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Introduction

Metalogix Archive Manager for Exchange is a comprehensive solution to consolidate, preserve,
and retrieve your organization's emails from Microsoft Exchange Servers. This guide describes the
information available to monitor and manage your deployment, the options, actions, and
processes that you can leverage to archive emails, and the powerful search capability to locate
and manage the archives.

Managing the deployment

Whether you have a single-instance or a load-balanced distributed deployment with multiple
archive and retrieval servers, managing their health is centralized in the Archive Manager for
Exchange Administration Center (AMAC). The AMAC gives you full control of automated archival
jobs for user mailboxes and public folders, Microsoft Exchange Server synchronization,
compression, retention and threshold settings for mailboxes and groups, and a host of other
controls to fine-tune the solution to the needs of your organization.

Email archiving

When emails are archived with Archive Manager for Exchange, emails on the Microsoft Exchange
Server or Office 365 are replaced by a shortcut. The original email and all its versions are stored in
configurable external data stores. When you activate the Single Instance Store (SIS), duplicate
copies of emails going to multiple users are automatically removed during the archival process.
As aresult, large amounts of corporate storage space is saved, dependency on PST files is
eliminated and your Microsoft Exchange Server retains its stability by eliminating the
unnecessary data.

Advanced search and eDiscovery

With the powerful search capability of the AMAC, you can retrieve emails on demand. You can
conduct focused searches by name, date range, and specific words, and export the results for
review. You can put selected groups of data on legal hold, or suspend them from disposition
policies.

The Metalogix Archive Manager for Exchange solution offers a variety of installable features and
extensions that simplify the collection, storage, availability, and protection of your organization's
data.

PST protection and elimination

The PST Gatherer is an extension that complements the PST Importer feature to help you collect,
upload, and archive PST files. Emails are safely archived and available on-demand even when
working remotely and without changing the end user’s Outlook folder structure. You can
eliminate corrupted files, password-protected files, and islands of information. For more
information see the PST Importer Administration Guide.

Archive Manager for Exchange Administration Guide
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Lifecycle management

You can capture, route, store, restore and manage archived emails externally with the
Hierarchical Storage Management (HSM) archive engine. HSM automatically controls the
retention policy of archived emails. The HSM engine can control a large range of external stores
like DVD, CD-ROM, HDD, tape, SAN, Jukebox systems, EMC Centera, NetApp, JVC, and many other
on-premise or cloud-based data storage solutions. You can move emails to cheaper locations as
their relevance changes and keep the option of deleting old messages unless they are on legal
hold. For more information see the Hierarchical Storage Management (HSM) Guide.

Disaster management and high availability

You can archive messages in parallel to multiple locations in real-time and provide a backup of
the archive on-the-go. With HSM, you can quickly retrieve archived emails from either location
and activate continuous off-site replication for deploying data disaster recovery, so end-users are
covered in the event of an outage.

Online on-demand access

With ArchiveWeb installed, you can work with archived emails even if the Microsoft Exchange
Server is unavailable. When you install the Outlook AddIn for your users, they can archive and
restore their emails on the go. For more information see the MS Outlook Addin User Guide. With
the Archive Manager Outlook Web Access (OWA) support emails are available to users online. For
more information see the OWA Installation Guide. Also, mobile users, Mac users, and Linux users
can work with archived emails when the Archive manager Universal Access extension is installed.
For more information see the Universal Access Installation Guide.
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About the Administration Center

The Archive Manager for Exchange Administration Center (AMAC) provides you with all the
information available to monitor and manage your deployment, the options, actions, and
processes that you can leverage to archive and work with emails, and a powerful search capability
to locate and manage the archives.

In this chapter:

e Starting the AMAC

e Managing Sessions

e Views
o Manager View
o Status View
o Archive View
o Toolbar Icons
e Tools

e Hel

Starting the AMAC

You can start the AMAC in two ways:
1. Login to the Archive Manager for Exchange server.

Unless you added and granted the necessary permission to additional users, you must login as
the superuser to access the AMAC. A superuser account is a windows account with enterprise
administrator privileges to work with the Archive Manager for Exchange administration tools,
run services, manage databases, and manage extensions. It also has elevated privileges to
interact with the on-premise or online Microsoft Exchange servers.

If the Archive Manager for Exchange server is connected to Office 365, you must login as the
superuser.

You can grant logon permissions to additional users from the Tools > Options > User Roles tab.
For more information see Tools, Options and Settings. If you attempt to start the AMAC while
logged on as another user without sufficient rights, a notification dialog appears which
informs you that your user does not have enough permission to log on.

Archive Manager for Exchange Administration Guide
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Archive Manager for Exchange

¥ou do nat have permission ko log on.
Please contack your syskem adminiskrator or log on as superuser,

2. Go to Start > Programs > Metalogix and click Archive Manager for Exchange.

or

GotoC:\Program Files

(x86)

\Metalogix\MAM4Exchange\Applications\EnterpriseManager and click
PamEnterpriseMan.exe

3. The AMAC opens and the Manager view is displayed.

Managing Sessions

Via Archive Manager for Exchange administrator can connect to and administer also other Archive
Manager servers, if such are installed. To do so, on the Session menu click Connect to server. New
window pops-up. Switch to Remote host and enter the name of the server you want to connect to

in the Server name combo box. Then click OK.

Archive Manager for Exchange

Session | View  Tools

Help

Connect

| Connect to server

Disconnect

Exit

To access the server installed on the local computer, switch to Local host and click OK.

Archive Manager for Exchange

Connect to Host

Select the server you want to connect to.

To access the server installed on the local computer, choose
Local host.

(®) Local host
(") Remote host

m

Restart service and repair connection,

[[] ExchangePAMManagersy (Reconnect recommended)

Archive Manager for Exchange Administration Guide
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Views
There are three views in the AMAC:

e Manager view - default view that provides you with all the capabilities to manage your
deployment.

e Status view - provides the information to monitor and your deployment and start or stop
services.

o Archive view - provides a full range of manual archival and retrieval features for mailboxes and

public folders.
There are three ways to open or move between these views:
1. Use the following keyboard keys
e CTRL-1for the Manager view.
e CTRL 2 for the Status view.
e CTRL 3 for the Archive view.

2. Open the View menu and select Manager, Status, or Archive

Session | View | Toocls Help
% Manager BEE=N -

Groups ﬁ Status s || Jobs Retention | Locations
—| ™ Archive

3. Click the respective icons in the lower left corner of the AMAC.

1 | NOTE: AMAC can run in Full Access or Read-only mode. In the read-only mode the
configuration is locked, but archive management through the Archive view is not affected.
So in read-only mode you can manually archive and restore emails, but the settings cannot
be changed.

Archive Manager for Exchange Administration Guide
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Manager View

This is the default view. It is used to configure the automated archiving of mailbox user groups or
public folders with jobs, scheduling jobs, configuring archive settings and manage the locations
of several Archive Manager for Exchange servers in a distributed deployment. The image below
displays the default Groups tab that helps you manage settings for various user groups. Notice
that some groups are displayed in green. The green color indicates that the mailboxes of group
members have been activated for automated archiving. For more information see Manager view.

Archive Manager for Exchange PER
Session  View Tools  Help
FREREX DuG Do e
Groups " Settings H Public Falders ” Jobs H Retention " Locations ]
Set filker | | Clear Filker |
Group name Alias Property Value
Damain Users Domain Users Scheduled in job Job
Gruup Accounts group-accounts Allow to archive members of this group Yes
¥Group Democorp group-democorp
Grcup Products group-products Script active Mo
Grnup Sales group-sales
Archive files older than 10 Days
Archive files bigger than 10,24 KB
Include folders:
Exdude folders:
Outhox
Deleted Items
Indude message dasses:
IPM.Note™
IPM.Document™
IPM.Post™
Exdude message dasses:
B. ™ Server Role: Archive Server Loaded Full&ccess Manager

Archive Manager for Exchange Administration Guide
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Status View

The Status view displays information about the critical components of your deployment like the
the status of the Archive Manager for Exchange services, logged on users, the Hierarchical Storage
Management (HSM) engine and the database. For more information see Status view.

Archive Manager for Exchange = e
Session  View Tools Help
FRR@X DYt PSR
E ;;»phaﬁon Server Srvices
- Connections | AL

Exchange servers

Name Status

@MM Auditing Running
@MM‘I Exchange Direct Archive Running
@-M.&M Exchange Handler Running
.@ MAM Exchange Manager Running
@MAM Exchange Motification Running
@MN"I Exchange Scheduler Running
1% MamM MaPI Running
£ MAM Monitoring Running
@MM‘I Post-processing Running
% MAM PST Importer RuAning
.@ MAM Search Running
£%.MAM Logging Running
% MAM H5M Base Cperations Running

r@I‘dm‘d HSM Asynchronous Operations Stopped

@ [m 5 Server Role: Archive Server Loaded FullAccess Status

Archive Manager for Exchange Administration Guide
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Archive View

This view is reserved for manual archiving or restoration of mailbox and public folder items.

When you restore email items, the original item and its versions are retrieved from the archive
store and copied to the Microsoft Exchange server. For more information see Archive view.

Archive Manager for Exchange = e
Session  View Tools Help
FRBRBEXDRRBPBE YR
Mailboxes "Archwe " PublicFolders H Public Folders Archive ]
Look for: Filter in: Filter
| | | <no fiter= (Blanks) [
B"@: Distribution ists From Subject Received © Size Attachment
@] Domain Users
@I Group Accounts a juanchristie @democorp.com  Lolita 6122020 1:49 PM 8.82KB
@I Group Democorp a davidwebb@democorp.com  Yes Sir I Killed My Dad 6/122020 1:45 PM 7.33KB
; @I Group Products a timashford@democorp.com  Warlight 6/12/2020 1:49 PM 10.82 KB
= @I Group Sales a pabloneruda@democorp.com  The Travelers 6/12/2020 1:49 PM 744 KB
+--(24 Aman Ali [13] a ninatanaka@democorp.com  The Lady in the Mirror 6/12/2020 1:949 PM T.31KB
- David Webb [14] a nikiportman@democorp.com  Rodham 6/12/2020 1:49 PM 7.5KB
-2} Devika Sharma [15] a karljordan @democarp, com My Dark Vanessa 5/12/2020 1:42 PM 7.73KB
(-5 Calendar a juanchristie @democorp.com  Inland 6122020 1:49 PM 7.76 KB
(-3 Contacts a ishnamohan@democorp.com  Girl, Wash Your Face 6/122020 1:45 PM 11.55KB
-3 Conversation Action @i davidwebb@democorp.com  American Spy 6/12/2020 1:43 PM 8.86 KB
g DEIE'__:d Ttems @i tmashford@democorp.com  About Credibility in Persuation 6/12/2020 1:43 PM 7.75KB
..i™= Dra a
juanchristie @democorp.com  Commerce 6/12/2020 1:49 PM 8.28 KB
% IEx;:emaIComads =1 davidwebb@democorp.com  Commerce 6/12/2020 1:49 PM 11.23KB Yes
= J:ut::a\ (=1 timashford@democorp.com  Commerce 6/12/2020 1:49 PM 15.03 KB Yes
{3 Junk Email (=1 pabloneruda@democorp.com  Commerce 6/122020 1:45 PM 12.33KB
{3 Notes 51 rninatanaka@democorp.com  Wealth 6/12(2020 1:43 PM 8.36 KB
{3 Outhox = nikiportman@democorp.com  Wealth 6/122020 1:45 PM 10.86 KB Yes
47 Sent Items (50 karljordan@democorp.com  Wealth 6/12(2020 1:43 PM 8.99 KB
{[3) Tasks =] juanchristie @democorp.com  Wealth 6/12/2020 1:49 PM 10.91KB
B+ Yammer Root = ishnamohan@democorp.com  Wealth 6/12/2020 1:49 PM 9.55KB
E]---f:_’; Domain Administrator [1] = davidwebb@democorp.com  Division of Labour 6122020 1:45 PM 10.17 KB Yes
R Search results (=1 amanali@democorp.com Return of Risk 6122020 1:45 PM 7.63KB
< >
| Sef filter | | Clear filker Page: 1| of 1 Messages: 1-220of 22 First <Prev Mext = Last
@ ﬂ. Server Role: Archive Server Folder contents loaded FullAccess Archiver/Restorer
Archive Manager for Exchange Administration Guide
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Toolbar Icons

The toolbar provides set of smart icons for standard commands and functions. Smarticons are
activated when you need to invoke a specific function in a specific view (e.g. Manager view,

Groups tab, and others).

HEEPBREX DS B2 9 e

Image Name
Properties
Refresh

Copy settings
B Paste settings
> Remove

[ Create new job

Description

If you want to check or define specific criteria for group
archiving, just select the respective group on the Groups
tab and click the Properties icon to open its Properties
window. In the Properties window you may set your
criteria on the respective General, Scheduler, Folders,
Classes and the Script tabs. (See the section “Setting
criteria for group archiving”)

If you want to check or define specific criteria for public
folders, just select the respective public folder on the
Public folders tab in Manager view and click on the
Properties icon to open its Properties window. In the
Properties window that is displayed you may set your
criteria on the respective General, Scheduler, Classes,
and the Script tabs. (See the section “Public folders tab”)

By clicking on this icon you will refresh the screen so that
itis updated following the recently completed
instruction.

By using this icon you may easily copy one group or public
folder settings.

By using this icon you may easily paste one group or
public folder copied settings to another.

This icon can be used for instance for removing
mailboxes or groups from full-text search on the Settings
tab in Manager view. In general, it is used for removing
objects from different tabs under the Settings tab in
Manager view, or for removing objects from the Jobs tab.

Accessible from the Jobs tab in Manager view. By clicking
on this icon you may create a new job simply by entering
its specifications in the Job Settings window.



G

o/

Schedule job

Stop job

Archive

Restore

Advanced search

Show legend

Address Book Manager

Accessible from the Jobs tab in Manager view. When a
job is stopped you may schedule it easily by clicking on
the Schedule job icon.

Accessible from the Jobs tab in Manager view. When a
jobis scheduled you may stop it easily by clicking on the
Stop job icon.

Accessible on the Mailboxes tab as well as Public folders
tab in Archive view. This icon is used for manual archiving
of individual emails, groups, folders, mailboxes etc. Just
select the desired item and click on the Archive icon on
the toolbar. The Archive options window opens and you
can select the retention category under which the chosen
item will be archived.

Accessible on the Mailboxes tab as well as Public folders
tab in Archive view. Thisicon is used for the manual
restoring of individual emails, groups, folders, mailboxes
etc. Just select the desired item and click on the Restore
icon on the toolbar. In the Restorer options window click
on the Accept button. Archived mail will be restored and
the respective shortcuts will be replaced with previous
icons.

Accessible in all three views. If you need to search for
some information in the archive, simply use the Search in
archive icon on the toolbar (see further).

Accessible in the Archive view. When you click this icon,
the legend dialog pops up displaying all kinds of icons
that you can see on the tabs of Archive view and the
explanation for the icons.

Opens the Address Book Manager which synchronizes
servers, groups and mailboxes with Archive Manager for
Exchange (see the section “Address book Manager”).



Tools

This menu provides the administrative tools, options and settings to manage the application and
preferences for the AMAC. The list of menu options are summarized below. For more
information see Tools, Options and Settings.

e Mailbox Rights Manager - manages user access rights for the ArchiveWeb feature. ArchiveWeb
is used for viewing and working with archived emails over the internet and includes full-text
searching. For more information see Mailbox Rights Manager.

e Check Mailboxes - this command lets you check mailbox connections to the Microsoft Exchange
Server. For more information see Check Mailboxes.

o Create folders - this wizard helps you create Outlook folders for your users. For more
information see Create folders

o Export tasks - manages the export of items from the result set of the advanced search in the
AMAC or ArchiveWeb, to a mailbox or PST file. For more information on how to export found
items see Advanced Search.

o Statistics - helps the administrator get an overview of the number of items archived during
specific hours, days, weeks, months, or years. For more information see Statistics.

o Address Book Manager - manages the synchronization of your servers, groups, mailboxes and
their permissions with the Active Directory. For more information see Address Book Manager.

e Options and Settings - opens the configuration windows for configuring AMAC preferences. For
more information see Options and Settings.

Help

The Help option on the menu bar provides access to different information dialogs and assistance
features.

Archive Manager for Exchange

Session View  Tools | Help

B X 0| About

Groups | Settings | Public License Locations

| Set Filker || Clear Fil| Support * Knowledge base
Help Topics Open support ticket

The options in this menu are described below:
e About —provides information about the current Archive Manager for Exchange version.
e License —provides information about your license, its limit and the expiration date.

e Support —provides a link to the Knowledge base articles on the Quest website. You can click
the Open support ticket which directs you to the online support portal where you can submit a
support request.

Archive Manager for Exchange Administration Guide
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o Help Topics —opens the Metalogix Archive Manager for Exchange Administration Guide.
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Tools, Options and Settings

This chapter describes the administration tools, options and settings to manage the application,
synchronization and preferences for the AMAC.

e Administration Tools

o Mailbox Rights Manager

o Check Mailboxes

o Create folders
o Export tasks
o Statistics

o Address Book Manager

e Options

e Settings

Mailbox Rights Manager

The Mailbox Rights Manager is a tool to manage the access rights for designated administrators of
ArchiveWeb. Privileged users can use ArchiveWeb for viewing and working with archived emails
over the internet and includes full-text searching. Archived mailboxes and folders are visible in
ArchiveWeb even if the Microsoft Exchange Server or Office 365 is unavailable.

i | NOTE:

1. You must synchronize the mailboxes and folders before you use the Mailbox Rights
Manager tool. This will ensure that mailbox and folder permissions are available and
applicable to ArchiveWeb. For more information about synchronization see Synchronizing
Address Book Manager.

2. To manage rights with the Mailbox Rights Manager tool, the logged in user must have the
Modify Mailbox Permission role set to Allow. User roles are assigned in the Tools >
Options > User Roles tab.

About Mailbox Rights Manager

1. From the Tools menu, click Mailbox Rights Manager. The Mailbox Rights Manager window
opens.

Archive Manager for Exchange Administration Guide
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2.

3.

Click any tab to view the list of mailboxes by the preset alphabetical filter. The All tab is the
default preset filter that returns all mailboxes

or

Enter the name of a mailbox in the search field below the tabs. You can also enter one or more
letters to search for all mailboxes that contain the letters. Wildcards are not allowed.

i | NOTE: The Mailbox Rights Manager for individual mailboxes can also be opened from the
Address Book Manager > Mailboxes tab where you right-click the mailbox from the list
view and select Permissions.

Mailbox Rights Manager

Mailboxes: m ABC | DEF | GHI | JKL |MND |PQR5 | TUV |\’;’J(YZ

Display Name

() Aman Ali [13]

(2} David Webb [14]

(2} Devika Sharma [15]

(2 Domain Administrator [12]
(2 Ishna Mohan [16]

(2 Juan Christie [17]

(3 Kanl Jordan [18]

[ Niki Portman [19]

(21 Nina Tanaka [20]

(21 Pablo Neruda [21]

() public_AMXEXCH [-101]
[, Tim Ashford [22]

Shared

Email address

amanali@democomp com
davidwebb@democomp com

devikashama @democom com

domadmin@democorp.com
ishnamohan@democaorp.com
juanchristie @democom .com
karjordan@democom.com
nikiportman @democomp.com
ninatanaka@democomp .com
pabloneruda@democorp.com
domadmin@democorp.com
timashford @democorp.com

€ >

The list columns are described below:
a. Display Name - the display name of the synchronized mailboxes available to the tool.

b. Shared - indicates whether or not a listed mailbox is accessible to the logged in user. Yes
indicates the logged in user has been granted rights to the mailbox. A blank value indicates
the mailbox is either not shared or belongs to the logged in user. In the figure above, the
logged in user is the domain administrator. Since the logged in user cannot assign access
rights to their own mailbox, the value is blank.

c. Email address - the email address of the synchronized mailbox.

Click the Refresh button to reload the search result or click Close to exit the window.

Steps to grant access rights to mailboxes

1
2.

Open the Mailbox Rights Manager.
Locate one or more mailboxes that you want to share with the users through ArchiveWeb.

Select a single mailbox or press ctrl on your keypad and select multiple mailboxes that you
want to share.

Right-click the selection and click Properties from the context menu.
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Mailbox Rights Manager

Mailboxes: m 4BC | DEF | GHI | I | MNO |PQR5 | UV |\mz

Display Name  #

(), Aman Ali [13]

(22 David Webb [14]
(2} Devika Shama [15]
(), Domain Administrator [12]

Shared Email address

Yes amanali@democom .com

Yes davidwebb@democom com

Yes devikashama@democorp.com
domadmin@democorp.com

(2 Ishna Mohan [16]

ishnamohan@democorp.com

Juan Christie [17] Yes juz i lemocom com
(2 Karl Jordan [18] ' arfjords corp.com
ﬂ Miki Portman [147 Y ki 2 ocorp.com
ﬂ Mina Tanaka [20] inatans lemocorp.com
E’; Pablo Meruda [21] pablonenida @democorp.com
E’; public_AMXEXCH [-101] Yes domadmin@democorp.com
() Tim Ashford [22] Yes timashford@democorp.com
£ >

5. The Mailbox Rights window opens. If you selected multiple mailboxes, the Mailbox Rights

window opens and displays the the Mailbox security tab. If you selected multiple mailboxes,
you will see additional tabs that are explained later in this topic. To share the rights to
mailboxes, only the Mailbox security tab is relevant. If the mailbox was previously shared, the
list of all users who have the rights to the mailbox(es) will be listed.

§ Mailbox rights PR § Mailbox rights - Juan Christie [17] BE
Mailboxsecurity Mailbox security " Folder security "Access ]
&j.limin_‘.s::.bjﬂ_: — m‘i,h.s:;bjﬂ_: ey
User name e-mail User name e-mail

$ Domain Administrator domadmin@democorp, com % Domain Administratar domadmin @democorp.com

IOK—‘ Careel _— IOK—‘ Concel e

Figure a. Only the mailbox securitytab appears when Figure b. Additional tabs appear when a single
multiple mailboxes are selected mailboxis selected

To grant rights to additional users, click Add. The Select mailbox window opens.

