SCIEdul e

How to start using Enterprise Manager

1. First of all you need to specify SharePoint servers (sites) which you plan to archive.
When the Manager is started for the first time, it will ask you to configure the SharePoint
connection in the pop-up dialog ( s ee t he AShar ePoiSpetifiedt a b 0
connections will be listed on the SharePoint tab. Only those connections can be further
managed e.g. on the Archive or Scheduler tabs.

2. Before anything is archived (either manual or automated) please specify first your
restrictions related settings. You may do that on the Restrictions tab. For SharePoint
Portal (SPP) archiving you can set which type of documents will not be included in
archiving.

3. Other important things to consider before archiving are the general settings. You should
specify them at the beginning, before any arching is done. Simply click on the Settings
tab create default retention category and setyourcriteri a ( see t he secti on

4. Next proceed to Scheduler tab. There you can schedule jobs and filters for automated
archiving (see the section ASchedul er tabo)

www.metalogix.com/Support sales@metalogix.net Metalogix Software [ HEeEAEES




Metalogix

Manage, Migrate , Archive, Store, Protect

SharePoint tab

All SharePoint servers (sites) which you plan to manage have to be listed on this tab. If the
SharePoint server (site) is not listed here, it is not displayed on the Archive tab, i.e. it cannot be
archived.

Enterprise Manager

ArChiIveE

SEhEd;.Ilel'

ReEstiichns

b2
eI

Canfiguration sumniarn

Address http://¥mebs1,/

SharePoint | Type SharePoint Server

[—" Conneckion type Local Connection {SharePoint Object Model)
o

Conneck as user Service User
-~

Fh=fEron-=<min Archiving settings  Archive all versions

(- add... )[:- Remove :)[:-Conﬁgure...j

fi-
SEatiblics 4, Configuration

To add your SharePoint servers (sites) click Add.

In the pop-up dialog enter the SharePoint URL in the Address text box.

Select the correct Target type i SharePoint site or SharePoint server.

Under Connect as choose to connect to the SharePoint either with current user or different user.
The user must be Site Collection Administrator.

Click Next.
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flfisiane] @ vvees: |g-srncusrzmlmaaaaeaassSs———==iI»

~

PEEhIVE

Schiedualer

ReEstaLions

SharePoint

| HuziErue=z3ly

i
Slabibiiis

Configuration
Address
Type
Connection £

Conneck as L

Archiving set

2

Corfigure ShateBoimnts conmechnn 8 anchiving

@ Configure your SharePoint connection

Address I

Target bype % SharePaint site " SharePaint server

Connection bype ILocaI Cannection (SharePoint Objeck Madel) j
Connect as & Current service user

(™ Different user |

Password I

( = Back. )(_ Mext = ) ( Cancel )

( add... )( Remae )(Configure...)

t& Configuration

In the following dialog define which SPP versions of the documents (Minor and/or Major) should
be archive by Archive Manager.
Check the Replace the latest version with shortcut if you want to create shortcut for the latest
version of the archived document as well. If the check box is not selected the latest version of the
document wonot
archived. Finally click Finish.

be replaced by the shortcut

ConfigurerSharePomt connection B2 archiing

” Document archiving settings

Replace the latest version with shortcut [

‘Wersions to archive I,ﬁ,ll wersions 'I

( < Back. :J(_ Finish ) ( Cancel -)

The SharePoint server (site) will be displayed on the SharePoint tab. Its configuration can be
changed when you double-click the given icon or select the icon and click Configure.
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Restrictions tab

Under the Restriction tab you can specify:
9 all file extensions that are to be excluded from SPP archiving (Extensions tab). This

means that none of the file types specified on this tab will be archived by Archive
Manager.

Extensions tab

When clicking on the Extensions tab for the first time, both lists i Restricted file types and
Registered file types 1 are empty (see the screenshot below). The left side (under Restricted
file types) can be filled in manually, but that would be inefficient and time consuming. A much
easier way is to build up a list of all file types located on the computer, and subsequently exclude
those that should not be archived.

Enterprise Manager

¢ Restricked file bypes 7] Re
Ll a Remove selected
BrEChve
Build list =

«

Sieduler:

=

Restrictions

P Y
SELLng s
I_J);
13
SHanePont:
/!!—-

PostProcessing

s
SaLS IS

i\ 1

Fuuls
La Extensions

How to exclude certain file types from archiving

To exclude certain file types from archiving:
1. Click on the Restrictions tab.
2. Click on the Extensions tab.
3. Click on the Build list button.
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Entesprise Manages

Remaye selecked
Archive
Build list =

Extensions | File bypes

Scirednler

Restrictions

B
SharePomt:

Pos P raeEsSiing

If
i

SLatistis:

( Apply J( Undao )

[a Extensions

4. After clicking on the Build list button, all file types located on that computer will be
displayed under Registered file types.

Enterprise Manager

Remove selected Extensions File: bypes -
ArECve - @ aca Microsoft Agent Character File |
Select from list <<

@ acf Microsoft Agent Character File {(—
Microsoft Agent. Preview File
AukoCorrect List File

Microsoft Agent Character File
Microsoft Office Access Project |
Microsoft OFfice Access Blank Pr
Microsoft Office Access Project
Installer Package

Animated Cursor

API File

Application Manifest

Answer Wizard File

Windows Batch File

BGInfo Configuration File
Syskem Monitor File

Bitmap Irmage

Cabinet File

WS Viewing Condition Profile
Security Catalog

WCS Device Profile

Security Certificate

Microsoft OFfice Qutlook ConFi—g;LI

SCheduler

Restrictions
W ———

s
SELLITgE:

Pos i ProEEsS g

If
]

SLatistics:

[a Extensions
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5. To add some of the registered files types among restricted ones, simply select them,
and then click the Select from list button. Selected files types will be moved under
Restricted file types.