Select one or more users who will be granted the rights to the mailbox(es). Then click
to add the selected user(s) to the Selected objects list. To remove users from the Selected

objects list, select one or more users from the Selected objects list and click to move
them back to the list of mailboxes. If you enter the name of a listed mailbox user directly in
the search field and click enter, the mailbox user will be directly added to the Selected
objects list.
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T Archive Manager for Exchange

Select mailbox

Type in the name or select from list:

el =

Display name Alias email address =
() Aman Ali amanali amanali @democorp. com
ﬂ David Webb davidwebb davidwebb @democorp.com
f:'; Devika Sharma devikasharma devikasharma@democorp.com
E‘; Ishna Mohan ishnamohan ishnamohan @democorp.com
f:’; Juan Christie juanchristie juanchristie @democorp. com
() Karl Jordan karljordan karljordan @democorp. com
() Niki Portman nikiportman nikiportman@democorp. com
[ Nina Tanaka ninatanaka ninatanaka @democorp. com
f:'; Pablo Neruda pabloneruda pabloneruda @democorp.com
E’; Tim Ashford timashford timashford @democorp. com %
£
Selected objects: 3
If:_’; David Webb

8. Click OKto grant the rights to the users who are listed in the Selected objects list.

9. Verify that the additional users were granted the rights to share the selected mailbox(es).

When mailboxes are shared using the Mailbox Rights Manager tool, the users that are granted

the rights appearin bold font. If a mailbox was shared through permission settings in the

Microsoft Exchange Server or Office 365, the users appear in normal font.

B Mailbox rights (=04
Mailboxsecurity
m&u_u:.@s- —
User name e-mail
s Domain Administrator domadmin@democorp, com
$ David Webb davidwebb@democorp.c...
Aoy

10. To revoke access rights to a mailbox, select a user from the Mailbox rights list and click

Remove.

11. Click OK to close the window.

Steps to grant access rights to mailbox folders

1. Open the Mailbox

Rights Manager.

2. Locate the mailbox that you want to share with the users through ArchiveWeb.
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3. Select a mailbox and right-click the selection. Then click Properties from the context menu.
The Mailbox Rights window opens. The window title indicates the mailbox name and the
mailbox identifier.

4. Click the Folder security tab.

5. Select the folder that you want to share with other users. Only one folder can be selected at a

time.

& Mailbox rights - Niki Portman [19] =3
Mailboxsecurity || Foldersecurity || Access
g-ibiu::.u':u ——

(-2 Calendar A
-3 Contacts

() Conversation Action Settings

i) Deleted Items

i) Drafts

-{(7) ExternalContacts

=

i) Journal

4.3 Junk Email A

Permissions on folder:

User name e-mail

IOK—‘ cance' ADDIV

6. To grant rights to additional users, click Add. The Select mailbox window opens.

7. Select one or more users who will be granted the rights to the folder and click to add
the selected user(s) to the Selected objects list. To remove users from the Selected objects

list, select one or more users from the Selected objects list and click to move them
back to the list of mailboxes. If you enter the name of a listed mailbox user directly in the
search field and click enter, the mailbox user will be directly added to the Selected objects
list.

T Archive Manager for Exchange =
Select mailbox 5],

Type in the name or select from list:

Display name Alias email address &
f’_:’; Aman Ali amanali amanali @democorp. com
David Webb davidwebb davidwebb @democorp.com
E’; Devika Sharma devikasharma devikasharma @democorp.com
f’_z’; Izhna Mohan ishnamohan ishnamohan @democorp.com
(23 Juan Christie juanchristie juanchristie@democorp. com
() Karl Jordan karljordan karljordan @democorp, com
f_z'; Miki Portman nikipor tman nikiportman@democorp. com
(2 Nina Tanaka ninatanaka ninatanaka @democorp.com
E’; Pablo Neruda pabloneruda pabloneruda @democorp. com
() Tim Ashford timashford timashford @democorp.com v
€ >
¥ Y
Selected objects: =

(2 David Webb

_

8. Click OK to grant the rights to the users who are listed in the Selected objects list.
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9. Verify that the additional users were granted the rights to share the selected folder. When a
folderis shared using the Mailbox Rights Manager tool, the users that are granted the rights
appearin bold font. If a folder was shared through permission settings in the Microsoft

Exchange Server or Office 365, the users appear in normal font. The shared folder is indicated

with a green foldericon.

& Mailbox rights - Niki Portman [19] =3
Mailboxsecurity | Foldersecurity || Access
%uibjjb J—
-5 Calendar ~
E-3) Contacts

{7} Conversation Action Settings
-{7) Deleted Items

(7 Drafts
{7} ExternalContacts

~{E5r Inbox

i) Journal
47 Junk Email ha

Permissions on folder:

User name e-mail
8 David Webb davidwebb@democorp.c...

IK—‘ Conce Bopiy

10. To grant the same permission to all subfolders, right-click the folder and click Apply to
subfolders from the context menu.

& Mailbox rights - Devika Sharma [8] =0
Mailboxsecurity || Foldersecurity || Access
g-is"_i;n:.-,j,i_; e —

1) Calendar ~
g H Applyto subfolders |

: onver:

i-{2) Deleted Items

i--{3) Drafts

i-{(3) ExternalContacts

+{=) Inbox

{2 Journal

407y Junk Email =

Permissions on folder:

User name e-mail

8 Administrator domadmin@democorp.c..

1'(—‘ Cancel hoply

11. Verify the result and click OK to close the window.

Steps to grant access rights to public folders
1. Openthe Mailbox Rights Manager.

2. Locate the publicfolder mailbox that contain the public folders you want to share with the
users through ArchiveWeb.
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3. Select the publicfolder mailbox and right-click the selection. Then click Properties from the
context menu. The Mailbox Rights window opens. The window title indicates the mailbox
name and the mailbox identifier.

[>£ Mailbox Rights Manager

Mailboses: n| ABC | DEF | GHI | KL | MNO |DQR5 | TV |wx'r2

Display Name ~ » Shared Email address
E:‘; Aman Al [13] Yes amanali@democomp.com
E:'; David Webb [14] Yes davidwebb@democom.cqg
E:'; Devika Shama [15] Yes devikashama@democom)
f_:’; Domain Administrator [12] domadmin @democomp col
[ Ishna Mohan [16] Yes ishnamohan@democomp.c
() Juzn Christie [17] Yes juanchristie@democorp.c
[ Karl Jordan [18] Yes karjordan@democorp.con
() Niki Portman [15] Yes nikiportman@democomp.c
[ Nina Tanaka [20] Yes ninatanaka@democorp.c
f’_:’; Pablo Neruda [21] Yes pabloneruda@democomp.
oublic_AMXEXCH [- . 'Yes  domadmin@democomp col
;ul:llc_. MXEXCH [-101] domadmin @democorp cor|
22 Tim Ashford [22] ‘es  timashford@democorp co
< >

4. Click the Folder security tab.

5. Select the publicfolder that you want to share with other users. Only one folder can be
selected at atime. A green icon indicates that a public folder has been shared.

6. To grant rights to additional users, click Add. The Select mailbox window opens.

7. Select one or more users who will be granted the rights to the mailbox(es) and click to
add the selected user(s) to the Selected objects list. To remove users from the Selected

objects list, select one or more users from the Selected objects list and click to move
them back to the list of mailboxes. If you enter the name of a listed mailbox user directly in
the search field and click enter, the mailbox user will be directly added to the Selected
objects list.

W Archive Manager for Exchange ®
Select mailbox @

Type in the name or select from list:

Display name Alias email address &
() Aman Al amanali amanali @democorp. com
ﬂ David Webb davidwebb davidwebb @democorp.com
D; Devika Sharma devikasharma devikasharma@demacorp.com
! Ishna Mohan ishnamohan ishnamohan @demacorp.com
(2 1shna Moh, hnamoh hnamohan @d
() Juan Christie juanchristie juanchristie@democorp. com
() Karl Jordan karljordan karljordan @democorp, com
() Niki Portman nikiportman nikiportman@democorp. com
! Nina Tanal ninatanal ninatanal emocorp.com
(24 Nina Tanaka inatanaka tanaka@d
D; Pablo Neruda pabloneruda pabloneruda @demacorp. com
() Tim Ashford timashford timashford @democorp.com v
L4 >
¥ ~
Selected objects: =

2 David Webb

_

8. Click OKto grant the rights to the users who are listed in the Selected objects list.
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9. Verify that the additional users were granted the rights to share the selected folder.

§ Mailbox rights - public_AMXEXCH [-101]

Mailboxsecurity || Foldersecurity || Access

Foldernghts"—

B R

~{E3) Accounts-News
~{E3) Company-ews
~{E3) Products-News
-|£2 salesNews

Permissions on folder:

User name e-mail
$ Domain Administrator
% Aman Ali

b 4 Cavid webb
% Devika Sharma

Teb Ao

amanali @democorp.com

domadmin@democorp. com

davidwebb @democorp.com

<

Apply

subfolders from the context m

& Mailbox rights - public_ AMXEXCH [-100]

enu.

PR

Mailbox security || Folder security || Access
Foldernghts™ [ ———
-~{f2) Accounts-Hews
-{E2) Company-News
-{E3) Products-News
| Apply to subfolders "

Permissions on folder:
User name e-mail G
8 Tim Ashford timashford @democorp.com
s Pablo Meruda pabloneruda @democorp.com
3 Mina Tanaka ninatanaka @democorp.com
2. Miki Portman nikiportman@democorp. com
B o Yo PSS S S —— v
< >

Aty

11. Click OK to close the window.

Steps to view the access rights of a user
1,

2.

Open the Mailbox Rights Manager.

10. To grant the same permission to all subfolders, right-click the folder and click Apply to

Locate the user and right-click the selected mailbox. Then click Properties from the context
menu. The Mailbox Rights window opens. The window title indicates the mailbox name and

the mailbox identifier.

Click the Access tab to view all the mailboxes and folders that are shared with this user.
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§ Mailbox rights - Domain Administrator [12]

Mailboxsecurity || Foldersecurity || Access

m-rl'u_i.b.: OTTONIET HECESSS

=0

User name Target folder
) public_AMXEXCH [-101] Accounts-News
) public_AMXEXCH [-101] Company-MNews
) public_AMXEXCH [-101] Products-Mews
) public_AMXEXCH [-101] Sales-Mews

[ aman Al [13]

[yDavid webb [14]

[:']Devika Sharma [15]

E_’]Ishna Mohan [16]

I:’]Juan Christie [17]

[Z]Karl Jordan [18]

[ niki Portman [19]

[:jNina Tanaka [20]

EjPabIo Meruda [21]

[ Tim Ashford [22]

£

>

B Bl

4. Click OKto close the window. If you click Cancel the window closes and any changes you may

have made in other tabs that were not saved will be rejected.

Check Mailboxes

This tool checks the connection between mailboxes available in the AMAC and the Microsoft
Exchange Server. Use this tool:

o After the first installation of Archive Manager for Exchange.

e After configuration changes on Microsoft Exchange Server, like a mailbox migration.

Steps to use the Check Mailbox tool

1. From the Tools menu click Check mailboxes. The Check mailbox connections wizard opens.

The list view displays mailboxes synchronized with Archive Manager for Exchange.

2. Select the check boxes below the list as described below:

¢ Include deleted mailboxes to display the mailboxes that were deleted.

¢ Include deactivated mailboxes to display the deactivated mailboxes.

3. Select the mailboxes for which you want to check the connection to Microsoft Exchange

server.
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¥ Check mailbox connections

Select mailboxes

ROM Display name e-mail &

[] domadmin Administrator domadmin @democorp. com

] amanali Aman Ali amanali@democarp. com

[ davidwebb David Webb davidwebb @democorp. com

devikasharma Devika Sharma devikasharma@democorp. ...

[] ishnamohan Ishna Mohan ishnamohan@democorp. com

[ juanchristie Juan Christie juanchristie @democorp.com

[ kartiordan Karl Jordan karljordan@democorp.com

nikiportman Miki Portman nikiper tman @democorp.com

[ ninatanaka Mina Tanaka ninatanaka @democorp.com

[ pabloneruda Pablo Meruda pabloneruda @demacorp. com

[ public_amMyEXCH public_AMXEXCH domadmin @democorp. com

[ DO T aliad el fm

Indude deleted mailboxes Indude deactivated mailboxes
_——

4. Click Finish to start checking the mailbox connections. The Checking in progress window
opens.

¥ Check mailbox connections

Checking in progress

Progress:

L )

Processing started
Mailbax Devika Sharma opened. Falders: 25. Mailbox size: 0 MB

Mailbax Miki Portman opened. Folders: 25. Mailbox size: 0 MB
Number of checked mailboxes: 2
Total errors found: 0
Processing finished

_ . FInISh

5. Verify the result and address any connection issues. Click Close to close the window.

Create Folders

The Create Folders tool helps you create custom folders in MS Outlook for one or more users that
are available in the Address Book Manager.

Steps to create a folder in MS Outlook

1. From the Tools menu click Create Folders. The Create Folder Wizard opens.
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¥ Create Folder Wizard

Define folder to create

Folder to create:

Archive

Folder type: Mail folder
Create folder in the following mailboxes:
() all maiboxes
(®) select mailboxes from the list

[] set folder home page

2. Specify the properties as described below:

a. Folder to create - specify the name of the folder to create. The default name is Archive and
is specified as an an example.

b. Folder Type - specify the type from one of the standard types: Mail, Calendar, Contact,

Task, Notes or Journal.

c. Create folder in the following mailboxes

¢ all mailboxes - choose this option to create the folderin all user mailboxes.

¢ select mailbox from the list - choose this option to select specific users from the user
mailbox list available in Address Book Manager.

d. Setfolder home page - Select the check box to set a home page for the created folder and
then specify the URLfor the home page. For example, the ArchiveWeb application can be

made available to users in the folder.

3. Click Next. If you have selected the select mailbox from the list option, the Select mailboxes
window opens.

#% Create Folder Wizard

Select mailboxes

RDM Display name
[ amanali Aman Ali
davidwebb David Webb
[[] devikasharma Devika sharma
[] domadmin Administrator
[ ishnamohan Ishna Mohan
[ juanchristie Juan Christie
[ karljordan Karl Jordan
nikiportman Miki Portman
[ ninatanaka Mina Tanaka
[ pabloneruda Pablo Neruda
[] public_amMxExCH public_ AMXEXCH
[ timashford Tim Ashford

e-mail

amanali@democorp. com
davidwebb@democorp.com
devikasharma@democorp....
domadmin @democorp.com
ishnamohan @democorp.com
juanchristie @democorp.com
karljordan @democorp, com
nikipartman @democorp. com
ninatanaka@democorp. com
pabloneruda@democorp, com
domadmin @democorp.com
timashford @democorp. com

| | Finish | | Cancel

4, Select the mailboxes where the folder will be created. Then click Finish. The Folder creation

in progress window opens.
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¥ Create Folder Wizard

Folder creation in progress

Progress:

( )

Processing started

Creating folder: Archive

Folder type: Mail folder

Mumber of processed mailboxes: 2
Total errors found: 0

Processing finished

_ : - BaCk i F‘n‘Sh CIDSE

5. Verify the result and click Close to exit the tool.

Export Tasks

When you save a search result to an XML file using the Advanced Search feature of the AMAC, the
Export Tasks tool helps you to export the email items in the search result to another mailbox or a
PSTfile.

In this topic:

e About the export task list

Create new task

Start or stop a task

Remove atask or refresh the task list

Add documents to a task

Remove documents from a task

Change the properties of a task

About the export task list

1. From the Tools menu click Export tasks. The Export Tasks window opens.

2. The table lists all the existing tasks otherwise the table is blank.
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% Export tasks rPERR

Mype Mame Status Messages total  Processed messages  Success Warning Error
i] Export to mailbox Export to private mailbox  Waiting 11 1] 1] 1} i}
!] Export to mailbox  Export David's emails Waiting 5 1] 1] a 1}
{] Export to mailbox  Export Devika's emails Waiting 5 1] 1] a 1}
! Export to mailbox  Export Ishna's emails Waiting 5 [v] [v] 1] 1]
i Export to PST Export to Accounts PST  Finished 5 5 5 1] 1]
i Export to PST Export to Product PST Finished 5 5 5 a a

<

>

_ CIDSB

The columns are as described below. The columns can removed or added back when you
right-click and choose Add/remove columns from the context menu. You can also click a
column title to sort the rows in alphabetical order.

a.

b.

Type - the task type. Valid values are Export to mailbox or Export to PST.
Name - name of the task
Status - the status of the task. Valid values are Waiting, Finished, Processing.

Messages total - the number of email messages in the XML file that was attached to the
task.

. Processed messages - the number of email messages that the tool attempted to export.

Success - the number of email messages that were successfully exported.

. Warning - the number of email messages that were exported with some dataissues.

Error - the number of email messages that could not be exported.

Mailbox - identifier of the mailbox where the data will be exported if the task type is
Export to mailbox.

PST File - path of the PST file where the data will be exported if the task type is Export to
PST.

Folder - folder path where the Task details are stored. For example, C: \Program Files
(x86) \Metalogix\MAM4Exchange\Export\<folder-identifier>

Target Folder - name of the root folder that will be created in the target mailbox or PST
file.

. Settings - Number that indicates a unique combination of settings from the Export Tasks

Properties window.

. Last Error - The most recent error that occured when the export task runs. For example, it

could be a global error that caused the export task to fail or an error specifically related to
the most recent item in the export task.
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Steps to create a new task

1.

Right-click anywhere in the Export Tasks window and select Create new task. The Select export

source window opens.

Enter a name for the task. We recommend that you use descriptive names to avoid confusion.

Click Load. The Open Search Result File window opens. Locate and select the XML file. Then

click Open.

The file is attached to the task. Verify that the number of email messages indicated by the
Number of loaded documents property is as expected.

% Export Wizard

Select export source

Task name:

|E)cport to Sales PST |

(® Search result

ﬁ The document list which will be experted is defined by a search result
file.

Number of loaded documents: 5

Click Next. The Select export destination window opens.

Select Export to mailbox or Export to PST.

% Export Wizard

Select export destination

(O) Export to maibox

Export messages to a maibox. The mailbox must be already
l;‘ synchronized to be able to export.
(®) Export to PST

% Export messages to a new PST file.

el

Click Next. The Export settings window opens.
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% Export Wizard 5

Export settings

EXporioldeErmerarcny’ e —

Target folder base:  [Export

() Create folder hierarchy
(®) Export all documents to one folder

Create separate folder for each distinct mailbox

() Start export immediately
(®) Create an export task, but do not start it

I e )

The properties in this window apply to both destinations: mailbox or PST, and are described
below:

Export folder hierarchy

a. Target folder base - name of the folder that will be created when email items are exported
to a mailbox or PST file. Default value is Export.

b. Create folder hierarchy - choosing this option creates a folder hierarchy as defined in the
email being exported. For example, if the email is an inbox item, the email will be
exported to the Export\Inbox folder.

c. Export all documents to one folder - choosing this option exports the messages to the
same root folder specified in the Target folder base property.

d. Create separate folder for each distinct mailbox - Select this check box to create a sub-
folder for each recipient mailbox that is specified in the message. For example if there are
two messages in the source XML file that belong to different mailboxes like David Webb
and

Task start
e. Start Exportimmediately -
f. Create and export task, but do not start it -

8. Click Next. The Summary window opens.

% Export Wizard

Summary

Summary:

Creating new export task

Type: PST export

Settings

- Target base folder: Export

- Export all messages to one folder

- Create a separate folder for each distinct mailbox

Mumber of documents to expart: 5

After dlicking Finish, a new export task will be created. The task needs to be started
manually.

I )
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9. Verify the settings and click Finish. The new task appears in the task list of the Export Tasks

window.

Steps to start or stop a task

1. Select atask from the task list of the Export Tasks window.

2. Right-click the selected task to open the context menu.

& Export tasks EEE
Type MName Status Messages total Processed messages = Success Warning Error
T«;] Export to mailbox  Export to private mailbox  Waiting 11 0 1] 1} 1]
i:_] Export to mailbox Export David's emails Waiting 5 0 1] 1} 1]
i:_] Export to mailbox Export Devika's emails Waiting 5 0 1] 1} 1]
i\vj Export to mailbox Export Ishna's emails Waiting 5 0 [v] 1] 0
8 Export to PST Export to Accounts PST  Finished 5 5 5 a [v]
8 Export to PST Export to Product PST Finished 5 5 5 1} 1]
Export to PST Export to Sales2=r iz =
Properties
Ty Create new task
@ Removetask
Refresh
Automatic refresh
Tasks » | @ Starttask
= Add/remove columns @ Stoptask >
Add documents to task
_ Clear documents

3. Click Tasks and then click Start task to start a task, or click Stop task to stop a task.

Steps to remove a task or refresh the task list
1. Select atask from the task list of the Export Tasks window.

2. Right-click the selected task to open the context menu.

Type MName Status Messages total  Processed messages  Success Warning Error
[\t] Export to mailbox Export to private mailbox  Waiting 11 [v] a a
[\1] Export to maibox  Export David's emails Waiting 5 1] 1] 1} i}
E:;] Export to mailbox  Export Devika's emails Waiting 5 1] 1] a 1}
i}j Export to maibox  Export Ishna's emails Waiting 5 1] 1] a 1}
& Export to PST Export to Accounts PST  Finished 5 5 5 a 1}
W Export to PST Export to Product PST Finished 5 5 5 1} [1]
Export to PST Export to Sales PST N 0 1] 0
Properties
iy Create new task
@ | Remove task
Refresh
Automatic refresh
| Tasks 3
Add/remove columns
< >

3. Click Remove task to remove a task from the task list. Click Yes to confirm the removal.
4. Choose between two options to refresh tasks:
a. Click Refresh to manually refresh the task list.

b. Right-click Automatic refresh to allow the application to refresh the task list every 15
seconds which is preferred for long task lists. After it is activated, you can right-click
Automatic refresh again to deactivate it.
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Steps to add documents to a task

Adding documents to tasks lets you combine more XML source files in one export task. This is
helpful when you need to perform two searches with different search criteria and generate
separate XML files for each search result.

1. Select atask from the task list of the Export Tasks window.

2. Right-click the selected task to open the context menu.

3. Click Tasks and then click Add documents to task. The Open Search Result File window opens.

4. Locate and select the XML file. Then click Open.

5. The document is added to task. The Messages total column value for the task will increase.
Verify that the total is as expected.