NOTE: Add files types to restricted ones also by double clicking the three dots and
entering extension name (without the dot!)

e e,

| Femove selected Extensions File bvpes -
rEve |mH1Y Windows Help Virtual Topic Defir
Select From list << lﬁ ) F F
L \ @hlp Help File:
i‘; @hol Microsoft OFfice Outlook Holiday

Ehta

Schedl:ller

Microsoft Help Attribuke DefiniticJ
Microsoft Help Collection Definiti
Microsoft Help Walidator File
Microsoft Help Samples Definition

Restrichions

Microsoft Help Include File
Microsoft Help Merged Hierarche,

Microsoft Help Compiled Index F

6. To confirm, click Apply.

NOTE: If you have decided to archive certain already restricted file types, simply
select them in the Restricted file types list, and then click on the Remove selected
button (see the screenshot below).

-
L] Remove selected Extensions File bypes -
AECHIVE - iﬁHl'\nI Windows Help virkual Topic Defir
Select From list << @hlp Help File
/ @hol Microsoft Office: Outlook Holiday
o il [ HTML Application
scheduier hrn HTML Dacument
(‘\ bl HTML Dacument
- | I%hxa Microsoft Help Atkribute Definitic
Resirebion: . Ehxc Microsoft Help Collection Definiti__
1 |ﬁ hixd Microsoft Help Yalidator File
@hxe Microsoft Help Samples Definition
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Settings tab

Before any archiving (either manual or automated) it is suitable to specify your settings regarding:

0 retention categories (different time spans for which archived items will be kept in the
HSM store even if you mark them for deletion), the backup time (the time interval
allocated during the day for making the backup of the database) and audit log on the
General tab

o email notification on the Notification tab

o compression of files on the File compression tab

0 permissions for users on the User management tab

General tab

On this tab you may specify backup time, audit log, and different retention categories determining
document lifecycle, i.e. archiving method, retention time etc. License information is also available
here.

WE STRONGLY RECOMMEND setting the Backup time first. This time is reserved for the
database backup. During the backup period no information can be stored or requested; archiving
process is stopped and will continue afterwards. Select the Backup time check box and then
enter the desired period in the two text boxes. Please pay attention to this period, so that it is not
set during working hours.

Enterprise Flanager

(|#5 Home | @ vmEBSL | I

Retention categories =

-::‘.'\I default

-:,)."l schema 1 retention time 111 months
F| schema 2 retention time 22 months
T\ schema 3 retention time 33 months
T\ schema 1 retention time 50 manths
T\ schema 4 retention time 3 manths

K o
( Create... )( Change... )C Delete )

{"] Backup time

Backup process starts daily at I 3:22:04 PM :‘
and ends at I 3:22:04 FM :‘
SHERERUTITE

'.;.q.| {+] aAuditlog

e

Auditing server Ilocalhost
HOs R eSS |

Part number I??SS 33

\% General

If you want to get information about license validity, click the License information button.
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Audit log

If Auditing feature was installed, you need to enable it on this tab. To enable auditing, check

Audit log check box. In the Auditing Server enter the name of the machine where the Auditing

feature is installed and specify the Server Port (the default port is 7783).

All actions made in the Enterprise Manager console create a log entry in the auditing database

(except the ones made on the SharePoint tab). The audit logs can be viewed in the ArchiveWeb.

The Auditing tab is visible just for permitted users.

NOTE:For more information on Auditing see the AAuU

Retention cateqories

In the Retention categories section different retention categories for document archiving can be
set. Various types of documents require different ways of archiving. The time for which they need
to be stored and retrievable can differ as well. You can create retention category for short-term
documents, retention category for long-term documents etc. In the following lines we discuss the
usage of retention categories, their description and management.

The retention categories which are created here can be assigned to jobs on the Scheduler/Jobs
tab. They can be also used at manual archiving (see t heRetGnianc hi v
categories are defined through the following range of settings:

Settings related to documents in the archive:

1 Retention time T the archived document is not delete-able from the HSM Store for
the defined time period. Retention time is thus the MOST CRUCIAL feature of
Archive Managerr el ated to | aw regulations. Docum
still actually residing in the archive until this retention time expires.

1 Keep-alive time 1 it is the time period after document deletion, during which the
deleted document can be turned back to the file system.

1 Document expiration time i the document, although not marked for deletion, is
automatically deleted (by the Delete job) from the archive after the expiration of the
defined time period. It is the MAXIMAL time for which the document resides in the
HSM Store. This time period cannot be smaller than the retention time.

Settings related to documents/shortcuts in the file system:

1 Keep the original document T document is archived but it is not modified in any
way (no icon, no shortcut, keeps residing in the system). This option is used just for
backup.

1 Delete original document i the document is REMOVED from the SharePoint
system immediately after archiving; no shortcut is created; it is NOT ACCESSIBLE
from the SharePoint; such unreferenced documents are accessible only in Enterprise
Manager / Archive tab when you click the Show deleted items icon (right upper
corner) or in ArchiveWeb.