Steps to remove documents from a task

1. Select atask from the task list of the Export Tasks window.

2. Right-click inside the window to open the context menu.

> W

Click Tasks and then click Clear Documents.

Confirm that all documents will removed from the task.

5. Verify that the Messages total column value for the task is 0.

Steps to edit task properties

1. Select atask from the task list of the Export Tasks window.

2. Right-click inside the window and select Properties from the context menu. The Properties
window opens.

a.

Export task tab - allows you to view or change the name of the task and the export folder
settings as described previously in this topic.

Documents tab —displays task statistics.

e Documents of task - this section displays the statistics of the documents attached to the
file.

e PSTFile Info - in this section you can check the Total PST size and set the Maximum size
of the PST file. By default size is 2 GB. You can limit the file size when exporting. If the
exported amount is exceeds this limit, a new file is created.
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Statistics

Statistics functionality helps the administrator get an overview of:
e number of items archived during a specific period (Archived messages view)
e size of individual mailboxes and their archive (Archived size view)

To display the statistic overview in Archive Manager for Exchange, click Tools/Statistics on the
main menu. The Statistics window opens by default in the Archived messages view. Switch
between views in the left pane of the window.

To get statistics on the number of archived messages, select the Archived messages view in the
left pane. In the Date range section define the time period for which you want to generate the
statistics. If you have selected “Interval”, specify the time span in the From/to text boxes (either
overwrite the dates or click the down arrows to select desired days in the calendar).

As a next step sort the data by hours/days/weeks/months/years as you select the respective
option in the Grouping section. Finally click Apply.

© Statistics mER
bl 1 g
Archived messages
Archived messages
rchive size
25 T T T
o+
w
o
o
g 15 T
o
o
E 10 1
K
3t
s T
0 : : I : : : : I ]
22:00 23:00 00:00 01:00 02:00
Time

Daterange | Data

Full range
This year

This month
Last 3 months
This week
Taday

Last 7 days

Interval

The statistical data for the chosen time period will be represented in the form of a graph and on
the Data tab as a statistics table. To export the statistical data, click the Export button and then
select the export folder.

j |TIP:Use the icons in the upper bar of the Statistics window to switch between bar graph ()
and line graph ().

Itis also possible to zoom parts of the graph. Simply click inside the graph and draw the
cursor to select the part which you want to zoom. To un-zoom, right-click inside the graph. In
the context menu select Un-Zoom. The graph context menu offers also additional commands
as Print, Save Image As etc.
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To get an overview of individual mailboxes, their size of messages, archive, shortcuts etc. switch

to the Archive size view in the left pane. On the Mailboxes tab check the mailboxes for which you
want to generate the statistics and click Run.

i | NOTE: If you check the Include Exchange size check box the report will contain a new column:

current size of the mailbox on Microsoft Exchange. This helps you to report the size of the
mailbox after archiving.

 Statistics

FER
[ il

Archived messages

Archive mailbox size

Archive size = Wesrogesize T Archive size ) Shoroutzies

Size

o - |

Mailbax

Mailboxes | Data

Administratar [1]

Jetry McLean [22]

[] Lou Florence [24]
IMarianne Peters [23]
[ public_40aDD¢2 [-100]
[ useroni [2]

user00z [3]

[ serinE 41 h
< m >

[7] tnclude Exchange size

m | >

The statistical data for the chosen mailboxes will be represented in the form of a graph and on
the Data tab as a statistics table. Colors in the graph represent the following:

Ired —the size of all messages of the given mailbox
1 green —the size of the mailbox in the HSM store, i.e. archive size

yellow —the shortcut size, i.e. the size of shortcuts left in the Microsoft Exchange server

NOTE: Overview reports for mailboxes can be created also in the Manager view on the
Settings /Archive size report tab. The Export wizard on that tab offers advanced functionality.

The report can be exported and adjusted to the administrator’s needs (see the “Archive size
report” section in the “Settings tab” chapter).

Address Book Manager

Active Directory forest and domains store information about Microsoft Exchange servers,
mailboxes, and other Microsoft Exchange-related objects in your organization. The Address Book
Manager helps you to manage the Microsoft Exchange servers, mailboxes and groups which are
imported into Address Book Manager and keep them in synch to facilitate email archiving. You
can schedule automatic synchronization to keep the Metalogix Archive Manager for Exchange
database up to date and synchronized with the Active Directory.
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In this topic:

Steps to open the Address Book Manager

About the Address Book Manager

Importing Microsoft Exchange Servers

Importing Mailboxes

Importing or Creating Groups

Synchronizing Address Book Manager

Managing Servers

Managing Groups

Managing Mailboxes

Steps to open the Address Book Manager

1
2.

Log in to the Metalogix Archive Manager for Exchange console.

From the Tools menu, click Address Book Manager

Archive Manager for Exchange

Session  View | Tools | Help

B Mailbox rights manager

Check mailboxes
Create folders

Export tasks

eor

Statistics

ress bool anager
[W  Address book Manag

Options
Settings

or, click the Address Book Manager icon from the toolbar.

Archive Manager for Exchange

Session  View  Tools  Help

ERlRRaX DD qE

If no Microsoft Exchange servers, mailboxes or groups are available in the Address Book
Manager, the Address Book Setup wizard appears. Otherwise the Address Book Manager
window opens.

About the Address Book Manager

The Address Book Manager window provides two menu options:

Setup - starts the Address Book Setup wizard that provides a step-by-step guide to add Microsoft
Exchange servers, mailboxes and groups. If no Microsoft Exchange servers, mailboxes or groups
are available in the Address Book Manager, the Address Book Setup wizard appears by default
when you open the Address Book Manager.
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Refresh - reloads information about Microsoft Exchange servers, mailboxes and groups based on
the available configuration settings.

The management of Microsoft Exchange servers, mailboxes, groups and synchronization settings
are organized by tabs in the Address Book Manager window.

o Synchronization —for manual or automatic synchronization of mailboxes, groups and
permissions with the Active Directory of available servers.

¢ Servers —for adding, removing and managing Microsoft Exchange servers.
e Groups —for importing groups, creating user-defined groups and managing group features.

o Mailboxes —for importing new mailboxes and managing mailboxes.

| Address book Manager

Setup  Refresh

Address book and settings

Server name Wersion Access method  Username Induded Configuration path

H? AMYEXCH 2016 MAPT DEMOCORP\domadmin Yes LDAP: //CN=AMXEX..
fig” Democorp.onmicrosoft,..  Office 365 EWS admin@democorp.onmi...  Yes LDAP: /fCN=Config...

-' Synchronization

@ Servers

4:" ISFOTpS:

ﬁ <[l ieg

/ < »
/ 2 servers

Importing Microsoft Exchange Servers

In this topic:

e Options for importing Microsoft Exchange servers

e Stepsto add on-premise Microsoft Exchange servers

e Steps to add online Microsoft Exchange servers

e Steps to verify the imported Microsoft Exchange servers

Options for importing Microsoft Exchange servers

Microsoft Exchange Servers can be added to the Address Book Manager in one of two ways:

e Option 1- By using the Address Book Setup Wizard.
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1. Openthe Address Book Manager.
2. From the Setup menu, click Setup Wizard. The Address book setup wizard appears.

3. Click the Launch server wizard to initiate the import process.

Address book setup

Address book setup

0 Import Exchange Server

In order to archive e-mails, you have to spedfy which Exchange Servers “Q
should be used. The wizard will help you locating the Exchange Servers in ’.'.“
yaur erganization and you will be able to impart the Exchange Servers.

Launch server wizard

6 Import Mailboxes

mailbox is notimported, it is not possible to archive e-mails from it. The
mailbox import wizard will help you to locate the mailboxes and to import
them.

You have to specify which maiboxes should be allowed for archiving. Ifa I N
Launch mailbox wizard

6 Import Exchange groups
The Exchange groups (security groups or distribution lists) will help you to
easily manage the settings all over the archive system. The group impart
wizard will help you to locate the groups in Exchange Servers and

additionaly it allows you to create user defined groups.
Launch group wizard

_ CIDSB

e Option 2 - By starting a task from the Servers tab of the Address Book Manager.

1. Open the Address Book Manager.

2. Click the Servers tab.

3. Right-click inside the list view and from the context menu point to Tasks and select Add
Server... to initiate the import process.

™ Address book Manager

Refresh

Setup

Address book and settings

Versian Access method  Username Induded Configuration path

Server name

¢ Synchronization

[ Tesks v || AddServer
’. LsF DD Add/Remove columns Update Servers
Refresh Purge Servers

& FEDORES Properties

B, < >
/ 2 servers

Whichever method you choose, the Select Exchange Server Type window opens.
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Steps to add on-premise Microsoft Exchange servers

1. Inthe Select Exchange Server Type window, select Import Exchange On-Premise.

™ add new Exchange Server wizard

Select Exchange Server Type

@ @ Import Exchange On-Premise

u () Import Exchange Online

_ : = EaCk d et > Cance'

2. Click Next. A list of Microsoft Exchange Servers appear that are accessible within your trusted
domain.

™ add new Exchange Server wizard

Available Exchange Servers

Servers: 1new servers [ 0 imported servers

Server Mame Exchange Version

AMY 16EXCH Exchange 2016

Set Exchange Server permissions for Metalogix service account

Set Public Folders permissions for Metalogix service account

e

Select the servers that contain the mailboxes and folders you want to archive and then select
the check boxes to set the permissions as described below:

a. Set Exchange server permissions for Metalogix service account - grants elevated rights to
the superuser on each of the selected Microsoft Exchange Servers.

b. Set Public Folder permissions for Metalogix service account - grants OWNER permission to
the Publicfolders.

3. Click Next. The Superuser's mailbox SMTP address window opens.
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4. Inthe Superuser's mailbox SMTP address field, enter the email address of the superuser if not
already filled in. You can change the email from the server Properties window.

® Add new Exchange Server wizard

&

Superuser's SMTP address

&n Superuser's mailbax SMTP address:

|spsadm\n@democompany.com

Same email address will be used for all selected servers. It can be changed
in server properties dialog.

s

5. Click Next. The Summary window opens that lists the on-premise servers that will be added.

® add new Exchange Server wizard

&

sSummary

Summary:

Import the following servers [1] :
- AMX 16EXCH

6. Click Finish to start the import process. The Creating objects window opens. You can click Back
to select more servers to add or remove some of the selected servers.
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® add new Exchange Server wizard

Creating objects

Progress;

When the import process has completed, click Close.

Processing started

Importing server: AMX16EXCH

Server imported

Exchange server permissions have been set
Processing finished

Steps to add online Microsoft Exchange servers

1.

® add new Exchange Server wizard

Select Exchange Server Type

4]

£S5 O Import Exchange On-Premise

u (® Import Exchange Online

In the Select Exchange Server Type window, select Import Exchange Online.

2. Click Next. The Service account for 0365 Exchange server import window opens.
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3. Enter the administrator credentials for the Microsoft Exchange online server.

® Add new Exchange Server wizard

Superuser for Exchange server online:

Username:

|administator@demommpany‘onmicrosoﬂ.mm |

Password:

| P |

4. Click Next. The Available Exchange Servers window opens. Select the desired Office 365
instance. You can click Back to select more servers to add or remove some of the selected
servers.

® Add new Exchange Server wizard

Available Exchange Servers

Servers: 1new servers [ 0 imported servers

Server Name Exchange Version

demacompany.onmicrosoft.com Office 365

Set Exchange Server permissions for democompany.onmicrosoft.com

Set Public Folders permissions for democompany.enmicrosoft. com

=

Select the servers that contain the mailboxes and folders you want to archive and then select
the check boxes to set the permissions as described below:

c. Set Exchange server permissions for <Exchange server online superuser> - grants elevated
rights to the Exchange serve online superuser on each of the selected servers.

d. Set Public Folder permissions for <Exchange server online superuser> - grants OWNER
permission for the Public folders to the Exchange serve online superuser.
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5. Click Next. The Summary window opens that lists the online Microsoft Exchange servers that
will be added.

® Add new Exchange Server wizard

Summary

Summary:

Import the following servers [1] :
-democompany.onmicrosoft.com

6. Click Finish to start the import process. The Creating object window opens.

7. When the import process has completed, click Close.

™ Add new Exchange Server wizard

Creating objects

Progress:

Processing started

Importing server: democompany.onmicrosoft.com

Server imported but failed to set Exchange server permissions
Processing finished
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Steps to verify the imported Microsoft Exchange

servers

1. Open the Address Book Manager

2. Click the Servers tab and verify the imported servers in the list view.

7| Address book Manager

Setup  Refresh

Address book and settings

| ¢ Synchronization

@ Servers

v:'_ LT OUPE

& MebiRes

V4

<

Server name

o AMXEXCH
fi'Democorp. onmicrosoft,.. Office 365

Access method  Username Induded Configuration path

MAPT DEMOCORP\domadmin Yes LDAP: f/CN=AMXEX..
EWS admin@democorp.onmi...  Yes LDAP:f/CN=Config.. |

2 servers

Importing Mailboxes

In this topic:

e Options for importing mailboxes

e Steps to import mailboxes from on-premise Microsoft Exchange servers

e Steps to import mailboxes from online Microsoft Exchange servers

e Steps to verify the imported mailboxes

Options for importing mailboxes

Microsoft Exchange server mailboxes can be added to the Address Book Manager in one of two

ways:

e By using the Address Book Setup Wizard.

1. Open the Address Book Manager.

2. From the Setup menu, click Setup Wizard. The Address book Setup wizard appears.

3. Click the Launch mailbox wizard to initiate the import process.

Archive Manager for Exchange Administration Guide

Tools, Options and Settings

45



Address book setup

Address book setup

0 Import Exchange Server

In order to archive e-mails, you have to spedfy which Exchange Servers ‘Q
should be used. The wizard will help you locating the Exchange Servers in f'.“
your organization and you will be able to impart the Exchange Servers.

Launch server wizard

g Import Mailboxes

‘fou have to specify which mailboxes should be allowed for archiving. Ifa B,
mailbox is notimported, it is not possible to archive e-mails from it. The y
mailbox import wizard will help you to locate the mailboxes and to import +
them.

Launch mailbox wizard

6 Import Exchange groups
The Exchange groups {security groups or distribution lists) will help you to
easily manage the settings all over the archive system. The group impart
wizard will help you to locate the groups in Exchange Servers and

additionaly it allows you to create user defined groups.
Launch group wizard

_ CIDSE

¢ By using the Mailboxes tab of the Address Book Manager.

1. Openthe Address Book Manager.
2. Click the Mailboxes tab.

3. Right-click inside the list view and from the context menu point to Tasks and select Import
mailbox wizard... to initiate the import process.

" Address book Manager

Setup  Refresh

Address book and settings

Display name email address Home server

Synchromization

SEIVETS

& Oruijog - -
| Tasks 4 Import mailbox wizard
Mailboxes Add/Remove columns Activate mailboxes
Refresh list Deactivate mailboxes
Properties Migrate mailbox
Permissions Purge mailboxes
Synchronize mailbox folder permissions
Update mailboxes

Whichever method you choose, the Import mailbox wizard window opens.
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Steps to import mailboxes from an on-premise
Microsoft Exchange Server

1. Inthe Select Exchange Server Type window, select Import from Exchange On-Premise.

i+ Import mailbox wizard

Exchange type selection

i (® Import from Exchange On-Premise

" (O) Import from Exchange Online

_ I - EaCk : i Cance'

2. Click Next. The Mailboxes - search and select mailboxes to import window opens.

% Import mailbox wizard

Mailboxes - search and select mailb

Look for Name:

| Search

Display Name Email Address

Administrator spsadmin @domca. meta. test
Miki Portman nikiportman @domca. meta, test
Ishna Mohan ishnamohan @domca, meta, test
Mina Tanaka ninatanaka@domca.meta. test
[7] Pablo Neruda pabloneruda @domca.meta. test
[ aman ali amanali@domca. meta. test

[] 3uan Christie juanchristie @domca.meta. test
[] pevika sharma devikasharma @domca.meta, test
[ karl Jordan karljordan @domca.meta. test
[ Tim ashford timashford @domca.meta. test
[[] David webh davidwebb@domca. meta. test

==

3. Click Search to return the list of all mailboxes across all on-premise servers available to the
Address Book Manager. To reduce the list of mailboxes, you can specify a search term in the
Look for Name search box. Only the initial letters of the mailbox Display Name can be
specified, and wildcards are not supported. The search term is case-insensitive. For example,
if you enter ni as the search term and click Search, the mailboxes that start with the letters ni
will be returned in the search results list.

4. Select one or more mailboxes that you want to import.
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NOTE: Mailboxes that are highlighted indicate that they already exist in the Address Book
Manager. The list summary above the list of mailboxes will indicate how many mailboxes
that you select are new, and how many already exist. If you select pre-exisiting
mailboxes, they will be updated during the import process.

5. Click Next. The Summary window opens that lists the mailboxes from the on-premise
Microsoft Exchange servers that will be imported.

% Import mailbox wizard

Summary

Summary:

Import the following maiboxes [4] :
- Administrator

- Miki Portman

- Ishna Mohan

- Nina Tanaka

I )

6. Click Finish to start the import process. The Creating Object window opens. You can click Back
to select more mailboxes to add or remove some of the selected mailboxes.

i¢ Import mailbox wizard

Creating objects

Progress:

Processing started

Importing mailbox: Administrator
Mailbox imported

Importing mailbox: Miki Partman

Mailbox imported

Importing mailbox: Ishna Mohan
Mailbox imported

Importing mailbox: Nina Tanaka

Mailbox imported

Processing finished

_ I = BECk ! F‘n‘Sh d CIDSE

7. When the import process has completed, click Close.
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Steps to import mailboxes from an online Microsoft
Exchange Server

1. Inthe Select Exchange Server Type window, select Import from Exchange Online.

7 Import mailbox wizard

Exchange type selection

i (O) Import from Exchange On-Premise

‘ (®) Import from Exchange Online

2. Click Next. The Exchange Online window opens. Select the desired Office 365 instance.

%+ Import mailbox wizard

Exchange Online

Select Office 385 tenants:

Server Mame

democompany.onmicrasoft.com
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3. Click Next. The Mailboxes - search and select mailboxes to import window opens.

i+ Import mailbox wizard

Mailboxes - search and select mailboxestoumport:

Look for Name:

|-ﬂ Search

4 new mailb /0 old mailb

Display Name Email Address

Allen Simon allensimon@democompany. onmicrosoft,com
Anton Horvath antonhorvath @democompany. onmicrosoft.com
[ arnav Sharma arnavsharma @democompany .onmicrosoft. com
[ Ashton McGrath ashtonmegrath @democompany. onmicrosoft.com

e

4. Click Search to return the list of all mailboxes across all on-premise servers available to the
Address Book Manager. To reduce the list of mailboxes, you can specify a search term in the
Look for Name search box. Only the initial letters of the mailbox Display Name can be
specified, and wildcards are not supported. The search term is case-insensitive. For example,
if you enter A as the search term and click Search, the mailboxes that start with the letter A
will be returned in the search results list.

5. Select one or more mailboxes that you want to import.

i | NOTE: Mailboxes that are highlighted indicate that they already exist in the Address Book
Manager. The list summary above the list of mailboxes will indicate how many mailboxes
that you select are new, and how many already exist. If you select pre-exisiting
mailboxes, they will be updated during the import process.

6. Click Next. The Summary window opens that lists the online Microsoft Exchange servers that
will be added.

i+ Import mailbox wizard

summary

Summary:

Import the following mailboxes [2] :
- Allen Simon
- Anton Horvath

e
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7. Click Finish to start the import process. The Creating Object window opens. You can click Back
to select more mailboxes to add or remove some of the selected mailboxes.

% Import mailbox wizard

Creating objects

Progress;

Processing started

Importing mailbox: Allen Simon
Mailbox imported

Importing mailbox: Anton Horvath
Mailbox imported

Processing finished

I

8. When the import process has completed, click Close.

Steps to verify the imported mailboxes
1. Open the Address Book Manager

2. Click the Mailboxes tab and verify the imported mailboxes in the list view.

" Address book Manager

Setup  Refresh

Address book and settings

RDM Display name Alias email address Home server
e Synchronmzation

[ spsadmin Administrator spsadmin spsadmin@democompany....  AMX16EXCH

= SETVETS E_}
- ninatanaka Mina Tanaka ninatanaka ninatanaka @democompan...  AMX16EXCH
L Eroins (2}, nikiportman Niki Portman nikiportman nikiportman@democompan...  AMX 16EXCH

If_:i ishnamohan Ishna Mohan ishnamohan ishnamohan @democompan...  AMX16EXCH
[ allensimon Allen Simon allensimon allensimon @democompan. .. democomp...
I::l antonhorvath Anton Horvath antonhorvath antonhorvath @democompan. .. democomp...

/./‘ < >
8 mailboxes

NOTE: In the mailboxes list you will also see mailboxes names public_<name-of-Microsoft-
Exchange-server>. These mailboxes are the public folders from the respective Microsoft
Exchange server because Address Book Manager considers a public folder as a profile. These
mailboxes are always highlighted in blue B, so you can distinguish them faster.
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NOTE: Imported mailboxes must be added to a group in Address Book Manager to activate
automatic archiving with scheduled jobs. If you do not add mailboxes to a group you can
archive them manually. For more information about adding mailboxes to groups see the
section “How to add members to a user defined Archive Manager group”.

Importing or Creating Groups

Groups activate you to schedule archiving jobs. There must be at least one group (either

imported from Active Directory or a user-defined group) if you plan to schedule archiving jobs.

User-defined groups are not Active Directory groups.
In this topic:

e Options forimporting groups

e Steps to import groups from on-premise Microsoft Exchange servers

e Steps to import groups from online Microsoft Exchange servers

e Steps to create user-defined groups

e Steps to verify the imported groups

Options for importing groups

Microsoft Exchange server groups can be added to the Address Book Manager in one of two ways:

e By using the Address Book Setup Wizard.
1. Open the Address Book Manager.
2. From the Setup menu, click Setup Wizard. The Address book Setup wizard appears.

3. Click the Launch group wizard to initiate the import process.
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Address book setup

Address book setup

0 Import Exchange Server

In order to archive e-mails, you have to spedfy which Exchange Servers ‘Q
should be used. The wizard will help you locating the Exchange Servers in f'.“

your organization and you will be able to impart the Exchange Servers.

g Import Mailboxes

‘fou have to specify which mailboxes should be allowed for archiving. Ifa m,
mailbox is notimported, it is not possible to archive e-mails from it. The .
mailbox import wizard will help you to locate the mailboxes and to import

them.

6 Import Exchange groups

The Exchange groups {security groups or distribution lists) will help you to
easily manage the settings all over the archive system. The group impart
wizard will help you to locate the groups in Exchange Servers and
additionaly it allows you to create user defined groups.

Launch server wizard

Launch mailbox wizard

Launch group wizard

Close

e By using the Groups tab of the Address Book Manager.
1. Openthe Address Book Manager.
2. Click the Groups tab.

3. Right-click inside the list view and from the context menu point to Tasks and select Add
group wizard... to initiate the import process.

7 Address book Manager

Setup  Refresh
Address book and settings
- Display name email address Group
e Synchromzation
| SEIVETS
| Tasks 4 H Add group wizard
= 2
M 1l Add/Remove columns Purge group
Refresh
Properties
£ >
0 groups

Whichever method you choose, the Import group wizard window opens.
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Steps to import groups from an on-premise
Microsoft Exchange Server

1. Inthe Import group wizard window, select Import Groups.

% Import group wizard

Wizard type selection

a @ Import Groups

(O) Create user defined group

—(m et 2 Cance'

2. Click Next. The Exchange type selection window opens. Select Import form Exchange On-

Premise.

it Import group wizard

Exchange type selection

i (®) Import from Exchange On-Premise

‘ (7)) Import from Exchange Online

—m et 2 cancel

3. Click Next. The Groups - search and select groups to import window opens.
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ik Import group wizard

Groups - search and select groups toNmport

Look for Name:

|D Search

Groups: 10 new groups [ 0 imported groups

Display Name Security group
|:| Domain Computers True
[[] Domain Controllers True
Domain Admins True
Domain Users True
|:| Domain Guests True
[ benied RODC Password Replication Group True
[[] bneadmins True
[] bnsUpdateProxy True
|:| Discovery Management True
[ Delegated Setup True

el

4. Click Search to return the list of all groups across all on-premise servers available to the
Address Book Manager. To reduce the list of groups, you can specify a search term in the Look
for Name search box. Only the initial letters of the groups Display Name can be specified, and
wildcards are not supported. The search term is case-insensitive. For example, if you enter D
as the search term and click Search, the groups that start with the letter D will be returned in
the search results list.

5. Select one or more groups that you want to import.

i | NOTE: Groups that are highlighted indicate that they already exist in the Address Book
Manager. The list summary above the list of groups will indicate how many groups that
you select are new, and how many already exist. If you select preexisting groups, all new
mailboxes will also be imported.

6. Click Next. The Group settings - default values window opens.

it Import group wizard

Group settings - default value

The groups will be imported with the following default settings:

Automatically import mailbox members
Advanced import settings
(® Import subgroups along with its members

() Import only mailbox members without subgroups

 eweies

7. Specify the settings which will be applied when the groups are imported now or synchronized
in future with the Address Book Manager automatically or manually. The settings are
described below:
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a. Automatically import mailbox members - check this box to import all Active Directory

accounts with a mailbox that are members of this group.

b. Advanced import settings - check this box if you intend to import subgroups and subgroup

mailbox members. You can activate this setting only if you select the Automatically import
mailbox members setting.

c. Import subgroups along with members - check this box to import existing subgroups of

selected groups including its member mailboxes. This is the default setting.

d. Import only mailbox members without subgroups - check this box to import only member
mailboxes from subgroups. These mailboxes will be added to mailboxes in the parent

group in the Address Book Manager.

8. Click Next. The Summary window opens that lists the groups that will be added.

it Import group wizard

summary

Summary:

Import the following groups [2] :
-Domain Admins
-Domain Users

< Back

|'[ Finish

| | Cancel |

9. Click Finish to start the import process. The Creating Object window opens.

it Import group wizard

Creating objects

Progress:

Processing started
Importing group: Domain Admins
Group imported

- Mew mailbox members imported = 0
- Mew subgroups imported =0

Importing group: Domain Users
Group imported

- Mew mailbox members imported = 7
- Mew subgroups imported =0

Processing finished

= Back

Finish

Close

10. When the import process has completed, click Close.
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Steps to import groups from an online Microsoft
Exchange Server

1. Inthe Import group wizard window, select Import Groups.

% Import group wizard

Wizard type selection

a @ Import Groups

(O) Create user defined group

—(m et 2 Cance'

2. Click Next. In the Exchange Type selection window, select Import from Exchange Online.

it Import group wizard

Exchange type selection

i (O) Import from Exchange On-Premise

‘ (®) Import from Exchange Online

—m et Cance‘

3. Click Next. The Exchange Online window opens. Select the desired online Microsoft Exchange

server.
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it Import group wizard

Exchange Online

Select Office 365 tenants:

Server Mame

democompany.onmicrasoft.com

 eweies

4. Click Next. The Groups - search and select groups to import window opens.

it Import group wizard

Groups - search and select group

Look for Name:

| Search

Groups: 41 new groups [ 0 imported groups

Display Name Security group =

Organization Management True

D Redpient Management True

D View-Only Organization Management True

Help Desk True

D Records Management True

] piscovery Management True

[ Hygiene Management True

Compliance Management True

D UM Management True

] RIM-MailboxAdminsd94a65c903754f753533a790c0381...  True w

< : >
_ | < Bark ‘ | ke | | Conee: |

5. Click Search to return the list of all groups across all online servers available to the Address
Book Manager. To reduce the list of groups, you can specify a search term in the Look for
Name search box. Only the initial letters of the group Display Name can be specified and
wildcards are not supported. The search term is case-insensitive.

1 | NOTE: Groups that are highlighted indicate that they already exist in the Address Book
Manager. The list summary above the list of groups will indicate how many groups that
you select are new, and how many already exist. If you select pre-existing groups, all new
mailboxes in those groups will also be imported.

6. Select the groups that you want to import.

7. Click Next. The Group settings - default values window opens
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it Import group wizard

Group settings - default value

The groups will be imported with the following default settings:

Automatically import mailbox members
Advanced import settings
(® Import subgroups along with its members

() Import only mailbox members without subgroups

 eweies

8. Specify the settings which will be applied when the groups are imported now or synchronized
in future with the Address Book Manager automatically or manually. The settings are
described below:

a. Automatically import mailbox members - check this box to import all Active Directory
accounts with a mailbox that are members of this group.

b. Advanced import settings - check this box if you intend to import subgroups and subgroup
mailbox members. You can activate this setting only if you select the Automatically import
mailbox members setting.

c. Import subgroups along with members - check this box to import existing subgroups of
selected groups including its member mailboxes. This is the default setting.

d. Import only mailbox members without subgroups - check this box to import only member
mailboxes from subgroups. These mailboxes will be added to mailboxes in the parent
group in the Address Book Manager.

9. Click Next. The Summary window opens that lists the groups that will be added.

it Import group wizard

Summary

Summary:

Impart the following groups [6] :
- Organization Management
-Help Desk

- Compliance Management

- Security Administrator
-Helpdesk Administrator

- Company Administrator

I )
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10. Click Finish to start the import process. The Creating objects window opens. You can click Back
to select more groups to add or remove some of the selected groups.

it Import group wizard

Creating objects

Progress:

Imparting group: Compliance Management
Group imported

- Mew mailbox members imported =0
- Mew subgroups imported =0

Importing group: Security Administrator
Group imported

- New mailbox members imported =0
- Mew subgroups imported =10

Importing group: Helpdesk Administrator
Group imported

- Mew mailbox members imported =0
- Mew subgroups imported = 1
Processing finished

v

_ I z BaCK a FInISh d Close

11. When the import process has completed, click Close.

Steps to create user-defined groups

1. Inthe Import group wizard window, select Create user defined group. Enter a name for the
group in the Group Name field.

ik Import group wizard

Wizard type selection

O Import Groups

(®) Create user defined aroup

&
@

Group Name:

|Demo Group

_ I . Back d et 2 cance'

2. Click Next. The User Defined Group - Add members to group window opens. By default, the
on-premise Microsoft Exchange server is the source for the list of mailboxes and groups that
can be added to the user-defined group. To use 0365 Exchange servers as a source for
mailboxes and groups, select Exchange Online.
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it Import group wizard

User Defined Group - Add

Look for Name:

| Search

Exchange Online

Display Name Email Address Member Type

I

3. Click Search to return the list of all mailboxes and groups. To reduce the list of mailboxes and
groups, you can specify a search term in the Look for Name search box. Only the initial letters

of the mailbox or group Display Name can be specified and wildcards are not supported. The
search term is case-insensitive.

1 | NOTE: If the Exchange Online check box is checked, only the online Microsoft Exchange
servers will be used as the source. If the Exchange Online check box is unchecked, only
on-premise Microsoft Exchange servers will be used as the source.

Mailboxes and groups that are highlighted indicate that they already exist in the Address
Book Manager. The list summary above the list of groups will indicate how many
mailboxes and groups are available.

it Import group wizard

User Defined Group - Add

Look for Name:

| Search

[] Exchange Online

Display Name Email Address Member Type ™
] Admini {min @dh meta.test Mailbazx

] niki Portman nikiportman @domca.meta. test Mailbox

] 1shna Mohan ishnamohan@domca. meta. test Mailbox

Nina Tanaka ninatanaka@domca. meta, test Mailbox

Pablo Neruda pabloneruda @domca.meta. test Mailbax

Aman Al amanali@domca.meta. test Mailbax

[] Juan Christie juanchristie @domca.meta. test Mailbox

[ pevika Sharma devikasharma@domca. meta. test Mailbox

[ Karl Jordan karljordan @domeca.meta. test Mailbax

1 Tim Ashford timashford @damea.meta. test Mailhoe e
< >

I

4. Select one or more mailboxes and groups that want to add to the user-defined group. If you
select one or more groups, all mailboxes in that group will also be add to the user-defined
group during the import process.

5. Click Next. The Summary window opens that indicates the user-defined group that will be
created.
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it Import group wizard

Summary

Summary:

Creating manual group:
-Demo Group

6. Click Finish to start the group creation process. The Creating Object window opens. You can
click Back to revise your selection of mailboxes and groups.

it Import group wizard

Creating objects

Progress:

Importing Member - Mailbox: Aman Ali
— Mailbox imported successfully

<<= Creating Manual Group: Demo Group =33
—Manual Group created successfully

Processing finished

7. When the import process has completed, click Close.
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Steps to verify the imported groups
1. Open the Address Book Manager

2. Click the Groups tab and verify that the imported Active Directory and user-defined groups
appearin the list view as expected. User-defined groups are highlighted in green

Address book Manager

Setup  Refresh

Address book and settings

RDN Display name Alias emal add... Group type

_' Synchromzation

ﬂ Company Administrator Company Administrator Company Administrator auto
ﬁ Compliance Management Compliance Management Compliance Management auto
Moo % Demo Group Demo Group Demo Group manual
8 Domain Admins Domain Admins Domain Admins auto
'& Domain Users Domain Users Domain Users auto
'& Help Desk Help Desk Help Desk auto
ﬂ Helpdesk Administrator Helpdesk Administrator Helpdesk Administrator auto

“ IHEOHES

& organization Management
8 security Administrator

Organization Management
Security Administrator

Organization Management
Security Administrator

auto
auto

/ < >
/ 9 groups

3. Select agroup and right-click to open the context menu. Click Properties. The Properties
window of the selected group appears.

4. Click the Members tab and verify that the list of mailboxes were imported as expected.

Synchronizing Address Book Manager

Synchronization with the Microsoft Exchange servers keeps groups and mailboxes up to date so
that emails can be archived without problems. With the Address Book Manager, you can set up
automatic synchronization schedules and initiate manual synchronization of various artifacts.

In this topic:

e Steps to perform a manual synchronization

e Steps to schedule automatic synchronization

Steps to perform a manual synchronization

1. Open Address Book Manager by clicking the toolbar icon W or clicking Address Book Manager
from the Tools menu.

2. The Synchronization tab opens by default.
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" Address book Manager

Setup  Refresh

Address book and settings

B Synchronization
Exchange Synchronization Exchange Permissions Synchronization

= SETVETS

Activate Maibox Update Activate Exchange Mailbox permission sync
LN LToupE

Activate Mailbox Folder permission sync
Activate Group Update

& (TENBTRES Activate Public Folder permission sync
S S
Select servers:
Server Name
AMXEXCH

democompany .onmicrosoft.com

3. Select the Microsoft Exchange mailboxes, groups and permissions that you want to
synchronize.

4. Inthe Select servers box, select the Microsoft Exchange servers with which you want to
synchronize the mailboxes, groups and permissions.

5. Click Apply to confirm the settings.

6. Click Sync Now in the Microsoft Exchange Synchronization box to manually initiate the
synchronization of the mailboxes and groups with the selected Microsoft Exchange servers.

": Synchronization

Processing Exchange Synchronization!

Processing: .. Server: 2/ 2

( J

START: 9/1/2019 10:38:19 PM

Processing Server —> AMX 16EXCH
Total mailboxes to process = 5

Mumber of mailboxes updated successfully = 5
Number of mailboxes faled to update =0

- Number of deleted mailboxes = 0
Total groups to process = 2

Number of groups updated successfully = 2
MNumber of groups failed to update =0

- Number of deleted groups =0

- Number of new mailboxes imported = 6
- Number of new groups imported = 0

Processing Server —-> democompany.onmicrosoft.com

Total mailboxes to process = 1

_

7. Click Stop to halt the synchronization process before it completes. When the process
completes, click the Close button that appears. You can find the results of the synchronization

processin alogfile located at C: \Program Files (x86)\Metalogix\MAM4Microsoft
Exchange\Log\Synchronization <timestamp>.log
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8. Click Sync Now in the Microsoft Exchange Permissions Synchronization box to manually initiate
the synchronization of the mailboxes and groups with the selected Microsoft Exchange

servers.

" Synchronization

Processing Exchange Permissions Synchronization:

Processing: ...  Server: 22
( )

START: 9/1/2019 10:48:19 PM -

Processing Server —> AMX 16EXCH
-2 Synchronizing Mailbox Permissions
Total mailboxes to process = 11

MNumber of mailboxes updated successfully =0
Number of mailbaxes faled to update = 11

—= Synchronizing Mailbox Folder Permissions
Total mailboxes to process = 11

MNumber of mailboxes updated successfully = 11
Number of mailboxes faled to update =0

Mumber of folders updated successfully = 171
MNumber of folders failed to update =0

—= Synchronizing Public Folder Permissions

Total public folder mailboxes to process = 1

Number of public folder mailboxes updated successfully = 0 9]

_

9. Click Stop to halt the synchronization process before it completes. When the process
completes, click the Close button that appears. You can find the results of the synchronization
processin alogfile locatedat C: \Program Files (x86)\Metalogix\MAM4Microsoft
Exchange\Log\Synchronization <timestamp>.log

Steps to schedule automatic synchronization

1. Open Address Book Manager by clicking the toolbaricon W or clicking Address Book Manager
from the Tools menu.

2. The Synchronization tab opens by default.

7 Address book Manager
Refresh

Setup

Address book and settings

B Synchronization
Exchange Synchronization Exchange Permissions Synchronization

e

Activate Mailbox Update Activate Exchange Mailbox permission sync

" pniing
Activate Mailbox Folder permission sync
Activate Group Update

& HoboHEs Activate Public Folder permission sync

S S

Select servers:

Server Name

AMYEXCH
democompany .onmicrosoft. com

.// . Apply
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3.

4.

5.

6.

8.

0.

Select the Microsoft Exchange mailboxes, groups and permissions that you want to
synchronize.

In the Select servers box, select the Microsoft Exchange servers with which you want to
synchronize the mailboxes, groups and permissions.

Click Schedule in the Microsoft Exchange Synchronization box. The Microsoft Exchange
Synchronization Scheduler dialog appears.

™ Exchange Synchronization scheduler =3

Scheduling

E AUTONTE LIS YT OTZ G LRSI T

Use scheduled synchronization
0 [ 12 18

Monday

Tuesday

Wednesday
Thursday
Friday
Saturday
Sunday

Please mark the hours on the weekly plan when the
synchronization should take place

B ]

Select Use scheduled synchronization to activate the synchronization calendar. Each row
corresponds to a day of the week. Each column corresponds to an hour of the day (24-hour
clock).

To set up a schedule using the synchronization calendar, click the cell that corresponds to the
day of the week and the hour of day when you want the scheduler to initiate a
synchronization job. For example, in the figure above, the synchronization schedule is set to
start at 18:00 hrs (6 pm) every weekday. The time zone of the computer where the application
is running will be used to determine the time.

1 | NOTE: If you select consecutive cells in a single row, synchronization will start
automatically every hour on the hour. It will consume unnecessary processing time and is
not recommended.

Click OK to save the schedule or Cancel to discard the setup.

You can find the results of the scheduled synchronization processin alog file located at C:
\Program Files (x86)\Metalogix\MAM4Microsoft
Exchange\Log\Synchronization <timestamp>.log
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Managing Servers

The Address Book Manager provides all the necessary tools to manage Microsoft Exchange on-
premise and online servers that are imported into the Address Book Manager.

In this topic:

e Managing the servers list view

e Managing Server Tasks

e Managing Server Properties

Managing the servers list view

The servers list view displays the on-premise and online servers that are imported into the
Address Book Manager.

Steps to view the servers list

1. Open Address Book Manager by clicking the toolbar icon W or clicking Address Book Manager
from the Tools menu.

2. Click the Servers tab. The servers list view appears with a default set of columns. You can add
or remove these columns.

" Address book Manager

Refresh

Setup

Address book and settings

SErver name Access method  Username Induded Configuration path
o AMXEXCH 2016 MAPT DEMOCORP\domadmin Yes LDAP:f{CN=AMYEX. .

‘:'Democuru‘onmiuoscﬂ:.‘. Office 365  EWS admin@democorp.onmi...  Yes LDAP:f/CN=Config.. |

- Version
¢ Synchroneation

cj Servers

«:'_ LT OUpE

& HmbEES

/ 4 < >
/ 2 servers

3. The columns are as follows:

a. Server name - the name of the on-premise or online Microsoft Exchange server

b. Version - the version of the Microsoft Exchange application installed on the server.
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c. Access Method - How Metalogix Archive Manager for Exchange connects to the Microsoft
Exchange server. The two possible values are MAPI or EWS.

d. Username - the username that is used to access the server. The format for an onpremise
exchange server is <domain>\<username> and for an 0365 sever it is the email address.

e. Included - Yes indicates that the server will be synchronized. No indicates that the server
will not be synchronized and is also highlighted in green

f. Configuration path - LDAP Uniform Resource Locator (URL) that defines the server location.

g. Deleted - No indicates the server is active in Address Book Manager. Yes indicates that the
server is logically deleted from the list of servers and is will not be used. Deleted servers
are highlighted in red

h. Server DN - legacy distinguished name (DN) of the Microsoft Exchange server.
i. Serverld - aunique serial number allocated to each server in Address Book Manager.

j. Modification Date - the most recent date when the server was synchronized.

Steps to add or remove server list columns

1. Right-click to open the context menu and click Add/Remove columns...

Add/Remove columns %

Available columns: Selected columns:
Deleted
Server DN Version
SERVERID Access method
Modification date Username
inued I
Configuration path

- ol

2. To add acolumn to the display:

a. Select the column from the Available columns list box.
b. Click Add to move the column to the Selected columns list box.

c. Use the Up and Down buttons to column the new column. The topmost column in the
Selected columns list box corresponds to the first column in the list view.

d. Click OKto close the dialog box and view the revised set of columns in the list view.
3. Toremove acolumn from the list view:

a. Select the column from the Selected columns list box.

b. Click Remove to move the column to the Available columns list box.

c. Click OKto close the dialog box and view the revised set of columns in the list view.
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Steps to refresh the list view

1. Right-click to open the context menu and select Refresh. All servers in the list will be
refreshed.

Managing Server Tasks

The Servers section of the Address Book Manager provides a set of tasks to add, update, remove
and repair Microsoft Exchange servers. Each of these tasks are described below.

Adding a new on-premise or online Microsoft Exchange server

1. Right-click inside the list view and from the context menu point to Tasks and select Add
Server... to initiate the import process.

" Address book Manager

Setup  Refresh

Address book and settings

Server name Version Access method  Username Induded Configuration path

1 e Synchromeation

Tasks 4 || Add Server
'}_ ERning Add/Remove columns Update Servers
Refresh Purge Servers
m RS Properties

// 2 servers
2. Fordetailed steps about importing on-premise servers see Steps to add on-premise Microsoft
Exchange servers.

3. Fordetailed steps about importing online servers see Steps to add online Microsoft Exchange
servers.

Updating Microsoft Exchange servers
1. Select aserverfrom the server list view.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Update
Servers.

3. When the selected serveris updated successfully, a confirmation message is displayed.
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1 | NOTE: If the superuser is changed, you must update the servers so that the superuser
information is updated.

Removing Microsoft Exchange servers from the list
1. Selectaserverfrom the server list view that you want to remove.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Purge
Servers.

Delete server

@ Are you sure you want to delete selected server?

| Yes | | Mo |

3. Click Yes to confirm that you want to remove the selected server from the Address Book
Manager. Click No to cancel the operation.

Repairing the MAPI profile

1. Selectaserver from the server list view that you want to remove.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Repair
MAPI Profile.

™ Address book Manager

Setup  Refresh

Address book and settings

Server name Version Access method  Username Incduded Configuration path

| ¢ Synchromzation

MAPT DEMOCORP\domadmin fes LDAP:f/CN=AMXEX..
Tasks 4 Add Server
Add/Remove columns Update Server
':'- Eruling Refresh Purge Server
Repair MAPI profile
Q HoibiRes Properties = -

// v < >
& 2 servers / 1 selected

3. The MAPI profile will be updated.
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Managing Server Properties

Microsoft Exchange Servers can be either on-premise servers or online Office 365 servers. The

properties of each Microsoft Exchange server added to the Address Book Manager can be
managed through the Properties dialog box. They are grouped by tabs and each property group is
explained in detail below.