1 Create shortcut i the document is archived and it is replaced with a shortcut. This
type of archiving saves the space and at the same time enables the user to work with
the archived document just as with a non-archived one. Document can be replaced
with the shortcut immediately or it is kept without changes for the defined time period
and only after its expiration shortcut 1is
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o Delete shortcut after a time i the document shortcut is
automatically removed from the SharePoint after the expiration of
the defined time period (user cannot reach it any longer in file
system). However the document still resides in HSM Store.

The shortcut has its pros and cons. Shortcuted documents save space in SharePoint. However,
with often accessed documents the original file is retrieved frequently and the network traffic is
high. With often accessed documents we recommend keeping no shortcut in SharePoint, but the
file itself. It is important to balance high network traffic against fast file accessing. This task is
effectively managed via Archive Manager shortcut lifecycle settings:
1 Create shortcut immediately i shortcut is created at the time of archiving
91 Delay shortcut creation i document is archived but still remains also in the
SharePoint; only after a defined time period (when it is not eventually
accessed so often any more) it is replaced by a shortcut
1 Create shortcut if the document was not used at least for i similar as
above: document is archived but still remains also in the SharePoint. Shortcut
is created only after the document was not accessed for the defined time
period.
Further settings define the shortcut lifecycle:
1 Keep shortcut forever i shortcut is left in the file-system
91 Delete shortcut after T shortcut is deleted after the defined time period; keep
in mind that after the shortcut is deleted, the document in NOT accessible
from the file-system
The fnnDelete shortcut after a timeo feature
shortcuts left in the SharePoint after a specific number of days, months or years.

Archived document lifecycle:

EEEL ALTVE TIME
I
LIFETIME | EXPIRATION
BEGINS |—— DELEI[‘ESI—IIDRTCUT THE NTHE TIME

DELLY SHORET CUT CREATIOH TIHME

In addition to default retention category created during installation the administrator is able to
create any number of retention categories satisfying specific criteria of the enterprise. Different
retention categories are then assigned to different jobs. The retention category consists of a
name, a description, the above mentioned retention settings and of the HSM scheme. It is fully
manageable from Enterprise Manager.

Creating a new retention category

Retention categories created on the Settings / General tab can then be assigned to jobs on the
Scheduler / Jobs tab. In this way various retention policies are applied.

1. On the Settings / General tab click the Create button.
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2. In the pop-up window enter the Category name, Description (optional) and select
the Target schema in the dropdown box. In the HSM system you may define different
HSM Schemas, which are virtual categories for documents. (One HSM Schema has
been created at the installation of Archive Manager and you may have created more
HSM Schemas, each with a particular number assigned to it.) Click Next.

‘ | (|#5 Home [\ vmeRst |

| default

| schema 1 retention time 111 monkhs
| schema 2 retention time 22 monkhs
| schema 3 retention time 33 monkhs
)| schema 1 retention time 50 maonths
| schema 4 retention time 3 monkhs

Retention categories

Descripkion

Target schema

Document lifetime begins with
Retention time

Keep alive time

Automatic document deletion
Version limitation

Shorteuk creation

Autogenera «
1: PFSchem.
Archiving tii
111 months
Zero
Disabled
Disabled
Yes. immed

Shortcut lifetime

1 —
L7
:Set default :&‘E&’ Basic settings
{"] Backup time
Backup process starts daily at I 3i22:04 PM j‘
ra
Bt — Category name ordinary documents|
J and ends at I Ji22:04 PM =5
ShEREEDIN:
Descripkion
.;.—i-| {v] Auditlog
S Auditing server Ilocalhost
HO SRR eSS
Park nurber I??SS 33
% Target schema 1: PFachema j
Statistics
j — SR T e ey E—
B General | -l MNotification @ File compression g} Userr / .
L& | <Back J} ( Mext = ) ( Cancel )

3.

In the next dialog define the document lifetime in the archive:

1

Document lifetime begins with 7 select the document lifetime starting point; this
will be the outset of Retention time and other defined time periods; it may be the
Files creation time, Archiving time or Last modification time

Retention time - during this period none of the documents in the HSM store
(archived via this retention category) can be removed from the archive;
documents can be only marked for deletion before this time elapses and such
documents will be deleted only after this defined time period

Keep alive time i this is the time period (after the retention period) for which the
document will be still kept in the HSM Store although it was marked for deletion
and is ready to be deleted. It is a security feature which enables administrator to
recall the deletion if necessary. It can be set in days, months, years.

Enable document expiration after i check the check-box if you want to
COMPLETELY DELETE archived documents whose retention time has elapsed
from the archive. Define the expiration time here which has to be longer than the
Retention time. If the expiration time is not set, documents NOT marked for
deletion keep residing in the archive

Limit the number of archived versions i select if you want to set how many
versions of a document the system should keep in the archive; then set the
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number of versions (x); if x+1 version is created, the oldest version is marked for
deletion and replaced by the new one

Click Next.