For on-premise servers:

e General properties

e EWS properties

e MAPI properties

e Advanced properties

For online Office 365 servers:

e General properties

e 0365 properties

e Steps to add additional service accounts

» For on-premise servers

General properties

1
2.

Select an on-premise server from the server list.

Right-click to open the context menu and click Properties. The Properties dialog for the

selected server appears and the Generaltab is displayed by default.

General | EWS MAPT Advanced

ﬂésu'.m.g_— SETVET PTOPETTICS

Name: JAMX 16EXCH

Version: Exchange 2016

Access method: MAPL

Indude this server in synchronization

[ e

Apply

Click the General tab if not already selected.

™ AMX16EXCH Properties =3
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4. This section provides genericinformation about the server. The properties are as follows:

a. Server name - Read-only. The name of the on-premise or online Microsoft Exchange
server.

b. Version - Read-only. The version of the Microsoft Exchange application installed on the
server.

c. Access Method - Choose how Metalogix Archive Manager for Exchange connects to the
Microsoft Exchange server. The two possible values are MAPI or EWS. If access method is
EWS, all RTF messages will be converted to HTML when messages are archived.

™ AMX16EXCH Properties =l ™ AMX16EXCH Properties B

General | EWS MAPI Advanced General | EWS MAPI Advanced

ﬂ;su‘,m;,:;:n:r properties’ — Eisu‘,mg:;:n:r properties’

Name: [peaxieExcr |

Mame: [praxreexcH |

Version: Exchange 2016 Wersion: Exchange 2016

Access method: | MAPI v] Access method:  |EWS v

Archiving with EWS access method converts RTF
messages to HTML.

Indlude this server in synchronization

Include this server in synchronization

d. Include this server in synchronization - When this check box is checked, the serveris
included in the synchronization process. When this check box is unchecked, the server will
not be synchronized and appears in the list view highlighted in green

5. Click OKto save changes and close the dialog. Click Cancel to reject any changes and close the
dialog.

EWS properties

1. Selectan on-premise server from the server list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected server appears.
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3. Click the EWS tab.

™ AMX16EXCH Properties ="
General || EWS MAPL Advanced

iésu'.m.!,_— IWEDSEr eSS S

EWS Url:
|htms:,ffms< 16EXCH/EWS [Exchange. asmx |

EWS Administrator:

| |
Password:

| |

Domain:

B = Bl

The properties are as follows:

a. EWS Url - https://<Microsoft-Exchange-server-IP-Address-or-Name>/EWS/Microsoft
Exchange.asmx

b. EWS Administrator - user name of an EWS administrator who must have impersonation
permissions. This is usually the super-user.

c. Password - password of the EWS Administrator.
d. Domain - domain of the given user.

4. Click OK to save changes and close the dialog. Click Cancel to reject any changes and close the
dialog.

MAPI properties
1. Select an on-premise server from the server list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected server appears.
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3. Click the MAPI tab.

™ AMX16EXCH Properties ="

General | EWS MAPT Advanced
&

SMTP address: |spsadmin@democompany‘cnm |

User name: | |

Password: | |

Connect to Microsoft Exchange using HTTP

Use this URL to connect to proxy server for Exchange:

‘mail .democompany.com

Connect using S5L only

Only connect to proxy servers that have this principal
name in their certificate:

|mssh:|:mail.democompanv.com

Proxy authentication settings

NTLM ~

The properties in this section are as follows:

a.

SMTP address - email address of the superuser that is automatically imported from the
Exchange server settings.

User name - user name of the superuser for MAPI communication.
Password - password of the superuser for MAPI communication.

Connect to Microsoft Exchange using HTTP - If selected, the Exchange server connection
will use the HTTP protocol.

. Proxy server URL - Address of the proxy server if applicable.

Connect using SSL only - If selected, the connection will be encrypted using SSL.

Only connect to proxy servers that have this principal name in their certificate - specify the
Certificate Principal Name to connect to proxy servers if certificate mappingis used in the
Active Directory.

Proxy authentication settings - authentication protocol for the proxy server if a proxy
serveris used.

5. Click OK to save changes and close the dialog. Click Cancel to reject any changes and close the
dialog.

Advanced properties

This section displays properties that define the configuration path and server distinguished name

1. Select an on-premise server from the server list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected server appears.

Archive Manager for Exchange Administration Guide

) ) 74
Tools, Options and Settings



3. Click the Advanced tab.

™ AMX16EXCH Properties

Exchange Server Configuration path:

= &

General | EWS MAPT Advanced
lﬁ'&bﬂu:u—uﬂﬂ;t Drrecoryobect |

|LDAP:ffCr~I=AMX 16EXCH,CN=Servers,CN=Exchange Adm\n\straﬁv-|

Server distinguished name {legacyDN)

|j’U=First Organizationfou=Exchange Administrative Group (FYDIBO|

Show object properties
Reload values from Exchange Update now

Apply

4. Click Update now to refresh server property values.

5. Click the Show button to display more information about the Microsoft Exchange server.

7. Active Directory object property view

mER

LDAP: f/CN=AMX 16EXCH,CN=>5ervers,CN=Exchange Administrative Group (FYDIBOHF235PDLT),CM=Administrative
Property Type Values *
objactCIass String top
server
msExchExchangeServer
[aB]en String AMY 16EXCH
sena\Number String Version 15.1 (Buid 31713.5)
disﬁnguishedName String CN=AMX 15EXCH,CN=Servers, CN=Exchange Administrative ...
[a8)instanceType Int32 4
whenCreated DateTime 4242013 7:21:51 PM
whenChanged DateTime 4/24/2019 8:24: 11 PM
uSNCreabed __ComObject System._ComObject
uSNChanged __ComObject System.__ComObject
showInAdvanced\ﬁewOn\y Boolean True
[ab]adminDisplayhame String AMY 16EXCH
nTSecur\ty'Descriptor __ComObject System.__ComObject
networkAddress String ncacn_vns_spp: AMX 16EXCH
nethios: AMX 16EXCH
ncacn_np:AMY 16EXCH
ncacn_spx: AMX16EXCH
ncacn_ip_tep:AMX 16EXCH. domeca. meta. test
nealrpe: AMX 16EXCH
[2B]name String AMY 16EXCH
ObjECtGUID Byte[] EA 2CATCT52F24F 4083 5ECZAECE 123202 w
< >
-

6. Click Close to close the dialog.

» For on-line Office 365 servers

General properties

1. Select an on-line server from the server list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected server appears and the Generaltab is displayed by default.
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3. Click the General tab if not already selected.

S pemocompany.onmicrosoft.com Properties >3

General || Office 365

ﬂisr_i_m.;ﬁ:z':n':r PrOPETIES —

Mame: |Democnmpan~,' .onmicrosoft.com |
Version: Office 365
Access method: |MAPI v |

Indude this server in synchronization

e

4. This section provides genericinformation about the server. The properties are as follows:

a. Server name - Read-only. The name of the on-premise or online Microsoft Exchange
server.

b. Version - Read-only. The version of the Microsoft Exchange application installed on the
server.

c. Access Method - Choose how Metalogix Archive Manager for Exchange connects to the
Microsoft Exchange server. The two possible values are MAPI or EWS. If access method is
EWS, all RTF messages will be converted to HTML when messages are archived.

d. Include this server in synchronization - When this check box is checked, the serveris
included in the synchronization process. When this check box is unchecked, the server will
not be synchronized and appears in the list view highlighted in green

5. Click OK to save changes and close the dialog. Click Cancel to reject any changes and close the
dialog.

0365 properties
This section displays properties that define the server name and service accounts.
1. Selectan online server from the server list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected server appears.
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3. Click the 0365 tab.

= Democompany.onmicrosoft.com Properties B2
General || Office 365 ]

L e o

Organization Name in Office 365 (org. onmicrosoft. com)

Democompany . onmicrosoft. com |

Service accounts:

Account Add

admin@democorp.com Edit
Remove

Set as defaulk

Carcel J| _apely |

4. The properties in this section are as follows:

a. Organization Name in Office 365 - name of the imported online Exchange server.

b. Service Accounts - list of user names authorized to archive emails from the 0365 server.

Steps to add additional service accounts

1. From the 0365 tab of any online server Properties dialog, click Add. The Service account wizard
opens.

2. Enterthe service account properties as described below:

1+« Service account wizard

Service account

User logon name:

|johndoe@democor|:l.onmiaosoﬁ.corn| |

EEEEEEEEEEEE
Password:

EEEEEEEEEEEE
Confirm password:

Set Exchange Server permissions for service account

Set Public Folders permissions for service account

The properties are as follows:
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a. Userlogon name - 0365 user name.
b. Password - password of the 0365 user account.
¢. Confirm password - re-enter the password entered in the Password field.

d. Set Exchange server permissions for service account - select the check box to grant
elevated rights to the service account on the selected 0365 Exchange Server.

e. Set Public Folder permissions for service account - select the check box to grant OWNER
permission to the Public folders.

3. Click Import to add the new service account to 0365 service Accounts list.

= Democompany.onmicrosoft.com Properties 3

General || Office 365

ﬂ_igr_i_m,;ﬁ: WED SCTVICES —

Organization Mame in Office 365 (org.onmicrosoft.com)

|Dem0cnm|:uan‘r'.l:nnmicrosnﬂ.cnm |

Service accounts:

Account Add

admin@democorp.onmicros... Edit
johndoe @democorp.onmicrosoft...

FEMOVE

22l 35 Jerauit

- | a4 | | Zancel | Apply

4. Click OK to save changes and close the dialog. Click Cancel to reject any changes and close the

dialog.

NOTES:

1. The default service account is indicated in bold. To change the default service account,
select another user account and click Set as default. The selected user account will change to
a bold font.

2. To edit a service account, select an account and click Edit and make changes as needed.

3. To remove a service account, select an account that is not the default service account.
Click Remove to delete the account from the Service accounts list. Then click Yes in the
Confirmation dialog. You cannot remove a default service account. You must first set another
service account as a default if you want to remove the account.

4. Any user who has multi-factor authentication activated on Office 365 cannot be added as a
service account.

5. A user account with basic authentication deactivated on Office 365 cannot be used as a
superuser with the MAPI access method.
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Managing Groups

The Address Book Manager provides all the necessary tools to manage groups that are imported
from Microsoft Exchange servers or created by the administrator.

In this topic:

e Managing the Groups list view

Managing Group Tasks

Managing Group Properties

Adding members to a user-defined group

Removing members from a user-defined group

Managing the groups list view

The groups list view displays the groups that are imported from Microsoft Exchange servers or
created by the administrator.

Steps to view the groups list

1. Open Address Book Manager by clicking the toolbar icon Wor clicking Address Book Manager
from the Tools menu.

2. Click the Groups tab. The groups list view appears with a default set of columns. You can add
or remove columns. User-defined groups are highlighted in green

™ Address book Manager

Setup  Refresh

Address book and settings

- RDN Display name Alias emal add...  Group type
¢ Synchroneation

ﬂ Company Administrator Company Administrator Company Administrator auto
& compliance Management Compliance Management Compliance Management auto

M e s Demo Group Demo Group Demo Group manual
&, Domain Admins Domain Admins Domain Admins auto
s Domain Users Domain Users Domain Users auto
ﬂ Help Desk Help Desk Help Desk auto

“ O — ﬂ Helpdesk Administrator Helpdesk Administrator Helpdesk Administrator auto
& Organization Management  Organization Management Organization Management auto
s Security Administrator Security Administrator Security Administrator auto

74

€

9 groups

3. The columns are as follows:

a. RDN - Distinguished name of the recipient.
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b. Display Name - Display name of the recipient.
c. Alias - Alias of the recipient.
d. Email Address - Email address of the recipient.

e. Group Type - indicates the source of the group. Valid value are auto if the group was
imported from an on-Premise Exchange server, and manual if the group was created
manually.

f. Domain Name - the domain where the group belongs.

g. GUID - Unique identifier of this mailbox in the Microsoft Exchange server.

h. LDAP Path - Active Directory specification of the mailbox recipient.

i. Deleted - Yesindicates the mailbox is deleted. No indicates the mailbox is active.

j. Creation Date - the date when the mailbox was imported into Address Book Manager.

k. Deleted Date - the date when a mailbox update fails to find the Active Directory object
specified by the LDAP path, and the mailbox is marked as deleted by the system.

|. Modification Date - the most recent date when the mailbox was modified.

m. Reference Update - if the value is Yes, then only mailbox members without subgroups
should be imported during the next synchronization.

n. Auto create groups - if the value is Yes, then existing subgroups of the corresponding
group including its member mailboxes should be imported during the next
synchronization.

0. Auto create mailboxes - if the value is Yes, then the root group should be imported along
with its root mailbox members only during the next synchronization. No subgroups or
subgroup members will be imported.

p. GID-aunique serial number allocated to each group in Address Book Manager.

Steps to add or remove groups list columns

1. Right-click to open the context menu and click Add/Remove columns...

Add/Remove columns 3

Available columns: Selected columns:

GUID RDM

LDAP path Display name

Deleted Alias

Creation date email address

Deleted date Group type Lp
Modification date Domain name

Reference update

Auto create groups

Auto create mailboxes
GID

m ol
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2. To add a column to the display:
a. Select the column from the Available columns list box.
b. Click Add to move the column to the Selected columns list box.

c. Use the Up and Down buttons to column the new column. The topmost column in the
Selected columns list box corresponds to the first column in the list view.

d. Click OK to close the dialog box and view the revised set of columns in the list view.
3. Toremove a column from the list view:

a. Select the column from the Selected columns list box.

b. Click Remove to move the column to the Available columns list box.

c. Click OKto close the dialog box and view the revised set of columns in the list view.

Steps to refresh the list view

1. Right-click to open the context menu and select Refresh. All groups in the list will be
refreshed.

Managing Group Tasks

The Groups section of the Address Book Manager provides a set of tasks to add and remove
groups. Each of these tasks are described below.

Adding groups

1. Right-click inside the list view and from the context menu point to Tasks and select Add group
wizard... to initiate the import process.

™ Address book Manager

Refresh

Setup

Address book and settings

Display name Alias email address Group

1 e Synchromeation

. SENYEnS

| Tasks + Add group wizard

Add/Remove columns Purge group
Refresh

Properties

£ >

S

0 groups
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2. Fordetailed steps about importing on-premise groups see Steps to import groups from on-
premise Microsoft Exchange servers.

3. Fordetailed steps about importing online groups see Steps to add groups from online
Microsoft Exchange servers.

4. For detailed steps to create user-defined groups see Steps to create user-defined groups.

Managing Group Properties

The properties of each group added to the Address Book Manager can be managed through the
Properties dialog box. They are grouped by tabs and each property group is explained in detail
below.

General properties

1. Select a group from the groups list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected group appears and the Generaltab is displayed by default.

i!. Domain Users Properties =04

General | Member Of | Members | Advanced

-ﬂ—:m'_p}_m},:rll:; —

Name: |Dumain Users

Display name: |Dumain Users

Alias: |Dumain Users |
E-mail: | |

Folder:

|CN =Domain Users,CN=Users, DC=domca,DC=meta,DC =test |

GUID:
|E66ADBDCAEBASB%SCZUBUFQCSFS.SSSD |

This group is imported from Exchange Server

3. The properties in this section are read-only. Their descriptions are as follows:
a. Name - Name of the group.
b. Display Name - Display name of the recipient.
c. Alias - Alias of the recipient.
d. Email - the email of the group if applicable, otherwise it is blank.
e. Folder - Distinguished name of the group in the Active Directory.

f. GUID - Unique identifier of this group in the Microsoft Exchange server.
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Member Of
1. Select agroup from the groups list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected group appears.

3. Click the Member Of tab. If the selected group is a sub-group of other parent groups, a list of
the parent groups appears in the Member of list box.

i, Domain Users Properties ==

General | Member Of | Members | Advanced

Member of:

Alias Display Mame e-mal address

B Aol

4. Toview the properties of a parent group, right click on a selected group and click Properties.
The Properties dialog of the group appears.

Members
1. Selectagroup from the groups list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected group appears.

3. Click the Members tab. If the selected group has mailboxes or other groups, they appearin
the List of Members list box.
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i}, Domain Users Properties =R

General " Member Of " Members H Advanced ]

List of members:

Alias Display Mame e-mail address

$ davidwebb David Webb davidwebb@de...
$ ishnamohan Ishna Mohan ishnamohan@d...
% nikiportman Niki Portman nikiportman@d. ..
$ ninatanaka Nina Tanaka ninatanaka @de. ..
% spsadmin Administrator spsadmin@dem. ..

Add Femove

IOK—‘ cance' ADDIV

Advanced

selected group appears.

3. Click the Advanced tab.

4. Toview the properties of a mailbox or member group, right click on a selected mailbox or
group and click Properties. The Properties dialog of the mailbox or group appears.

1. Select a group from the groups list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the

i, Group Accounts Properties =

General " Member Of " Members H Advanced ]
ﬁulmm;m LCTPIHTES e
Automatically import mailbox members
Advanced import settings

(®) Import subgroups along with its members

() Import only mailbox members without subgroups

Update now

'Lr_w—

User defined group

|

[] peactivate all group members

Show Active Directory object
Automatic Updates

These settings will be applied when the group is updated manually or synchronized in future

with the Microsoft Exchange server automatically. The properties in this section are as

follows.

a. Automatically import mailbox members - check this box to import all Active Directory
accounts with a mailbox that are members of this group.
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b. Advanced import settings - check this box if you intend to import subgroups and subgroup
mailbox members. You can activate this setting only if you select the Automatically import
mailbox members setting.

c. Import subgroups along with members - check this box to import existing subgroups of the
selected group including its member mailboxes. This is the default setting.

d. Import only mailbox members without subgroups - check this box to import only member
mailboxes from subgroups. These mailboxes will be added to mailboxes in the parent
group in the Address Book Manager.

Click Update Now if you want to synchronize the group with the Microsoft Exchange server.
Extra

a. Userdefined group - read only property. When checked, it indicates that this group was
created manually and not imported from a Microsoft Exchange server.

b. Deactivate all group members - check this box to deactivate mailboxes of users in the
group. Members in sub-groups will not be deactivated. This check box is not available for
user-defined groups that are created in the Address Book Manager. When a group member
is deactivated the following rules apply:

e Archive Manager will deactivate the user's mailbox even though the useris a member of
another group where the member is still active.

e Archive Manager will temporarily activate a user's mailbox if the user is a member of two
or more groups where the member was deactivated and the member is subsequently
activated in any one of those groups.

e Archive Manager will deactivate a user's mailbox when mailboxes are synchronized if the
useris a deactivated member of any group.

This property is used when users registered with an Archive Serverin one location needs
access permissions to archived content of users registered with an Archive Serverin
another location. Consider an example where Susan Bennet in location 1 needs access to
archived content of a large number of users in location 2. As a global administrator you
would create a group in the Active Directory and add the users from location 2 to this group.
Then you would import this group to the Address Book Manager in location 1. You can now
grant permissions to Susan Bennet with the Mailbox Rights Manager to access the archived
content of the group members from location 2. However, you must deactivate these group
members by selecting the Deactivate all group members check box so that the primary
archive server for these members remains as location 2.

Associated Active Directory Object

a. Click the Show button to display more information about the group from the Microsoft
Exchange server.

i | NOTE: The Show Active Directory object and the Show button are not available for a user-
defined group.



"% Active Directory object property view

Values

top

group

Domain Users

All domain users

CN=Domain Users,Ch=Users,DC =domca,DC =meta, DC=test
4

4/242019 5:14:44 PM

4/24/2019 5:14:44 PM

System.__ComObject
CN=Users,CN=Builtin,DC=domca, DC=meta,DC=test
System. _ ComObiject

System. _ ComObject

Domain Users

E5 6A DB DC AE BA 59 45 8C 20 80 F3 C5F5 356D

0105000000000005 1500 0000F59098 82 13 30 9F &67...

Domain Users
268435456
-2147483646

CN=Group,CN=5chema,CN=Configuration,DC=domca,DC=m...

True

4/24/2019 7:03:39 PM
4/24/2019 5:14:44 PM
1/1/1601 12:04: 17 AM

CM=Domain Users,CN=Users,DC=domca,DC=meta, DC=test
Property Type
objectCIass String

Cﬂ String
descnphon String
disﬁnguishedNamE String
insianoeType Int32
whenCreabed DateTime
whenChanged DateTime
[2¥]ushcreated _ ComObject
membeer String
uSNChanged __ ComObject
nTSecur\ty'Descrlptor __ComObject
name String

28] objectauD Byte[]
[@¥]objectsid Byte[]
sAMAooountName String
[2¥)saMAccountType Int3z
gmupType Int32
objecﬂ:ategm-I String
|5Crm(3I5ystemOb]ect Boolean
dSCnrerpagahnnDaia DateTime

4. Click OK to save any changes. Click Cancel to discard any changes and close the properties

dialog.

Close:

Adding members to a user-defined group

1. Select auser-defined group from the groups list. User-defined groups are highlighted in green

2. Right-click to open the context menu and click Properties. The Properties dialog for the

selected group appears.

3. Click the Members tab. If the selected group has mailboxes or other groups, they appearin

the List of Members list box.

. Demo Group Properties

= &

General "Member of "Members HAdvanced ]

List of members:

Alias Display Mame
% ninatanaka Nina Tanaka

e-mail address
ninatanaka @de. ..

Add Remove

sesh

4. Click Add. The Select Mailbox dialog appears.

Archive Manager for Exchange Administration Guide

Tools, Options and Settings

86



T Archive Manager for Exchange ®
Select mailbox ]

Type in the name or select from list:

Display name Alias email address =
i, Domain Admins Domain Admins
a Domain Users Domain Users

aorganization Manageme... Organization Mana...

Ci v inistrator G v
E Help Desk Help Desk
& [« i M g it li Manag...
&5ecurityAdministrator Security Administr...
a Helpdesk Administrator Helpdesk Administr...

f’_‘_’, Mina Tanaka ninatanaka ninatanaka @democompany. com
[21 David Webb davidwebb davidwebb @democompany.com v
£ >
¥ ~
Selected objects: =
@ Help Desk
(2 David Webb

_

Select one or more groups or mailboxes. You can hold down the Ctrl or Shift keys to select
multiple mailboxes and groups.

Click to add the selected groups or mailboxes to the Selected objects list box. Conversely,
you can select groups or mailboxes from the Selected objects list box and click to remove
the selected groups or mailboxes from the Selected objects list box.