NOTE: For more information see the preceding section-fi Ret ent i on

e T
(.3 | Document lifetime

Document lifetime begins with

ILast miodification time j

|3 3: monthis)

Retention time

::I IDays j

Keep alive time ||:|

[ Enable document expiration after

|1 ﬁ IDays j

[ Limit number of archived versions

|1 3: wersions of a document

li < Back )Lf Mext = :I

li Cancel )

4. Shortcut lifetime dialog incorporate file-system side settings:
1 Keep the original document i documents will be just copied to the archive; no
change in the SharePoint
91 Delete the original document i documents will be moved to archive and will not
be accessible in the SharePoint
1 Create shortcut i the document will be archived and replaced with a shortcut
In case you have selected the Create shortcut option, further settings become available and you
can adjust shortcut behavior to meet your needs. You can choose if the shortcut creation will
follow immediately after archiving of the document (Create shortcut immediately radio button)
or will be delayed for the specified period of time (Delay shortcut creation by radio button).
Moreover, you can decide whether you want to keep the shortcut in the SharePoint until the user
deletes it (Keep shortcut forever option) or the shortcut will be deleted automatically after the
defined time (Delete shortcut after a time option).

Click Next.

NOTE: For more information see the preceding section-fi Ret ent i on
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P i

Shortcut lifetime

"~ Keep the original docurment
"~ Delete the ariginal document

¥ Create shorbouk

% Create shorkout immediately

" Delay shorbouk creation by:

|1 ﬁ IDays j

" Create shorkout if Ehe docurment was nok used ak leask For:

I 1 ﬁ IMinutes j

{* Keep the shorbouk Forewver

{ Delete the shorkcut after:

E |1 ﬁ IDays j
: li < Back, :}Lf l‘;lext:b :I li Zancel )

5. Additional settings dialog is displayed. If the Set the retention category as default is
checked, this category will be used at manual archiving in SharePoint or Enterprise
Manager. If the Enable automatic deletion of unreferenced documents check box
is selected, documents archived via this category will be marked for deletion
whenever the Synchronization job cannot find the reference (shortcut) to the
document in the SharePoint. If the check-box is not selected, Synchronization job will

not mar k eventual unreferenced document s
define a jobo)
Click Finish.

Example:

I.  Documents are archived by a retention category with Enable automatic deletion of
unreferenced documents checked and shortcuts are left in the SharePoint
Il.  You delete shortcuts from SharePoint Y documents become unreferenced
. The Synchronization Job runs Y unreferenced items are marked for deletion
IV. Items marked for deletion are deleted from archive when their Retention (and Keep alive) time
elapses and the Delete job runs
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Createreientioncateyony,

t‘v@}s Additional settings

[ Enable automatic deletion of unreferenced documents
(b Synchronization job)

[ Set the retention cakegory as default

I.i < Back j](_ Finish ) ( Cancel :J

Notification tab

The e-mail notification feature helps you to be always informed about your scheduled jobs and
receive emails with up-to-date data regarding job running. For this purpose you need to:
1. configure the notification settings on the Notification tab
2. enable notification for jobs about which you wish to be notified. This is done on the
Scheduler / Jobs tab in the Job propertiess ect i on. ( See AHow to d

The notification email contains the basic Job(s) properties and a note if any errors occurred
during the job running. The report is sent as an attachment.
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Enterprise Fanager

(| #5 Home |'@ umsprzoo7TESTZ | )
E-mail notification
% Enable e-mail notification  [w
ATinee
Send e-mails about job status | Immediately @
-
i{__{.‘ﬁ‘ Send natification e-mail to address I
seiizdulzr Send weekly logs on IFriday j
@ Send daily/weekly logs at |6 3: :ISD 3:
HESTRIEIIS] Compress dailyfweekly logs larger then 100 KB [
A
‘_';f SMTF server I
Settings i SMTP port |25 E

SMTP account - username I

{553
&)

SMTP account - password I

Send test mail

ST RE R

= o

i

oSt E I CES ST

( Apply )( Undo )

) Motification

Check Enable e-mail notification check box to allow notification.

Use the Send e-mails about job status switcher to choose between Daily, Weekly or
Immediate notifications. Should you choose the Immediately option, the notifications will be
send just after the job stops running.

In the following text boxes specify the day of the week for weekly notifications and the time for
daily/ weekly notifications. The notification email will be send at the specified time.

Check Compress daily/weekly logs larger than 100kB, too. Archive Manager will try to pack
the huge summaries with ZIP in order to reduce the size of the sent email. To do so, you will
need Microsoft Visual J# Version 2.0 Redistributable Package installed on the server. If you
experience any problems using this feature, e.g. the mail is not sent, please try installing the
above mentioned package or simply uncheck the check box.

In the last section enter the SMTP server, port, account - user name and account - password
in the respective text boxes.
NOTE: The SMTP server can be your Exchange Server.

To confirm, click Apply.
Finally click on the Send test mail button to test the connection and the data you have entered.

The addressee defined should receive a test mail in a few seconds depending on the SMTP
server.
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File compression tab

On this tab the administrator may specify files, with regard to their size, which will be compressed
during archiving process. It is also possible to exclude certain file types from compression.

How to set compression criteria with regard to the file size

Click on the Settings tab.

1.

2. Click on the File compression tab.

3. Select the Compress files by default check box. (This is crucial otherwise no
compressing will take place.)

4. Select the Compress files by size check box.

5. Enter values in the Compress files if their size is between n bytes and n kilobytes
boxes.

File compression settings

Compressfiles by size

nrchive
o Compress files if their size is between IIDDD 3: bytes
E and [So0oo000 =] kiakytes
Sehednler L
Do not compress file types
(=)
. Extensions | File types [
HEstiLionns are
arj Build list =
avi
gif
gz
jpe
]:Deg
£ 2
Fd a
Slanermnt: e
mp3
it mpe
e
= mpg
OGP RGeS ST png
rar %’E :
NOT |
wna COMPRESS
0 Wy [ (
SLatistics
\

J

IMPORTANT: Providing that the Compress files by default check box is unselected, no
compressing will take place.

How to exclude certain file types from compressing

1. Click on the Settings tab.
2. Click on the File compression tab.
3. Click on the Build list button.
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File compression settings

Compress files by si

Compress files if their size is between |1000 = bytes
and ISDDDDDDD 3: kilobytes

BrLVE

Sched;.ller e

(\ Do not compress file bypes -
-
Extensions | File types
RESLRGCL OIS ace
arj (7 Build list »> '
e avi
I'a gif
Setiings 9
ipe
- ipeg
iz iPg
i ha
ShanePomt: oy
mp3
- mpe:
[ ] mipeg
| = mpg
GELPEDCES SN pra
rar ﬁi
NOT |
wIna COMPRESS
iy iy ’I F I
Statistics
o S

4. Atfter clicking on the Build list button, a list of all file extensions gets displayed in the
right list box. Select the desired ones and then click on the Add button. After clicking
on Add, the respective file extensions are moved in the Do not compress file types
list box.

NOTE: The administrator may also double-click the three dots and then enter the
desired file extensions (without a dot!).

File compression settings

Compress files by size

Compress files if their size is bebween IIUDD 3: bytes
and |snnnnnnn 3: klobytes
\

- Do not compress file types -
(=

bl Extensions | File types -
HESLHICLIOTE ace — Clszs H.323 Internet Telephony
ar TN, : ;
! g?z WinRAR. archive
avi B ace

BECIvE

SCheduler;

! aif Microsoft Agent Character File (HTTP Format)
GEtiinigs i F4f accda Microsoft Office Access Add-in
Ipe 2] acedb Microsoft Office Access 2007 Database
Ipeg @accdc Microsoft Office Access Signed Package
Eég_ilj |]|Eg @accde Microsoft Office Access ACCDE Database
ShalrePuint mov @accdr Microsoft Office Access Runtime Application
mp3 @accdt Microsoft Office Access Template
b mpe f2 aredu Microsoft OFfice Access Add-in Data
| ﬁ zg:g Bace WNRAR archive
ost Processing prg f-3acr Microsoft Agent Character File (HTTP Format)
rar ﬁ,% 1 53 arl AutoCarrect List File
Wma COMPRESS E acs Microsaft Agent Character File
i W 3 I %act ACT Project _I;I
Statictics 4| | 3

L

[w] Compress files by defaulk Apply
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5. Click Apply to confirm.
NOTE: Should you wish to include for compressing some already excluded file types,
simply select the respective file extensions in the Do not compress file types list
box and then click on the Remove button.

User management tab

On this tab the admini st r anhsoor Entespyise dManagen féajuresu s e r
This means that individual users can be given permissions to archive/restore documents, to

restore versions, to mark versions for deletion, to change jobs etc.

All such rights should be specified individually for each machine. New machines / users can be
added onto this tab (in order to manaddbattolser so

To enable rights:
1. Click on the Settings tab.
2. Click on the User management tab.
3. Select the desired user account in the left pane.

Enterprise/Mamnager

@ Manage Archive Manager SharePoint Edition user's permissions
SRChE! Mame: Petmissions: Allow Deny
| TESTS/adm all .
=) a A = o =
h}!_&) Archive and Restore
ceheduler archive | Restare [l O
- Archive Yiew bl O
@ Search & Export [l O
St Restore a version bl O
HESHEMONES Mark f unmark for deletion =] O
 * Manage jobs
= Archive bl O
Settings Delete =] O
3 Shortout Creator bl O
13
r"!i SharePaint Shorkcut Converter el O 1.
sharePoint SharePoint Restore bl O
SharePoint Synchronization vl O
h-l'| Change filters =] O
S Change restrictions
HO SRR eSS Evtensions =] O
Modify settings
! General bl O
Statistice Matification o O =
E [ Remove | \‘ Apply DL Undo J ( Refresh )

4. In the left pane select the user account whose permissions you want to manage.
Then in the right pane Allow or Deny individual Archive Manager features and
functions for the selected user, e.g. to enable a user to mark archived files in the HSM
store for deletion, allow Mark for deletion/Remove deletion mark from a version.
NOTE: To allow or deny all settings at once use the Allow All and Deny All check
boxes.
5. To confirm, click Apply.
NOTE: By clicking on the Undo button you will cancel all changes that have been made since
you last clicked Apply. In other words, by clicking Undo you will restore what has been recently
changed.
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Scheduler tab

This tab is used for configuring purposes, in other words the administrator may schedule jobs that
would automatically archive different folders/disks with predefined settings and retention. Jobs, of
course, need to be created up-front, and only then they can be assigned to supported folders on
SharePoint Portal. Should you wish to archive documents for instance with regard to their

extension, create filters and apply them to folders/disks. All those specifications can be defined
on the Jobs and Filters tabs as described further.

Jobs tab

As mentioned above, jobs need to be created up-front.

After clicking on the Jobs tab you will see it split in five parts (sections): Scheduler jobs, Job
properties, Folders, Filters and Filter properties.

When running Enterprise Managerf or t he first ti me, there are |

tab is empty (as shown below). Later, when jobs have been defined, they would be displayed
under Scheduler jobs.