Click OK to add the selected members to the group or click Cancel to discard the changes.

Removing members from a user-defined group

1.

Select a user-defined group from the groups list. User-defined groups are highlighted in green

Right-click to open the context menu and click Properties. The Properties dialog for the
selected group appears.

Click the Members tab. If the selected group has mailboxes or other groups, they appearin
the List of Members list box.

Select one or more members to remove. You can hold down the Ctrl or Shift keys to select
multiple members.

Click Remove. A confirmation dialog appears.

Click Yes in the confirmation dialog to remove the member. Click No to retain the member.

Managing Mailboxes

The Address Book Manager provides all the necessary tools to manage Microsoft Exchange on-
premise and online mailboxes that are imported into the Address Book Manager.

In this topic:

e Managing the Mailboxes list view
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e Managing Mailbox Tasks

e Managing Mailbox Properties

e Managing Mailbox Permissions

Managing the Mailboxes list view

The servers list view displays the on-premise and online servers that are imported into the
Address Book Manager.

Steps to view the servers list

1.

Mailboxes which are deactivated are highlighted in light blue

NOTE: In the mailboxes list there are mailboxes with names like public_<name-of-Microsoft-
Exchange-server>. These mailboxes are the public folder from the respective Microsoft
Exchange server because Address Book Manager considers a public folders as a profile. These
mailboxes are always highlighted in blue I, so you can distinguish them faster. Some
features accessible for mailboxes are not applicable for these folders.

Open Address Book Manager by clicking the toolbaricon Wor clicking Address Book Manager
from the Tools menu.

Click the Mailboxes tab. The mailbox list view appears with a default set of columns. You can
add or remove these columns.

7 Address book Manager

Setup  Refresh

Address book and settings

¢ Synchronzation
= SENVETS

v:'_ LT OUPE

E:l Mailboxes

4

RDN Display name

() spsadmin Administrator
o)

(3 ninatanaka Nina Tanaka
f:_’; nikiportman Miki Portman
(2, ishnamohan Ishna Mohan
() allensiman Allen Simen
If:_'; antonhorvath Anton Horvath

<

Alias

spsadmin

ninatanaka
nikiportman
ishnamohan
allensimon
antonhorvath

email address Home server
spsadmin@democompany....  AMX16EXCH

ninatanaka @democompan...  AMX16EXCH
nikiportman@democompan...  AMX16EXCH
ishnamohan@democompan...  AMX16EXCH
allensimon @democompan. .. democomp...
antonhorvath@democompan. .. democomp...

& mailboxes

3. The columns are as follows:

a. RDN - Distinguished name of the recipient.

b. Display Name - Display name of the recipient.

c. Alias - Alias of the recipient.

Archive Manager for Exchange Administration Guide

Tools, Options and Settings

88



d. Email Address - Email address of the recipient.

e. Home Server - Name of the Microsoft Exchange server that contains the mailbox.

f. GUID - Unique identifier of this mailbox in the Microsoft Exchange server.

g. LDAP Path - Active Directory specification of the mailbox recipient.

h. Logon Name - User name used to access the mailbox

i. Deleted - Yes indicates the mailbox is deleted. No indicates the mailbox is active.

j. Creation Date - the date when the mailbox was imported into Address Book Manager.

k. Deleted Date - the date when a mailbox update fails to find the Active Directory object

specified by the LDAP path, and the mailbox is marked as deleted by the system.

|. Modification Date - the most recent date when the mailbox was modified.

m. Mailbox DN - Distinguished name of the mailbox.

n. Mailbox Limit - Maximum number of emails that the mailbox can receive.

0. Locked - Most recent date when the mailbox was locked.

p. Activated - Most recent date when the mailbox was activated.

g. Mailbox Type - Indicates the type of the mailbox. Possible values are Normal or Journal.

r. MBXID - a unique serial number allocated to each mailbox in Address Book Manager.

s. Legal Hold - Yes indicates there is a litigation hold on the mailbox, and modifications to

archived emails are not permitted. No indicates there is no litigation hold.

t. Addresses - Collection of email aliases of the recipient.

Steps to add or remove mailbox list columns

1. Right-click to open the context menu and click Add/Remove columns...

Add/Remove columns 3

Available columns:

Logon name
Deleted
Creation date
Deleted date
Modification date
Mailbox DM
Mailbox limit
Locked
Activated
Mailbox type
MBXID

Legal hold
Addresses

Selected columns:
Display name
Alias

email address
Home server

Up

Chanetny

ok ||

Zancel

2. Toadd a column to the display:

a. Select the column from the Available columns list box.
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b. Click Add to move the column to the Selected columns list box.

c. Use the Up and Down buttons to position the new column. The topmost column in the
Selected columns list box corresponds to the first column in the list view.

d. Click OK to close the dialog box and view the revised set of columns in the list view.
3. Toremove a column from the list view:

a. Select the column from the Selected columns list box.

b. Click Remove to move the column to the Available columns list box.

c. Click OKto close the dialog box and view the revised set of columns in the list view.

Steps to refresh the list view

1. Right-click to open the context menu and select Refresh List.

Managing Mailbox Tasks

The Mailboxes section of the Address Book Manager provides a set of tasks to import, activate,
deactivate, migrate, remove, synchronize and update mailboxes. Each of these tasks are
described below.

Importing mailboxes

1. Right-click inside the list view and from the context menu point to Tasks and select Import
mailbox wizard... to initiate the import process.

| Address book Manager

Setup  Refresh

Address book and settings

Display name Alias emall address Home server

_‘ Synchronization

= SETYETS:

v?_ T BT |

Tasks > H Impert mailbox wizard
Add/Remove columns Activate mailboxes
Refresh list Deactivate mailboxes
Properties Migrate mailbox
Permissions Purge mailboxes
Synchronize mailbox folder permissions
Update mailboxes

// < >
2. Fordetailed steps about importing on-premise servers see Steps to import mailboxes from
on-premise Microsoft Exchange servers.
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3. Fordetailed steps about importing online servers see Steps to import mailboxes from online
Microsoft Exchange servers.

Activating a mailbox

1. Select a mailbox from the mailboxes list view that was previously deactivated and appear
highlighted in light blue

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Activate
mailbox.

3. The mailbox is activated, and it is no longer highlighted.

Deactivating a mailbox
1. Select a mailbox from the mailboxes list view that is not highlighted in any color.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select
Deactivate mailbox.

3. The mailbox is deactivated and appears in the list view with a different icon and is highlighted
inlight blue

NOTE: Deactivated mailboxes cannot be archived or restored.

Migrating a mailbox
1. Select a mailbox from the mailboxes list view.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Migrate
mailbox.

Search Mailboxes EFR
Search Mailboxes %
Look for Name:

| | Search
Mailbox Count: 2
Display MName Email Address

Karl Jordan karljordan @domca.meta. test

timashford @domca.meta. test

< >

_

3. Click Search to return the list of all mailboxes that are notin Address Book Manager but are
available in the Microsoft Exchange servers. To reduce the list of mailboxes, you can specify a
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search term in the Look for Name search box. Only the initial letters of the mailbox Display
Name can be specified, and wildcards are not supported. The search term is case-insensitive.

4. Select the target mailbox from the result set.
5. Click Select. A confirmation dialog appears.

6. Click Yes to continue. The source mailbox will be merged with the target mailbox and
removed from Address Book Manager. The target mailbox will be imported into Address Book
Manager, and all the archived emails that belonged to the source mailbox will now belong to
the imported mailbox. You can click No to cancel the migration.

Removing a mailbox
1. Select a mailbox from the mailboxes list view.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Purge
mailbox.

3. The mailbox is removed from the Address Book Manager.

1 | NOTE: You cannot remove a mailbox if it contains at least one email that has been archived.
Mailboxes that are highlighted in blue B cannot be removed.

Synchronizing mailbox permissions
1. Select a mailbox from the mailboxes list view.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select
Synchronize mailbox folder permissions.

3. The mailbox folders will be synchronized, and a confirmation dialog appears that indicates the
number of folders that were successfully synchronized and the number of folders that could
not be synchronized.

1 | NOTE: Mailboxes that are highlighted in blue M cannot be synchronized.

Updating a mailbox
1. Select aserver from the serverlist view.

2. Right-click to open the context menu. Point to Tasks to open the sub-menu and select Update
mailbox.

3. When the selected mailbox is updated successfully, a confirmation message is displayed.

Managing Mailbox Properties

The properties of each mailbox added to the Address Book Manager can be managed through the
Properties dialog box. They are grouped by tabs and each property group is explained in detail
below.
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General properties
1. Select a mailbox from the mailboxes list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected mailbox appears and the Generaltab is displayed by default.

& Niki Portman [8] Properties =03

General || Member Of | Other | Advanced

—[-J FaiboX Properiics

RDN: |nikipnriman

|
Display name: |Niki Portman |
|
|

Alias: |nikipnriman

E-mail: |nikipnrh'nan@demncnrp.cnm

Home server: AMNEXCH o
Addresses: |n|k|p0rhnan@democorp.com; |
Mailbox DM: |fD=DEmU Corporationfou=Exchange Administral|
GUID: |EFC?’U?CE5?AA8644A9583AU 14F 17BDEB |

Mailbox is activated
[ Mailbox is on legal hold

_[-g HMaiboXType

Normal ~

B
3. The properties in this section are as follows:
a. RDN - Distinguished name of the recipient.
b. Display Name - Display name of the recipient.
c. Alias - Alias of the recipient.
d. Email Address - Email address of the recipient.

e. Home Server - Name of the Microsoft Exchange server that contains the mailbox. You can
click the drop down and select another Exchange Server as the Home Server. For example,
if the user's mailbox is migrated from an on-premise Exchange server to an online Office
365 Exchange server, you can change the Home Server to the Office 365 server only if the
server was imported into the Address Book Manager. When you change the Home Server,
you must synchronize the Address Book Manager. For more information see Synchronizing
Address Book Manager.

f. Addresses - Collection of email aliases of the recipient.
g. Mailbox DN - Distinguished name of the mailbox.
h. GUID - Unique identifier of this mailbox in the Microsoft Exchange server.

i. Mailbox is activated - When checked the mailbox is fully operation. Uncheck this check box
to deactivate the mailbox. The mailbox can also be deactivated by selecting Deactivate
mailbox from the mailbox context menu Tasks.

j. Mailbox is on legal hold - When checked, the mailbox is on litigation hold and
modifications to archived emails are not permitted. When unchecked, the mailbox is not
on legal hold.
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k. Mailbox type - The type of mailbox. Valid values are Normal and Journal.

4. Click OK to save any changes. Click Cancel to discard any changes and close the properties
dialog.

Member Of
1. Select a mailbox from the mailboxes list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected mailbox appears.

3. Click the Member Of tab. A list of groups appears in the Member of list box.

& David Webb [19] Properties B R

General || Member Of | Other || Advanced

Member of:

Alias Display Mame e-mail address

&Domain Users Domain Users

4. Toview the properties of a group, right click on a selected group and click Properties. The
Properties dialog of the group appears.

5. Click OK to save any changes. Click Cancel to discard any changes and close the properties
dialog.

Other properties
1. Select a mailbox from the mailboxes list.

2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected mailbox appears.

3. Click the Others tab.
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& Niki Portman [8] Properties =l

General | Member Of | Other || Advanced

gﬁ ATTOME LGCTPOSTESS

Lock this mailbox

sy

2] Dates’
Creation date: 7/17/2020 8:34 AM
Modification date: 7/17/2020 8:34 AM

Mailbox is deleted

Deleted date: 7/28/2020 4:00 PM

ﬁ ManiboxChmt

Mailbox size: OME

Limit defined on mailbox level:  not defined
Limit defined on store level: 2411520 kB

B
4. The properties in this section are as follows:

a. Lock this mailbox - When checked, the mailbox is set to read-only and the mailbox cannot
not be updated or synchronized.

b. Creation date - the date when the mailbox was imported into Address Book Manager.
c. Modification date - the most recent date when the mailbox was modified

d. Mailbox is deleted - if the check box is checked, the mailbox is marked as deleted. When
you click Apply or OK, the Deleted Date field will indicate the current date and the mailbox
is indicated with the (& icon. A mailbox can also be marked as deleted by the system when
a mailbox update cannot find the Active Directory object specified by the LDAP path but
emails in the mailbox were previously archived. When a mailbox update cannot find the
Active Directory object specified by the LDAP path and there were no emails that were
archived for this mailbox, the mailbox will be permanently deleted from the Address
Book.

e. Deleted date - the date when the system marks the mailbox as deleted.

f. Mailbox size - size of the mailbox including all its folders as defined in the Microsoft
Exchange server.

g. Limit defined on mailbox level - the limit (in KB) set on the mailbox in the Microsoft
Exchange server.

h. Limit defined on store level - the storage limit (in KB) set on the mailbox in the Microsoft
Exchange server. The Limit defined on mailbox level has a higher priority.

5. Click OK to save any changes. Click Cancel to discard any changes and close the properties
dialog.

Advanced properties

1. Select a mailbox from the mailboxes list.
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2. Right-click to open the context menu and click Properties. The Properties dialog for the
selected mailbox appears.

3. Click the Advanced tab.

& David Webb [19] Properties Ll

General "Memherof "Other "Advanced ]

Show object properties

Container:
(CN=David Webb,CN=Users,DC=domca,DC=meta, DC=test

Update now

B —
Getmalbox and archive statistics
ﬂz’.sy_ﬂs Vo S
Show mailbox permissions

IOK—‘ Concel ol

4. The properties in this section are as follows:

a. Show object properties - Click the Show button to display more information about the
mailbox from the Microsoft Exchange server

"+ Active Directory object property view e e
CN=David Webb,CN=Users,DC=domca,DC=meta,DC=test
Property Type Values ~
ob]ev:U:Iass String top
person
organizationalPerson
user
[2B]en String David Webb
E"an String Webb
givenNamE Siring David
disﬁnguishedName String CM=David Webb,CN=Users,DC=domca,DC=meta,DC=test
[@8]instanceType Int32 4
whenCreated DateTime 4{24/2019 &:06: 14 FM
whenChanged DateTime 7/18/2019 10:53:24 AM
disp\ayName String David Webb
uSNCreabed __ ComObject System.__ComObject
uSNChanged __ ComObject System.__ComObject
pruxynddrassas Siring SMTP:davidwebb @democompany.com
nTSecuriWDescriptor _ ComObject System._ ComObject
garbageCcIIPErlod Int32 1209600
name String David Webb
objectGUID Byte[] 43C9B655B816AC741B0 16 JEDID3 AB ICFS
usarAccountCant'cI Int32 512
[#8 badPwdCount Int32 0
codePage Int3z2 i} v
< >
-

b. Container - displays the distinguished name of the LDAP container. Click Update now to
update the mailbox properties immediately.

c. Get mailbox and archive statistics - Click Stats to open the Mailbox statistics window where
you can check the number of archived or deleted messages in the mailbox folders
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% Archive Manager for Exchange - Mailbox statistics

Mailbox statistics

Folder Messages Deleted messages

Q Number of folders: 2 7 o
2 Inbox 5 i}
20 Sent Ttems 2 0

_ CIDSE

d. Show mailbox permissions - Click Permissions to manage the mailbox permission rights.
The same settings are accessible also from Tools > Mailbox Rights Manager. For detailed
information see the section Mailbox Rights Manager.

5. Click OK to save any changes. Click Cancel to discard any changes and close the properties
dialog.

Managing Mailbox Permissions

For detailed information about managing permissions for a mailbox, see Mailbox Rights Manager.

Options

AMAC preferences set through Options and Settings apply if no specific archive settings are
selected. There are many preferences which you may configure to your needs. They include, for
instance, compressing of emails and their attachments, setting up the default retention category
depending on e.g. legal requirements, activating direct archiving, managing roles for different
users etc. Settings having been specified under Tools > Options and Tools > Settings are used as
the default for manual as well as automated archiving.

Tools/Options

Run Archive Manager for Exchange (click Start/Programs/Metalogix/Archive Manager for
Exchange). In the Archive Manager for Exchange click on the Tools menu, and then click on
Options to open the Options window. Here, on different tabs you may set your AMAC
preferences.

Server settings

Server role tab

Archive Manager for Exchange is a product of high scalability and users can decide for various LAN
solutions. Besides the simplest solution with one Archive Manager server, more complex
configurations are possible, e.g.

e ONE archive server (server assigned Archive server role)

Archive Manager for Exchange Administration Guide

) ) 97
Tools, Options and Settings



e retrieve server(s) (server(s) assigned Retrieve server role) and/or
e PSTimport server(s)
All in ONE Location, i.e. Location ID of all serversis “1”.

1 | NOTE: In case of large organizations scattered around the globe, Archive Manager for
Exchange provides you with the possibility to configure several Locations, i.e. several
Archive Manager Archive servers distinguished by a unique identifier —the LocationID. (For
more information on Locations and LAN configurations see the “Full Install Guide for Archive
Manager”.)

Recommendation

e When more than 1000 mailboxes are being archived, we recommend dedicating a separate
machine as Archive Manager Retrieve server besides the Archive Manager Archive server

e Maximum 3000 mailboxes can be archived with one Archive Manager Archive server. For more
mailboxes it is necessary to install another Archive Manager Archive server, i.e. to create a new
location with a new location number

As you can see each server has its role in the environment. This server role has to be assigned to
the server on this tab in the Server role down-drop box. Possible server roles are:

e Archive server (only 1 Archive server per location is allowed)
e Retrieve server
e PSTImport server

After you have assigned roles to your servers it is necessary to register them on the Locations tab
of the Archive Manager for Exchange (see the section “Locations tab”).

Options

Server Role PublicFolders  Auditing

Server role
Select the server role:

a Server settings
Archive Server ~

Selecting the server role defines which tasks can be performed on the given
server, For example a retrieve server will never run scheduled tasks or
address book synchronization. It is important to note that twa archive
servers are not allowed in the same location,

[3 Uzep fulas

Bl

i | IMPORTANT: If there is only 1 Archive Manager for Exchange server in the environment, it
has to be assigned ARCHIVE SERVER role.
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Public Folders tab

On this tab you may specify the user whose public folders you want to display in Archive Manager

for Exchange. In the Public Folder access down-drop box specify the mailbox which will be used

for reading and modifying the public folders.

1 | IMPORTANT: Public Folder access is by default set to super-user (in our case srv_Exchange) —

to be archived.

so that all public folders could be displayed on the Public folders tab (in Manager view as

well as Archive view), and you could assign jobs to them. However, if you plan to assign jobs
to publicfolders of only a specific user it is good to have only his publicfolders displayed. So
- for viewing public folders of a desired user set the “access” to that user.

The super-user must be given owner rights over all public folders where contentis intended

To change the Public Folder access mailbox so that only its respective public folders are displayed
on the Public Folders tabs (in Manager view as well as Archive view):

1. Onthe Tools menu, click Options.

2. Inthe Options window, click on the Server settings/Public Folders tab.

3. Click the Browse button next to the Public Folders access box to open the Select mailbox

window.

M Archive Manager for Exchange

Select mailbox

Type in the name or select from list:

Display name
E Administrator
f’_t', Aman Al

(% David Webb
f’_‘_’, Devika Sharma
() Ishna Maohan
[} Juan Christie
[ Karl Jordan
f’_‘_’, Miki Portman
[ Nina Tanaka
() Pablo Neruda
f’_‘_’, Tim Ashford

<

Alias
domadmin
amanali
davidwebb
devikasharma
ishnamohan
juanchristie
karljordan
nikiportman
ninatanaka
pabloneruda
timashford

emal address

domadmin @democarp.com
amanali@democorp. com
davidwebb@democorp. com
devikasharma @democorp. com
ishnamohan @democorp.com
juanchristie @democorp.com
karljordan @democarp.com
nikiportman @democorp.com
rinatanaka@democorp, com
pabloneruda @democorp. com
timashford @democorp. com

>

4. Type the respective mailbox name in the offered dialog or select the appropriate userin the
list which is displayed in the list box below and click OK.
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Options

er Role

PublicFolders = Auditing

Public Folder access

[3 Server settings |domadm\n | | |

Spedfy a mailbox, which will be used to read and modify the

1] = =
Al Lh
By,_GHCNES SELLR0S public folders. This maibaox is usually the superuser mailbox.

[ ] leszngechkioses

Public Folder permissions

Full access user fgroup:
|not selected | .

Specdify a user or group which will be granted read permission
on all archived public folder content. This field can be left
empty, in which case no extra permissions are granted.

y

5. Clicking OKin the Options window to restart the service

Archive Manager for Exchange B

Restart of the following services is necessary:
MaM Exchange Handler.

Are you sure you want to continue?

| Yes | | Mo

6. Finish by clicking Yes.

Public Folder permissions are not selected by default. You need to change it only if you want to
add permissions (permissions in archive) over the whole public folder hierarchy for a specific

user or group. Please note that this permission is applied for OEM storages and for external

fulltext engines.

Auditing tab

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

Activate Auditing check box. In the Server Name enter the name of the machine where the

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

1 | NOTE: For more information on Auditing see the Auditing manual.
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Options

[3 Server settings

;IQ AV ESELLTTS
”@ J4[ms3 e liggas

| ] Usersules

Server Role

PublicFolders

Auditing
Auditing Settings

Activate Auditing

Server Name:

[AmxsERVER |

Server Port:
[7ss |

Flease set connection parameters of your auditing server. If you are not sure
what setting to use check the values you have set on the auditing server.
It may take 5 minutes to reflect changes in all applications.

4

Archive settings

Compression tab

On this tab you may specify your compression criteria. Compressing is then done “on the fly”.

To specify compression criteria:

1.
2.

On the Tools menu, click Options.
In the Options window, click on the Archive settings tab.

To compress .MSG files, simply select the Compress .MSG check box. To compress
attachments, select the Compress attachments check box. If you have decided to compress
attachments, yet wish to exclude some types of attachments from compression, you can
specify that in the Excluded extensions text box —the respective attachments will not be
compressed (such as .zip files etc). Simply enter the respective extension in the text box and
click Add. Do not forget to finish by clicking OK.