Enterpriselfanager

g WMZKE-SPP-SPL

‘ Narne BE httpiitvrnebsl
BEEHVE

Scheduler

RESsthctione

4| | 3
@@ ( Create... J{ Delste )
Job

3]
SELLTgS:

Eiiﬂ

)

SHarePoint:
/!r"-

PostPErCEsSIg

fis
At

(——
A2l

L Apply M lindo, ]

Tuuls

::) Jobs

=
=
d

Following sections deals with job creation. The process is as follows:
1. Job is defined and its properties are set.
2. Job is assigned to folders which should be processed.
3. Then afilter can be created and assigned to a folder.
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How to define a job

1. Click on the Scheduler tab.
2. Click on the Jobs tab.
3. Click on the Create button.

Enterprise Yianager;

\v{ DQ http:/#vmebs

BrChive

Scheduler

Q

HEStRICLTITS:

4

CL0)

5
SeLhge

| »

f-J1=|
Shanelmnt:

BostaProcessiing

s
SLatistics

| b ’L
Uig

[ Apply Jt Undo )

4. In the Create new job window enter a name for your job in the Job name text box.
Then select the type of the job in the Job type drop-down box. Afterwards click OK.
NOTE: There can be defined several types of jobs: Archive, Delete, SPRestore,
SPSynchronization, SPShortcutConverter and ShortcutCreator.

Create ney job

Job byvpe;

ShortoutCreator j
Archive

SharePointRestore
sharePointShorkcutConverter
SharePointSynchronization
ShortcubiCreatar

As mentioned above, several types of jobs can be created. First two types apply to SharePoint:

www.metalogix.com/Support sales@metalogix.net Metalogix Software [ elEATeE]




Metalogix

Manage, Migrate , Archive, Store, Protect

1 Archive - does archiving with specified settings

1 Delete i main features:
V deletes documents marked for deletion in the HSM store (archive), if
their retention period and keep alive time has expired
V deletes documents from the archive if their expiration time elapsed
V for both above mentioned cases, the job deletes also shortcuts from the
file system when the corresponding document is deleted from the
archive (optional feature; default i
V deletes shortcuts after a defined time where Delete shortcut after feature
was enabled (see the section fARetent
Delete job can run on folder basis, i.e. process just specified folders. It can
run in different modes, too:
0 Reporting i no action is taken, just a report is generated. The
report contains the list of files which are going to be deleted. The
report can be checked and modified if necessary. It can be found
under <installdir>\Metalogix \MAM4Share \fsaPamLogs \delete
\ delete.report
o Process report mode i files from the previously generated (and
modified) report are processed
0 Process immediately mode i processing files without any report
(not recommended)

i SharePointRestore - does restoring (moving back archived files into the
SharePoint content database) with specified settings. This feature is useful
mostly in cases if you would like to change the archiving policies. For
example, in the past everything older than 6 months has been archived to
EBS. The new policy is archiving all documents older than 12 months. With
this job you copy all documents having the age from 6 to 12 months back to
the SharePoint content database.

1 ShortcutCreator i creates delayed shortcuts; some documents may have
been archived with retention category where the Delay shortcut creation by

or Create shortcu t i f t he doc u meoptibn wasasslectedy guchu s e d
items were copied to archive but the shortcuts are created after a defined
time period

1 SharePointSynchronization i this job crawls the Archive Manager

database compares it to the selected SharePoint sites and folders and can
mark files and versions which have been deleted from SharePoint for
deletion.

SharePointSynchronization job can run on folder basis, i.e. process just
specified folders. It can run in different modes, too:

0 Reporting i no action is taken, just a report is generated. The
report contains the list of files which are going to be deleted. The
report can be checked and modified if necessary. It can be found
under <installdir>\Metalogix \MAMA4Share \fsaPamLogs \
\Synchronization job\Synchronization job.report

o Process report mode i files from the previously generated (and
modified) report are processed

0 Process immediately mode i processing files without any report
(not recommended)
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NOTE: Keep in mind that the job processes all files twice, once it crawls the
database, second it goes through the SharePoint. The performance rate is around 50-
200 docs/sec, depending on server capability and load. It can take days to run it on
millions of archived/non-archived files, so, plan the schedule carefully. You may
experience high disk and database load.

1 SharePointShortcutConverter i In case you are upgrading from Archive
Manager 4.2 or older, running this job once is mandatory. The job converts
all old Archive Manager shortcuts into new EBS shortcuts. Otherwise it can
happen that ol d Shar e P gdastared aftethopenibgc ut  f i

Further we describe how to specify job properties and explain individual features. Please note
that not all settings apply to every type of job.

5. In the Job properties section you need to specify details about particular job (e.g.
retention period; schema | D; you may #fAturn
job ono, EnabledKieldo @lick torhtkee down arrow to unfold the down-drop
box and select True. Job will be turned on.

Number of threads field specify the number of threads in which the given job run. It
is accessible for Archive job. This feature can fasten up archiving and is
recommended to be used. The default value for a new job is 4, the maximum value
for one job is 16.

. (|25 Home | @ vmsPPzooTTESTS | (g lncalhost] =]

(Scheduler johs iU

Marne

( Folders for jobl sz | ( Filters i

F].] httpiAtemsppzil

| Type

ArChTE Delete
Archive
.@ SharePointRestore
* SharePointShortcy
Scheduler ShortcutCreator
@ SharePointSynchid

HRESLETELIOTTS

&

SELLINE] /T2 General
r Enabled
’ .;‘ MNumber of thrEygiE
o
SharePaint Job name
SHELE! LS
i o Job type

u.u-l-|

UG PSS

|

| »

v % B e

(Iob properties

B NotTIcation

E Retention

El Ccbndals

E-mail notifica’ False —
Motification typ Summary

Retention cate default

Enabled

enabled.

Value specifying whether the job is <|

( Filter properties

| 3

|"’FD|E|E!I’ OyERVIEM ﬁ

ﬁ? Filters

([ Apply J{ Undo |
’

@ Reports

o .
Ll Owerview J
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6. In the Notification section you can activate email notification for the given job. Click
on the E-mail notification field and in the down-drop box select True. Archive
Manager will be sending notifications about this job as configured on the Settings/
Notification tab. In the Notification type field choose either Detailed type of
notification or Summary for summarized notification.

7. In the Retention category field assign a retention category to the job. Retention
categories define the document lifecycle. This setting is available for Archive jobs.

NOTE: Retention categories are created on Settings / General tab.

8. The Operation section is available just for the Delete and SPSynchronization job to
specify its settings.
Click on the Operation mode field. Then click on the down arrow and select the
operation mode:

o0 Reporting mode - no action is being taken just a report is generated.
This is useful as administrators first have a report on what is going to
be done. The report can be checked and maodified if necessary.

0 Process report mode i files from the previously generated report are
processed. Administrator is able first to check and modify the list of
files going to be processed (i.e. deleted)

o Process immediately mode i processing files without any report (not
recommended)

The Report file field displays the path to the generated report
(e.g.<installdir>\Metalogix \MAM4Share \fsaPamLogs \delete \ delete.report).

Settings for Delete job:

If the Delete shortcutsf i el d i s set to fAitrueo, files

the archive will also have its shortcuts deleted from the file system.
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Name BDW vm2k8-spp-spl
+ Ll
Archive = Archive job D'; Docurment Center
had A -7 News
=" Delete job * 3=
% % SharePoint Resore job D-; Reports
%% sharePoint ShortcutConverter job w7 search

D-:' Sites

scheduler [ |2 SharePoint Synchronization job :
o |- Y ! D-:' Documents

(\ BT Lists

- = . .

|:| " Site Collection Do
HEStrctions 4 | L BT workflow Tasks

@ (-Create...)( Delete )

r | ; . . ;
SELLNgE Enabled False -

Jab name Delete job
FJ)J :
44 Job type Deletes files man
0y e
SharePoint = NDtlf-ll:atl.D.l'l 4| | »
E-mail notifica False

Notification tyr Summary
El Dperation —FI™ http:/fvmzka-spp-spldN
POt P roCEsaig Operation roc GenerateReport
Report file
Delete shortcu@gi _'I -

-

i
b HS e S Delete_shortl:u
Cetermines whe

shortcuts of delefted documents. ‘l | vl t Apply J( Undo )

9. To schedule archiving, click on the Start at field. Then click on the down arrow and
select a day on the calendar; select the desired month by clicking on the side arrows;
and specify the desired time in the text box.

To enter the last day when the job should run, click on the End at field. Afterwards
click on the down arrow to open the calendar and select the desired month and day.
NOTE: Should you select the Infinite check box, job would be running infinitely.

Then press Enter.
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Name Type #-[ ]2 http://vmebs1 (Local Conne: ? testl

:%’ Archive job Archive

REstGh oS d I I L

@@ (Create...)( Celete )
(Jobproperties ) ((Fiter properties D

El General =

Murnber of thr 4
El i Enabled True
Sha:re L Job name Archive j.ﬂ!:l
Job type Does archiving w

- E Notification
;ﬁ E-mail notifica False

Prs PR EesSing

B Scheduling
Start at 10182010 1z

iy 10/25/2010 |
Shatistiis:
EB October, 2010

Sun Mon Tue Wed Thu Fri ;I

6 27 28 29 30 1 2 —

3 4 5 &6 7 8 9 %
10 11 12 13 14 15 16 1 | 4
17 18 19 20 21 22 23 G - ) ( apply )( uUnda )
24 @M 2 27 28 29 3 -

311 2z 3 4 5 8

Ty Today: 10,/25/2010

[ Infinite

10. To specify how long the job should run, click on the Run interval field. Click on the
down arrow to open the drop-down box and then specify the period in minutes, hours
or days.

To specify the maximum time span during which the job will be running, click on the
Maximum run time field and specify your requirements (e.g. enter 3 and the job will
be allowed to run for a maximum of 3 hours.). If you leave Unspecified, then there is
no limitation as to time span.
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H 010 .“ﬂﬂ’ -
Gﬁw (Folders for Archivejob & | M\
MNamne Type #-J5] http:#/vmebs1 (Local Cor|| T testl
Archive i Archive job Archive
Scheduler
o)
REStrctinTms g I I L2
b 0@
- e — (cEilter properties o)
SELITTE B General 1=/
Number of threz 4
Enabled True
e Job name Archive ].up :
Job type Does archiving witl

el El Notification
!li E-mail notificatic False

=

PostProcessmg Notification type Summary
ﬁ’étheduling ™
4 Start at 101872010 12:1
s End at 1042572010

SLALISLICS

Run interval 3 days hd

Mazxin]

B2
g

Touls

Gﬁi?? over ? .} [ Apply [ Undo )

Created jobs can now be assigned to folders to automate folder archiving.
NOTE: To change the properties of the job, it has to be stopped first.