NOTE: When specifying Excluded extensions you can use the following wild card * which
stands for any number of characters and ? stands for any single character.
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Options
Compression | Retention  Shortcut Links  Advanced
Compression

W Servercettings Compress .M5G fle Excluded extensions:

% [ e
Eg Archive settings Compress attachments

Wildcards (* and ?) are supported.
Ez;} FIESSHEN] HPEES)
Q Uzar folas

e

Retention tab

For legal reasons some emails must remain retrievable for many years. Our email archiving
solution uses the Hierarchical Storage Management system (HSM). HSM offers the possibility to
organize documents in a logical way, e.g. some documents need to be stored for a longer period
than the others. In the HSM system you may define different retention categories for each type
of document (for example, one retention category for short-term documents and other retention
category for long-term documents).

On this tab you may choose which retention category should be used as default for archiving
items if no specific retention category is chosen. It usually applies for manual archiving using
Archive Manager Client Addin.

However, every group or user can have its own default retention category assigned. This can be
done on the Manager view/Settings/Group level retention tab (see the section Group level
retention in the Settings tab chapter). Retention category set as default on this tab applies also to
AMAC preferences on the aforementioned tab —and vice versa.

1 | NOTE: If you are running Archive Manager for Exchange for the first time, just one retention
category is available. It is the default retention category created by the setup. Otherwise you
can choose from all retention categories from the previous settings and you can also create
your own on the Retention tab of the Manager view.

For more information regarding retention categories see the topic Retention tab.

You may still archive email items under different retention categories (not the default one). That
can be specified through jobs, since for each job you may assign either a desired retention
category or the default one. This topic will be described later in the “Jobs tab” section of the
“Manager view” chapter. Moreover, it is possible to choose the desired retention categories for
an individual item when it is archived manually in the Archive Manager for Exchange (see the
“Archive view” chapter).
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Options

Retention | Shorteut  Links  Advanced

Default retention category

Select the retention category which will be applied if no
spedific retention category is selected. This applies for
example for manual archiving from Outlook addin.

-_ SEryetisethings:

& Archive settings
Default retention category:

|pefauit v

[ 2] leszagz chisaes

L] Uzerroles

Shortcut tab

Here you can set the layout of archived emails’ shortcuts, i.e. you can set how the archived emails

will be displayed in the Outlook preview pane. The layout and the type of shortcut are defined

through templates. The template specified on this tab will be used in cases when no other

shortcut template settings apply.

1 | NOTE: Shortcut templates can be created under Manager view/Settings/Shortcut templates.
Then they can be assigned to different users or groups under Manager

view/Settings/Shortcut to user assignment.

In the Default shortcut template drop down box select a shortcut template from the available

ones. Then click Apply.

Default shortcut template can be set also under Manager view/Settings/Shortcut to user
assignment. If the default shortcut template is changed there it is changed also on this tab and
vice-versa.

5 Options

Options

Shortcut | Links  Advanced

Default shortout template

Select the shortcut template which will be applied if no
spedific shortcut template is selected. This applies for
example for manual archiving from Outlook addin.

B Servensettings

& Archive settings
Default shortcut template:

|pefauit v

.}g FIEE oo ahbEs

L ] Userrules

Anply
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Links tab

If you plan to use attachment links in shortcuts (either Create links for attachments or Generate
an HTML shortcut from template option from the previous tab) you need to configure the link
generator server on this tab.

In the Alias for attachment link URL enter the alias of your Archive Manager Archive server - the
link generator server name. The ALIAS of your Archive Manager server can be accessed both from
inside and outside the LAN.

i | NOTE: We recommend creating an ALIAS (DNS alias) for the Archive Manager Archive server.
It will serve as a virtual name and changing the physical name of the Archive server will not
affect the attachment links.

If the https channel will be used, check the use SSL check box.

Check the Always generate attachment links check box to make the attachment accessible in all
shortcuts. Independent of the settings specified on the previous tab (Shortcut tab), links to
attachments will be always accessible from the Preview pane. They will bear the name of the
attachment with an .html extension.

After modifying these settings click Apply. Then click Yes to restart the relevant service.

Options

Retention  Shortcut  Links  Advanced

Attachment link
Alias for attachment link URL:
[prxsERVERX

B Servensettings

E% Archive settings [ use 55L

[] Always generate attachment links

Use this option if you want to force attachment links to appear in al
shartcuts, independently from shortcut customization settings.

FESFETEN HE5E5)

Q Uzar folas

Advanced tab

This tab offers additional archive settings:

Activate archiving of unread messages - clear the check box if you do not want to archive unread
emails.

Activate archiving of pending appointments and tasks - clear the check box if you do not want to
archive unfinished appointments and/or tasks.

Mark restored messages as Read - select the check box if you want to mark restored emails as
Read.
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Options

Adwanced settings

-_ SEryetisethings:
& Archive settings
[ 2] leszagz chisaes

L] Uzerroles

Activate archiving of unread messages
Activate archiving of pending appeintments and tasks
[] Mark restored messages as Read

Shorteut  Links  Advanced

Message Classes

Supported Classes tab

Microsoft Exchange stores emails and other objects in its database. We are referring to these
objects as items. Each item has its own message class, which defines the type of the item:
message, post, appointment, etc. Since the handling of these items is different, different
shortcuts are created for each item type. By default only some message classes are archived
(IPM.Note, IPM.Post, IPM.Document etc.). Additional item types to be archived can be defined

on this tab.
Message Class Description
IPM.Note message
IPM.Post message posted to a folder
IPM.Fax a fax message

IPM.Document

appears, it always contains the file type, e.g.
IPM.Note.Document.Word.8)

afile added to the folder (the base class never

IPM.Appointment

calendaritem; a recurring calendar item

IPM.Task an Outlook task
IPM.Contact an Outlook contact
IPM.Activity an Outlook journal message

Archive Manager for Exchange Administration Guide

Tools, Options and Settings

105



IPM.StickyNote an Outlook sticky note

REPORT.IPM.Schedule.Meeting.Request a meeting request

Fora complete list of message classes, please refer to:

http://msdn.microsoft.com/en-us/library/aa204771.aspx

The following message classes and its subclasses are supported message classes by default, i.e.
they can be archived by Archive Manager for Exchange:

e |PM.Note,

IPM.Post,

IPM.Document,
e |PM.Fax
e [PM.Appointment

IPM.Task

IPM.Contact

NOTE: Make sure they are not deactivated on the Deactivated Classes tab, if you want to
archive them.

Archiving of calendar items (IPM.Appointment), contact items (IPM.Contact) and task items
(IPM.Task) is supported with some limitations. When a shortcut is created from such item, it
becomes read-only which prevents further modification of the item. It can only be modified by
Archive Manager Outlook Addin. If these items change constantly, we recommend archiving
these items with “Keep the original email” or “Delay shortcut creation” option (see “Retention
tab” part of the manual). Please note that recurring appointments and tasks are not archived.

If appointments are planned to be archived, itis a good idea to deactivate archiving of
appointments which are not finished. It can be set on the Tools/Options/Archive
settings/Advanced tab (Deactivate not finished appointment and task archivation option).

In addition to the default supported message classes you can define additional message classes
which should be archived:

1. On the Tools menu click on Options.
2. Inthe Options window, click on the Message Classes tab.

3. Click the Add button to open the message classes list. Select one or more message classes
which you want to archive. You can also specify different message class in the text box below
the list.

By default there is no need to fill in the Shortcut message class based on field. Leave this field
blank or choose one option from the down-drop list. In this way you will define which type of
shortcut will be created when the selected message class is archived. Please note that


http://msdn.microsoft.com/en-us/library/aa204771.aspx

specifying of a new shortcut message class can have undesired effects. To get more
information about this option, contact our support.

Message classes

Message classes

Select one or more message dasses from the list:

Message dass

IPM. Activity

IPM.Distlist

IPM.Note, IMC.Notification
IPM.MNote.Rules.Oof . Template. Microsoft
IPM. StickyNote

IPM.Recal.Report

IPM. Outlook.Recall

IPM.Remote

IPM.Report

IPM.Resend
IPM.Schedule.Meeting.Canceled ]

or specfy a different dass:
| |

Shortcut message dass based on:

v

4. Then click OK.

5 Options
Options
Supported Classes ~ Deactivated Classes
Extra supported message classes
B serversettings
. Class Name Target
] . .
| STV ESELGTTES
@ Message classes
L | Userrules
A\
%
4 /
5 S,
% \
fipply

5. Then click Apply.

6. A message box appears that informs you that you have to restart MamExHandler service

Archive Manager for Exchange ke

Reskart of the Fallowing services is necessary':
MaM Exchange Handler,

Are you sure you wank to continue?

Yes | | Mo
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Deactivated classes tab

Classes which you specify on this tab will not be archived. You can either check the desired
message class(es) or click the Add button to choose from the list of additional message classes.
You can also specify different message class in the text box below the list. When you have chosen
the desired message classes in the list, click OK, then click Apply on the Deactivated Classes tab.

i | NOTE: If a message class is specified on the Supported Classes tab as well as on the
Deactivated Classes tab, it will NOT be archived.

Options

Supported Classes  Deactivated Classes

Deactivated message classes

SErvEnsEthings:
. Class Name [ PM.ote
n [] 1Pm.Post
ArchvESeEhnge
= [] 1PM.Document
[ 1PM.Fax

Message classes
[] 1PM.Appointment

[3 Uzep fulas [] 1PM.Contact
[ 1PM.Task

/

serly

User Roles

As default, only the super-user, which was specified during the Archive Manager for Exchange
installation, has log on permissions to Archive Manager for Exchange. On this tab you can add
other users which will be allowed to log on to the Archive Manager for Exchange server.

To add a new on-premise Exchange user:

1. Click the Add Usericon or right-click inside the User Roles tab and select Add from the context
menu. To add an Office 365 user, click the Add Office 365 usericon.

2. Inthe Search Active Directory pop-up dialog click Find. Locate the desired user in the list and
click Select.
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"> Search Active Directory

Search Active Directory

&

Look for name: |

| Find

Base container: |LDAP :{fDC=democorp,DC=com

| _hange

Object type: |Users | Change
Search result:
Name Name Path "
! domadmin Administrator LDAP: /fCN=domadmin,CN=Users,DC =democorp,DC=,
€ Guest Guest LDAP: f{CN=Guest,CN=Users,DC=democorp,DC =com
€7 DefaultAccount  DefaultAccount LDAP: /fCN =DefaultAccount, CM =Users,DC =democorp,
ﬁ krbtgt krbtgt LDAP: f{CN =krbtgt,CN=Users, DC=democorp,DC =com
ﬂ Exchange Onli... Exchange Online-... LDAP://CN=Exchange Online-ApplicationAccount,CM=.
ﬁ Aman Al Aman Ali LDAP: /{CN=Aman Ali,CN=Users,DC=democorp,DC=co
€7 David Webb David Webb LDAP: /fCN=David Webb,CN=Users,DC =democorp,DC.
€7 Devika Sharma  Devika Sharma LDAP: /fCN=Devika Sharma,CN=Users, DC=democorp,.
ﬁ Ishna Mohan Ishna Mohan LDAP: f{CN =Ishna Mohan,CN=Users, DC=democorp,D.
ﬂ Juan Christie Juan Christie LDAP: {{CN=]uan Christie, CN=Users, DC=democorp,D. .,
£ >

Seleck | | Close

3. The user will be displayed on the User Roles tab.

To grant log on permissions to a user:

1. Selectthe user.

Options

UserRoles

Administrative Roles

L2488
£ DEMOCORP\domadmin Logan
Logon to PST Importer
Modify roles
Access mailbox browser

W' Serversettings
Allow Deny

= Archive sethings

[ ] lzszaye ckoses

KR E R A
ooooo

Modify mailbox permissions
User roles

eply

2. Select the check box under the Allow column to grant the following permissions, or select the
check box under the Deny column to deny the following permissions:

a. Logon - user will be able to logon to the Archive Manager for Exchange and manage Archive
Manager

b. Logon to PST Importer—user will be able to launch PST Importer
c. Modify roles —user will be able to manage user roles on this tab

d. Access mailbox browser —user will have access to archiving/restoring, i.e. the user will be
able to enter the Archive view
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e. Modify mailbox permission —user will be able to modify permissions in Mailbox Rights
Manager.

1 | NOTE: If neither Allow nor Deny is checked, the role is denied.

Settings

In addition to AMAC preferences specified under the Tools/Options as described above there are
more AMAC preferences available under Tools/Settings. AMAC preferences apply if no specific
archive settings are selected.

Run Archive Manager for Exchange (click Start/Programs/Metalogix/Archive Manager for
Exchange). In the Archive Manager for Exchange window click on the Tools menu, and then click
on Settings to open the Settings window.

Archive/Restore tab

On this tab you may choose to re-archive delayed or backup shortcuts

5 Application settings 3
& @ |

ArchivefRestore Visualization Others

Archive/Restore related

D Settings

[] Allow re-archiving of delayed shortcuts
[] allow re-archiving of backup shortcuts

Please nate that these options are only valid until the
application is running and will be reset when the application is
restarted. This function is supported only with MAPL,

Apply

Usually, when archived with Archive Manager, emails are replaced with shortcuts on the
Microsoft Exchange Server. In some cases you may have decided to archive the emails and at the
same time not to create shortcuts for them or delay the shortcut creation (this is done via
retention categories, see the section Retention categories and their usage ). In such cases the
emails are copied to archive and remain unchanged also in Microsoft Exchange Server (no
shortcuts are created). In specific cases you may want to re-archive such items to save any
possible modifications made after archiving. Should you wish to re-archive these items (possible
only manually), it is necessary to allow it:
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Allow re-archiving of delayed shortcuts is checked — it will be possible to manually re-archive
emails which have been already archived via retention category with “Delay shortcut creation”
settings.

Allow re-archiving of backup shortcuts is checked —it will be possible to manually re-archive
items which have been already archived via retention category with “Keep original email”
settings.

1 | NOTE: Both above mentioned options are only valid while the Archive Manager for Exchange
is running. When the application is restarted, these options are reset. This function is
supported only with MAPI.

Visualization tab

If you select Auto in the Size units when displayed or Size units when set dropdown menus, then
the size of the files will be displayed correspondingly: in B, KB, or in MB.

€5 Application settings

Settings
gfRestore  Visualization ~ Others
Visualization
[3 Settings Size units when displayed: | Auto i
Size units when set: Auto ~
y
ezl
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Others tab

The following AMAC preferences can be managed from this tab:

€5 Application settings

Settings

chivefRestore  Visualization  Others

Special
[3 Settings

Service status refresh rate: 10 3 sec

Export/Import

C5V column delimiter:

Paging
Activate paging

Items per page: 1000 =

y

Sl

Special

Service status refresh rate - The defaultis 10 seconds. This means that every 10 seconds the
status of the services will be checked and the list of services displayed in the Status view will be
refreshed.

Export/Import

CSV column delimiter - The column delimiter can be set to a comma (,) or to a semicolon (;) for all
export or import processes. You should check your MS Office settings first, and then set it
accordingly.

Paging

Paging activates a faster response time when loading large sets of items in the Mailboxes,
Archives, Public Folders and Public Folders Archive lists. You can set how many items can be
displayed on one page.

Activate paging - select this check box to activate paging.

Items per page - the number of items that are displayed in each set or page. The default value is
1000.
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Archive Manager for Exchange EEEER

Session  View Tools  Help

HERRRaX DS P aan

Mailboxes "Archwe " PublicFolders " Public Folders Archive ]
Look for: Filter in
~ | =no filter= {Blanks)
B"@: Distribution ists ~ From Subject Received T Size Attachment
=-£2] Group Democorp
B ) Aman Ali [11] ﬁ David Webb Re: Sales Event 11/25/2019 6:04 PM 10.75 KB
) David Webb [10] ﬁ Aman Ali Re: Sales Event 11/25/2019 5:55 PM 10.67 KB
{2 Devia Sharma [13] w} MAM Administra...  Synchronizing Metalogix Templates 10/11/2019 3:07 PM 8.87 KB
) Calendar ﬁ Ishna Mohan Q2 Reports 1022013 12:25 AM 8.07KB
[#-{C3) Contacts ﬁ Domain Adminis...  Hello 10/1/2015 7:00 FM 8.17KB
{7 Conversation Act ﬁ Ishna Mohan Customer payment 10/1/2019 5:46 PM 8.27KB
{7 Deleted Items ﬁ Miki Portman Org Change Management 9/30/2019 5:56 PM 18.77KB
~{3) Drafts &l Karl Jordan Net Neutrality 9/27/2019 3:07PM 3.87KB
{3 ExternalContacts &l Aman Al American Mik Supplies 9/25/2019 2:25 AM 3.07KB
] ﬁ Aman Ali Re: Sales Event 9/25/2019 3:07 PM 8.17KB
{2 Journal i Ishna Mohan Social Enterprise 9/25/2019 2:25 &AM 8.27KB
A Junk Email @i Aman Al Re: Finandial Analysis /25/2019 3:07FM 3.17KB
{0 Notss & Ishna Mohan Re: Finandal Analysis 9/25/2013 2:25 AM 3.27KB
{7 Outbox
i) Sales Event
{7 Sent [tems
4 Tasks
-3 Yammer Root
[#-(2) Domain Administrator
[#-{2 Ishna Mohan [8]
({2 Juan Christie [7]
[#-{2 Karl Jordan [5)
({2, MAM Administrator [1
F#-{2 Niki Portman [5] ©
< ST T
| Set Filker | | Clear Filter | Page: 1) of 1 I Messages: 1-130of 13 I First <Prav st Last
———
@l Server Role: Archive Server Folder contents loaded FullAccess Archiver/Restorer

When paging is activated, the current page is displayed in the Page field at the bottom of the list.
The administrator can navigate the pages in one of two ways: by entering a specific page in the
Page field or by clicking the First, Prev (previous), Next or Last buttons to sequentially iterate
through the pages.

Consider the scenario where each mailbox has over 50,000 emails items. Listing all the emails at
once would require a significant amount of time. With paging activated, only a part of the list s
displayed with navigation aids at the bottom of the list. When the administrator navigates
through the pages, only a subset of the list is displayed and the time required to display the
subset is greatly reduced.

If the average set of email items per user is less that 1000, you may choose to deactivate this
feature. The navigation aids will not be displayed at the bottom of the list as shown below.
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Archive Manager for Exchange EEE
Session  View Tools Help
FEeXxDhaegBEe aoe
Mailboxes "Archwe " FublicFolders " Public Folders Archive ]
Look for: Filter in: Filt
| [=na fiter= “| ] (Blanks) |
B"@: Distribution ists ~ From Subject Received + Size Attachment
=-£2] Group Democorp
B Aman Al [11] @ David Webb Re: Sales Event 11/25/2019 6:04 PM 10.75 KB
David Webb [10] @ Aman Ali Re: Sales Event 11/25/2019 5:55 PM 10.67 KB
) Devika Sharma [13] @ MAM Administra...  Synchronizing Metalogix Templates 10/11/2018 3:07 PM 8.87 KB
) Calendar @ Ishna Mohan Q2 Reports 1022013 12:25 AM 8.07KB
[#-{C3) Contacts @ Domain Adminis...  Hello 10/1/2015 7:00 FM 8.17KB
{7 Conversation Act @ Ishna Mohan Customer payment 10/1/2019 5:46 PM 8.27KB
{7 Deleted Items @ Miki Portman Org Change Management 9/30/2019 5:56 PM 18.77KB
~{3) Drafts &l Karl Jordan Net Neutrality 9/27/2019 3:07PM 3.87KB
{3 ExternalContacts &l Aman Al American Mik Supplies 9/25/2019 2:25 AM 3.07KB
s inbox | Gl Aman Al Re: Sales Event 9/25/2019 307 PM 3.17KB
{2 Journal i Ishna Mohan Social Enterprise 9/25/2019 2:25 &AM 8.27KB
A Junk Email @i Aman Al Re: Finandial Analysis /25/2019 3:07FM 3.17KB
{0 Notss & Ishna Mohan Re: Finandal Analysis 9/25/2013 2:25 AM 3.27KB
{7 Outbox
i) Sales Event
{7 Sent [tems
) Tasks
-3 Yammer Root
[#-(2) Domain Administrator
[]---f_:!l Ishna Mohan [8]
[]---f_:!l Juan Christie [7]
[]---f_:!l Karl Jordan [6]
({2, MAM Administrator [1
[]---f_:!l Miki Portman [5] &
< B T T
| Set Filter | | Clear Filker | Messages: 1-13of 13
@i Server Role: Archive Server Folder contents loaded FullAccess Archiver/Restorer
Paging is activated by default and we recommend that you should keep paging activated.
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4

Manager view

Manager view is an important part of Archive Manager for Exchange. In this view you may define
the type of jobs used for automated archiving; global parameters; you may set automated email
archiving not only for groups but for individual users (mailboxes) as well, etc. All such settings
can be specified on the following tabs: Groups, Settings, Public folders, Jobs, Retention and
Locations.

Automated archiving is done via jobs. You, therefore, first need to define jobs (see Jobs tab ).
With jobs, archiving is done in the background with predefined settings. We will get to that later.
Let us now describe what the above-mentioned tabs are used for.

Groups tab

By clicking on the Groups tab a list of all synchronized groups will be displayed in the left pane. At
times when you only want to display some of the groups, it is good to use afilter, especially
when the list of synchronized groups is too long.

Archive Manager for Exchange =EER
Session  Wiew  Tools  Help
FRRRXDeS B e
Groups || Settings || Public Folders || Jobs Retention || Locations
Setk Filker | | Clear Filker |
(Group name Alias Property Yalue
Domain Admins Dorain Admins
Domain Users Domain Users
Managed Availabi,.. Managed Availabilit...
rew nEw
2| SE Pilate SEA Filate
@test tesk
[ ﬂ ™ Server Role: &rchive Server Loaded Fulldccess hanager

On the Groups tab you may set your own archiving criteria for each group. Double-click the
desired group to open its Properties window. Then, in the Properties window, set your criteria
for archiving that specific group on its General, Scheduler, Folders, Classes and Script tabs. (See
the section Setting criteria for group archiving.)

Let us first describe how to display only desired groups.
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How to set a filter to display only desired groups

On the Groups tab you may have a large number of groups displayed. To display only the desired
ones, use filters while specifying multiple logical conditions.