How to assign a job to a folder

To automate folder archiving, assign jobs to them.
1. Click on the Scheduler tab.
2. Click on the Jobs tab.
3. Select a desired job in the list in the Scheduler jobs section.
4. Select a desired folder, either recursively or non-recursively, in the Folders section.
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Enterprisellflanager:

‘1 Type ® testl
Archive i Archive job Archive =8 Dﬁ% hllp Zivmebs17- EE
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5. Click Apply.
NOTE: By unfolding the Folder overview tab you may see what folders the currently
selected job is assigned to.

How to start the job immediately

Job starts running automatically as it is set in Job properties (see the previous section).
However, you can start the job manually any time:
1. On the Scheduler / Jobs tab select the relevant job in the Scheduler jobs
section.
2. Click the Start button below the list view. The job starts running immediately.
NOTE: You can also stop the job by using the Stop button.
IMPORTANT NOTE: If the job was stopped, it remembers which document was the last
processed document. When it is started again, the job starts processing documents from this last
processed document.

EnterpriseManager

= DEI hup 2vmebs1 [Local[ -
=], http:#/vmebs1/-EE

Archive

= converter SharePointShortcut &[] Search Center {
B i Delete job Delete % ﬁnnouncen_ients
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e
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E
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|53l Form Templates
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Filters tab

By using filters you may specify which of the documents will be archived and in what way. Before
using any filters they need to be created on the Filters tab.

When you switch to this tab, you will see the window split in two parts. On the left, there is a list of

all filters displayed (when Enterprise Manager is running for the first time, the list is empty!). On
the right you will see their properties.

Enterprise Manager [,

*'L-r testFilter E File properties
AECHIVE Exclude attributes (no filter)

— Include file types {all file types)
@ Maximurm size {unspecified)
— Minimum size {unspecified)
Scheduler older than {unspecified)
- El General
@ Filter name testFilter
HESLRERTS B SlisrEliei
Include wersions Undefined
. Replace latest version Default
< B Wildcard filters
SELLge Exclude wildcard filker (no files)

Excluding applied to  all
Include wildcard filter  (all files)
Including applied to all

oSt rcesSing

Filter name
The name of the filter.

fis
Shatistiss

f—
\r 1 reate.. elete pply ndo
!

Tuvls ; ? Filters | aii 1

How to create a filter

1. Click on the Scheduler tab.
2. Click on the Filters tab.
3. Click on the Create button to open the Create new filter window.
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Enterpriselylanager

LrEhive

Scheci-uler

REStHGhions

s
S LU

SHEREP o

Pt R-E s eIy

Shatastiis

|{ Create... il Delete { apply J{ Undo )

4. In the Create new filter window enter the name in the Filter name text box. Then
click OK.

Ereate new filker

Filker narme:

(_ OF. )( Cancel )

5. After clicking OK the following window is displayed.
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Metalogix

EnterpriseManager

EChTvE

Scheduler

(=)

HEStRCLionS

A
SELLTgS

PostProCessing

0%
StalisiGs

*'L-r testFilter

E File properties
Exclude attributes
Include file types
Maxirmum size
Minirnum size

{no filter)

{all file types})
{unspecified)
{unspecified)

Older than {unspecified)
B General
Filter name testFilter
B SharePoint
Include versions Undefined
Replace latest version Default
B wildcard filters
Exclude wildcard filter {no files)
Excluding applied to Al
Include wildeard filker {all files)
Including applied to all
Filter name
The name of the filter,
& T Filters |4 o

NOTE: Exclude attributes field does not apply for SharePoint.

6. Click on the Include file types field. Then click on the down arrow to unfold the
dropdown box. Here you may specify the type of files to archive. Simply double-click
the three dots and enter the desired extension (without a dot!). Then press Enter.
NOTE: If you leave this field empty, all file types will be archived.

7

ECvE

Sched-uler

"",j’ testFilter

= File properties

Exclude attributes

Include file types
Maximum size

Minimum size
Older than

E General

Filker name

= SharePoint

(o filter)
{all file types)

7. Click on the Maximum size field. In the adjacent field enter the maximum size of
documents (in kilobytes) to be processed.
NOTE: Should you enter Unspecified, then there are no limitations regarding the
size of documents to be processed.
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8. Similarly, click on the Minimum size field, and in the adjacent field enter the minimum
size of documents (in kilobytes) to be processed.

9. Click on the Older than field. Then click on the down arrow to unfold the dropdown

box. You may filter documents according to time of their creation/uploading or
modification.

Should you enter Unspecified, then there are no limitations regarding time.

NOTE: For the SharePoint documents:

I last access date or last modification date is a date of last modification of
the document

10. And finally, in the Filter name field you may change the name of the filter anytime.

11. SharePoint section:
In the Include versions field define which SPP versions of the documents (Minor
and/or Major) should be archive. These settings override version archiving set at the
SharePoint tab. If Undefined is selected, SharePoint tab settings are applied.

In the Replace the latest version with shortcut field specify if you want to create
shortcut for the latest document version at archiving. If No is selected the latest
version of the document wonot be replaced
displayed in the Manager as archived. These settings override settings at the
SharePoint tab. If Default is selected, SharePoint tab settings are applied.
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