To create a filter, follow these steps:

1. In Manager view on the Groups tab, click on the Set filter button. The Filter window opens.

Archive Manager for Exchange

Session View  Tools  Help
FRRBX D99 Do @M.
Groups | Settings | Public Folders || Jobs Retention

Set filker ,\J | Clear filter |
|
Group name i Alias Property
Domain Admins Domain Admins
Dumain Users Domain Users

Managed Availabi... Managed Availabilic.. .
naw new

EH|5EA Piote SEA Pilate
@test test

2. Select any or none of the following: RDN, ALIAS, DISPLAYNAME, or EMAILADDRESS in the first
dropdown menu; then select any or none of the following: =, STARTSWITH, ENDSWITH, or
CONTAINS in the second dropdown menu; and then enter text in the text box next to the Add
button. Then click Add.

Filter i

Filter definition

Select user: Select filker:

[ dministrator ] [enew> v]
¥ | gl o]

iLDII\AS AMD MOT

EMAILADDRESS

Check Syntax Save || Delete | [ ok ][ cand |

EXAMPLE: If you select DISPLAYNAME in the first drop-down menu; CONTAINS in the second
dropdown menu; and if you enter ‘act’ in the third dropdown menu located next to the Add
button, then you have created the following filter: DISPLAYNAME CONTAINS ‘act’. With this filter
all groups with DISPLAYNAME containing ‘act’ will be displayed on the Groups tab.

By clicking the Add button the filter will be displayed in the text box below, as seen on the
following figure.

You can even check the syntax by clicking on the Check Syntax button.
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Filter

Filter definition

Select user:

Select filker:

|Administratur

w ‘ | <nEw >

|DrspLavMAME

v] [contams v [man

|[add

Ll

)

[[ awo ][ or ][ mot ]

DISPLAYMAME CONTAINE 'main'

Check Syntax

Save H Delete ‘

[ ok

| | Cancel

3. Click Save.

4. If the filter you have created is a new one then, upon clicking on the Save button, another

dialog window opens where you can enter the name in the Name of the filter text box, e.g.

Filter ‘act’. Confirm by clicking OK. A filtered list of groups will be displayed on the Groups

tab. (i.e. groups whose DISPLAYNAME contains ‘act’)

Filter &
Seleck user: Selack Filker:
|Administratnr v| ‘<new> v|
[pspLamare | [conTams v [mein |[add
Lo 10 Jfam ][ or ][ wor ]
DISPLAYNAME CONTAINS 'main’
Mame of the filker:
Filter - main |
o I ome N peee |0 [ oc [ coen |

The figure below shows only those groups whose DISPLAYNAME contains ‘act’ (Filter ‘act’ from

the above mentioned example).

i | NOTE: Instead of creating a filter you may want to use someone else’s. In that case, upon
clicking on the Set filter button select the desired name in the Select user drop-down menu
and the desired filter in the Select filter drop-down menu. The selected filter will be
displayed in the text box below. Confirm by clicking OK in the Filter window.
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How to remove a filter

On the Groups tab in Manager view you have an option to set a filter to display only groups

meeting the desired criteria. Having set a filter, the Set filter button turns green (see below).

Archive Manager for Exchange

Session  Wiew  Tools  Help

FRBR@ XD =)
Groups | Settings | Public Folders | Jobs
| ek Filer | | Clear ﬁlter,\J
|
Group name dlias ¢
Domain Admins Domain Admins
Domain Users Domain Users

To remove a previously set filter, simply click on the Clear filter button. The list of all
synchronized groups will be displayed again and the Set filter button turns black.

Setting criteria for group archiving

When deciding to archive a desired group, specify the criteria according to which emails of that
group’s members will be archived. You will do that through properties of the respective group.

So, first switch to Manager view, and then click on the Groups tab. In the left pane choose a
group, whose members’ emails you plan to archive.

There are three ways of opening the Properties window:
e Double-click the desired group to open its Properties window,

e Right-click the desired group and then, in the context menu, select Properties to open its
Properties window,

e Select the desired group and then click on the Properties icon on the toolbar to openits
Properties window.

In the displayed Properties window of the desired group you may set your criteria on the
General, Scheduler, Folders, Classes, and the Script tabs.

On the following figure you will see alist of groups displayed in the left pane. If you select a
group, its properties will be displayed in the right pane.
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Archive Manager for Exchange FR

Session Wiew  Tools Help

FRBaXx Do lbaogn
Groups | Setbings || Public Folders || Jobs Retention || Locations
| Set filker | | Clear Filker |
Group name Alias Property Yalue
Dumain Admins Domain Admins Scheduled in job Jobt
Domaln Users Domain Users Allow to archive members of thi.. Yes
Managed Availabi... Managed Awvailabilit...
new new Retention category Default
| 3Ex Pilate SEA Filate
SEript active No
Archive files alder than 10 Days
Archive files bigger than 10.24 KB
Include folders:
Exclude folders:
Qukbax
Deleted Items
Include message classes:
IPM. Moke®
IPM. Document®
IPM.Post*
Exclude message classes:
G M ™ ServerRole: Archive Server Loaded Full&ccess Manager

| NOTE: The icons of groups activated for archiving are displayed in green.

General tab

On this tab you have an option to activate archiving for a desired group. Here you may specify a
period following which messages will be archived by using a pre-defined job. You can also specify
a limit-value for the files so that files exceeding that limit-value are archived.

To activate archiving for a group:

1

In Manager view click on the Groups tab. In the left pane double-click the desired group. The
Properties window opens.

In the Properties window, click on the General tab.

To activate archiving for this group, select the Allow to archive check box. In the Retention
category down-drop box you can select a retention category which will be used for the group
archiving. This retention category can be DIFFERENT from the one assigned to a job that will be
in charge of the group. (The relevant job is specified on the scheduler tab.) This allows you to
have several groups archived via the same job and at the same time each group being archived
with specificretention category. Should you select the Use job settings option, the retention
category of the job will be used.

In the Archive files older than (days) text box you can enter a period following which
messages will be archived.

In the Archive files bigger than text box you can enter the size of the messages to be archived,;
please do not forget to select the properitem from the dropdown list in order to specify their
size eitherin B, KB, or MB.

EXAMPLE: On the following figure we set archiving of messages older than 10 days and exceeding
0.01 MB.
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Archive Manager for Exchange
Session Wiew  Tools  Help
B X g - —=
Properties
Groups Settings F
Set filker q | General " Scheduler " Foldets " Classes " Script ]

Goup nans bast

Domain Admins

Dnmain Users

Managed fweailabi. .

| e Allaw to archive members of this group

sea piote

. . W
atest Retention cateqory: |DeFauIt |
Archive criteria
Archive Files older than (days):
archive files bigger than: 0,01 ME W
Advanced criteria
M ™ ServerRole
[s]4 Cancel | Apply

6. The Advanced criteria give user opportunity to set filter for e-mails (IPM.Note) based on the
e-mail address, subject and body. E-mails satisfying the given criteria will be excluded from
archiving or only the e-mails satisfying the given criteria will be archived by the job set for
that group.

Advanced Criteria

Advanced criteria

Advanced criteria settings are applied for IPM.Motes only. You can use
regular expressions to define filter criteria.

E-mail address

Indude [ Excude Orem 070 Occ [Jecc

administrator @democorp. com

Edit

Remove

Subject text
[ indude [ Exdude
Add
Edit
Remave
Body text
[ tndude  [] Exdude
Add
Edit
Remove

o

7. Finish by clicking Apply and then OK.

Upon activating a group you need to assign it a job that will do the archiving in the background
(see the section “Jobs tab”).
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Scheduler tab

On this tab you need to specify the desired job for archiving. Automated archiving is done via
jobs. Jobs, however, need to be specified up-front on the Jobs tab. Therefore, if no jobs have
been defined yet, do so first (see “How to create a job”).

Once jobs are defined on the Jobs tab, you may select one.

To assign a job to the desired group:

1.

2.
3.

In Manager view click on the Groups tab. In the left pane double-click a desired group. The
Properties window opens.

In the Properties window click on the Scheduler tab.

In the Selected job dropdown list select a job you prefer for archiving, for instance SAN
archiving.

1 ‘ NOTE: If no jobs are created, the dropdown list is empty.

Properties =0

General | Scheduler ||Folders | Classes | Script
Select the job, which will archive this object:

Scheduled job

Selected job: Job1 h
<nao job=

Schedule inkerval: Job

Scheduling starts at: 05,02, 2018 20:00:00 k‘

Job status: Scheduled

T

Upon selecting a job, the Scheduling starts at box, the Schedule interval (in days) box, as well
as the Job status box are automatically filled in with the settings of that specific job.

EXAMPLE: On the following figure a job called SAN archiving has been selected. According to
that job, groups scheduled for archiving with SAN archiving will be archived every day at
6:45:00 PM as of December 18th, 2006. The status of that job is Scheduled, which means that
the job is currently running.

1 | NOTE: When the status of a job is Stopped, the job is put on hold and needs to be “turned
on” (Scheduled) to run at the predefined hour. A job’s status (Stopped, Scheduled) can
be changed on the Jobs tab.
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Properties

Job status:

General | Scheduler "Folders "Classes "Script }

Scheduled job

Selected job:
Schedule inkerval:

Scheduling starts at:

Select the job, which will archive this object:

[30b1

06,02, 2018 20:00:00

Scheduled

o

o
-

G

T

5. Click Apply and then OK.

1 | NOTE: On the figure below you may notice that one group (e.g. testgroup1l) is displayed

green with an exclamation mark (!). It notifies the administrator that this group is activated
for archiving, although no job is assigned to it.

Archive Manager for Exchange

Session Miew  Tools  Help

FRRRX DO D2 8N

Groups "Settings "PublicFo\ders ”Jobs

"Retention "Locations

Include message classes:

Set filker | | Clear filker |
Group name Alias Properky Yalue
Domaln Admins Domain Admins scheduled in job <no job>
Dnmain Users Domain Users Allow to archive members of thi... Yes
Managed Avwailabi... Managed Availabilit. ..
new new Retention category Default
A Picte SEA Pilate
el Scripk active Mo
Archive files older than 10 Days
Archive files bigger than 10.24 KB
Include Folders:
Exclude Folders:
Quthox

Deleted Ihems

IPM. Moke®
IPM. Document*
IPM.Post™
Exclude message classes:
ﬂ. ™ Server Role: Archive Server Loaded Fulldccess

Exclude tab

You may have activated and scheduled a group for automated archiving, yet you might want to
exclude some of the folders and their content from being archived or define folders to be
processed. That can be specified on the Folders tab in the Properties window of the respective
group. Use regular expressions to exclude custom folders based on folder name or path.
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To exclude folders from automated archiving:

1. In Manager view click on the Groups tab. In the left pane double-click the desired group. The
Properties window opens.

2. Click on the Folders tab. Here you can either:
e include certain folders in automated archiving

Be aware that if some folder(s) are listed in Include folders section, NO OTHER folders will
be archived. All other folders will be automatically excluded from archiving. When adding
folders, wildcards can be used —see further.

or
e exclude certain folders from automated archiving

Itis possible to check folders in the list (Inbox, Outbox, Sent Items and Deleted Items) or
define custom folders. When defining custom folders, also wildcards can be used —see
further.

i1 | IMPORTANT: If you exclude a folder from automated archiving, then its subfolders will
NOT be archived either.

Properties ==

General | Scheduler ||Folders | Classes | Seript

By default all maibox folders are processed. Here you can define folders
to be processed or excluded from processing. Use regular expressions
to exclude custom folders based on folder name or path.

Include folders

Add
Edit

Remoye

Exclude folders
[ mbox Qutbox [ sent Items Deleted Items

Quthox Add
Deleted Items

Edit

Remove

T

3. When adding folders eitherin Include or Exclude section, click on the Add button. In the
Folder window that opens, enter the folder name or path.

1 | NOTE: As a path separator use aslash “/”.

Entet folder name:

|Inhnx,|’pr|vate| |
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Wildcards

Asterisk (*) has a specific function in the Include section. Three basic scenarios apply:

a)

b)

4.

<folder>

If only folder is specified (e.g. Inbox, Export/marketing...), it will be archived, but its
subfolder will not be archived.

<folder>/*

If folderis followed by a slash with asterisk ,,/*“ (e.g. Inbox/*, Export/marketing/*...), only
subfolders will be archived, NOT the given folder.

<folder>*

If folderis directly followed by the asterisk ,*“ (e.g. Inbox*, Export/marketing*...), both folder
and it subfolders will be archived.

EXAMPLE: In the example on the figure below, the configuration is the following:
Include folders: Inbox*
Exclude folders: Inbox/private

This means that Inbox and all its subfolders will be archived, except the private subfolder.

Properties =R

General || Scheduler | Folders || Classes | Seript

By default all mailbox folders are processed. Here you can define folders
to be processed or exduded from processing. Use regular expressions
to excude custom folders based on folder name or path.

Include folders

Exdude folders
[ tnbox Outbox ] sent Items Deleted Items

Outhox Add
Deleted Items |—|

T

Click Apply and finish by clicking OK. The respective folders will be excluded from automated
archiving.

You may of course review your decision. In that case deselect the respective check-box, or simply
select the respective folders in the Custom folders list-box and then click on the Remove button.
Do not forget to click Apply and OK.
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Classes tab

On this tab you may specify which types of email items will be automatically archived/excluded
in mailboxes of a given group.

To select message classes:

1. In Manager view click on the Groups tab. In the left pane double-click the desired group. The
Properties window opens.

2. Click on the Classes tab.

3. There are three items selected by default for archiving: IPM.Note (email), IPM.Post (Note in
Outlook), IPM.Document (OLE-documents). To select additional ones, click on the down arrow
next to the Add button to open the dropdown menu.

Similarly, you can also define message classes that will be excluded from archiving.

1 | NOTE: If the Message classes list is empty, the IPM.Note is added automatically! In such a
case, only IPM.Note will be archived.

Properties =3

General | Scheduler | Folders | Classes || Script

Select messane classes to archive:

Include message classes

IPM Note Femove
IPM.Document
IPM, Post

W Add

Mote: subclasses of the given message dass will be archived too
Exclude message classes

Remove

| V] o

Mote: subclasses of the given message dass will be excluded too

T

4. Selectthe desired item from the help-list or type in the message class you wish to include.

1 | IMPORTANT: You can enter any message class on this tab. However, only those message
classes which are allowed to be archived on the global level will be actually archived. For
more information see Message Classes.
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Properties =4

General | Scheduler | Folders | Classes | Script

Select messane classes to archive:

Include message classes

IPM.Mote
IPM.Document
IPM.Post

Remove

| vl | add

IPM.Mote
IPM.Post
IPM.Document
IPM.Fax

IPM. Appaintrment Remove
IPM. Task

| v| [ ad

Mote: subclasses of the given message class will be excuded too

e

5. Click on the Add button. The respective item will be added to the list in the Message classes
box.

6. Click Apply and then OK.

Message classes specified on this tab will be archived only if they are allowed to be archived on
the global level. For more information see Message Classes.

1 | NOTE: If you want to remove any of the message classes listed under the Message classes
box from archiving, simply select them and then click on the Remove button.

Script tab

You might want to modify the script to define additional conditions you may have wanted to
apply to a desired group. This can be done on the Script tab of the respective group.

1 | NOTE: Forinstance, scriptis used when a particular feature of Archive Manager is deployed
(e.g. live email indexing feature which allows fulltext search of live/non-archived emails in
the ArchiveWeb interface).

To generate a script for the desired group:
1. In Manager view click on the Groups tab.

2. Select the desired group in the left pane. Right-click it and in the context menu select
Properties.

3. Inthe Properties window click on the Script tab.

4. Click on the Generate button. Then in the Generate script window click Yes to generate a new
script.
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Properties L_:i B’i

|General ][Scheduler "Folders "Classes "Scr\pt ]

| Generate || Clear |

Generate script

@ This action will clear the current script and generate a new one. Do you want to do this?

L o ] atd

5. Upon clicking Yes, the newly generated script will be displayed in the text box, as shown
below. You may now modify it to your needs. By clicking on the Check button you will verify
the syntax. When you are done, click Apply and then OK to confirm.

Properties =@

General "Scheduler "Fnlders "CIasses HScript ]

| Generate || Clear |

import System; ~
import System. Convert:

import System.Collections;

import ExchangePAMScriptEngine;

class Script
{
public static function Main (MATILLIST - MailEw
{
war i @ int;
var m;
war msgclassarray @ Arraylist:

msgclassarray = new Arraylist();
nsgelassarray.Add{"ipm.nota") ;
nsgelassarray.hdd{"ipm. document") ;
msgolassarray. Add("ipm. post" ) ;
SCRIPTENGINE.DebugMessage ("Script <NAME- st
for (i = 0; i < MAILLIST.Count; it+) ~
< m k4

T

1 | NOTE: Please notice that by having modified the script, certain fields on the General and
Classes tabs become inaccessible, meaning that they cannot be modified there. A generated

script may be deleted, simply by clicking on the Clear button. Then the fields on the General
and Classes tabs will become accessible again.

How to activate the archiving option for a group

Keep in mind that automated archiving of emails via jobs is only possible for those groups that
have had the archiving option activated. So, even if a job has been assigned to a group, but the
group archiving option is not activated no automatic archiving will take place. Therefore, do not
forget to activate it first.
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To activate the archiving option for a group:
1. In Manager view click on the Groups tab.
2. Inthe left pane double-click the desired group. Its Properties window opens.

3. Inthe Properties window on the General tab select the Allow to archive members of this
group check box.

Properties =0

General | Scheduler | Folders || Classes | Script

% test
@rchwa members of this @

4. Click Apply and then OK. The group is now allowed to archive.

Now you are ready to assign a job that would do the archiving.

How to deactivate a group from being able to archive

1. In Manager view click on the Groups tab.
2. Inthe left pane double-click the desired group. Its Properties window opens.

3. Inthe Properties window on the General tab make sure that the Allow to archive check box is
de-selected.

4. Click OK. That group can no longer be archived.

i | NOTE: Evenif ajob is assigned to it, no automated archiving of this group’s items will take
place.

How to copy a group’s settings

In the Manager view on the Groups tab there are two ways of copying a group’s settings:

Method |

1. To copy agroup's settings, select the desired group in the list in the left pane and then click on
the Copy settings (E) icon on the toolbar.

2. Then select the target group and click on the activated Paste settings (&) icon next to the
Copy settings icon on the toolbar. Settings of the original group will be copied onto the target
group.
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Archive Manager for Exchange

Session Wiews

Tools  Help

FREREEXI e Do Qe

b Settings || Public Folders | Jabs Retention | Locations
’
I -~ Set filker | | Clear Filker |
GEroup name Alias Properky Value
Dnmaln Admins Domain Admins scheduled in job <no joh>
Domain Users Domain Users Allow to archive members of this group Mo
Managad Availabi... Managed Availabilit. ..
I I A ] %2 Inew Properties Script active Mo
TSP Rl
test Copy settings [ Archive files older than 10 Days
1 Paste settings Archive files bigger than 10KE
Include Folders:
Show members Exclude Folders:
Cutbox

Method Il

1. To copy a group's settings, select the desired group in the left pane.

2. Right-clickit and then, in the context menu, select Copy settings.

Deleted Thems

3. Then select the target group, right-click it and in the context menu select Paste settings. The

settings of the original group will be copied onto the target group.

How to schedule group archiving

The group which you want to be archived automatically has to be allowed to archive and a job
must be assigned to it (see the section “How to archive emails of a group via a job”). Without

activating it and having assigned a job to it, a group will not be allowed to archive automatically.

It can, however, be archived manually (see the chapter Archive view).

i | NOTE: Groups allowed to archive are displayed green. An icon of a group for which the

archiving option has been activated, yet with no job assigned to it, is displayed green with an

exclamation mark (!), to notify the administrator (see below).

Archive Manager for Exchange

B @B X

Session MWiew  Tools  Help

D By B | @3
B A\E | S

ae

Include Folders:

Groups | Settings | Public Folders || Jobs Retention || Locations
Set filker | | Clear filter ‘
(Group name Alias Propetty Walue
Dnmain Admins Darmain Admins Scheduled in job <no job>
Dumain Users Domain Users Allow to archive members of thi.. Yes
Managed Availabi,.. Managed Availabilic...
anew new Retention category Default
3 <Ex Pilate SEA Filate
Scripk ackive Mo
Archive files older than 10 Days
Archive Files bigger than 10.24 KB
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How to configure specific folders for automated
archiving

Let’s say you have set the automated archiving for a group, yet you want to exclude/include some
of the folders for automated archiving. To do so, follow these steps:

1
2.

In Manager view click on the Groups tab.
In the left pane select the desired group and double-click it to open its Properties window.

In the Properties window, click on the General tab to make sure that the Allow to archive
check box is selected. Then click on the Scheduler tab to verify whether a job was assigned.
Then click on the Folders tab.

On this tab configure your desired settings in two sections:

¢ Include folders —only the added folder will be archived. All its subfolders and other folders
will be excluded from automated archiving. To include subfolders, use asterisk:

<folder>* - Folder and all its subfolders will be archived
<folder>/* - Only subfolders will be archived.
e Exclude folders —added folder nor its subfolders will be archived

i | NOTE: As a path separator in both sections use a slash “/”.

Finally click OK.

Properties L=

General | scheduler | Folders | Classes || Script

By default all mailbox Folders are processed. Here vou can define Folders
ta be processed or excluded from processing. Use regular expressions
to exclude custom Folders based on Folder name or path.

Include folders

Exclude Folders

[] 1nbas Outbox [] sent Ttems Deleted Ttems

Inbo/private

- | OF || Cancel H Apply |

EXAMPLE: If you define for example the Inbox as an exclude folder, neither of its subfolders is
processed. Provided that you want to exclude Inbox but archive its subfolders, add the Inbox as:

Inbox/*. Click Apply and then OK. The respective folders will be excluded from automated
archiving.
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How to display group members

To check group members:
1. In Manager view, click on the Groups tab.
2. Inthe left pane, right-click a desired group and, in its context menu, click Show members.

Archive Manager for Exchange =EER

Session Miew  Tools  Help
FRREX Do o an

Groups | Settings || Public Folders || Jobs Retention | Locations

Set filter | | Clear filter |
Group name Alias Property Walue
Domain Admins Daomain Admins Scheduled in job <no job>
Domain Users Domain Users Allow ko archive members of this group Mo
Managed Availabi,.. Managed Availabilit...

Script ackive Mo
£H5EA Pilcte Properties
@test . Archive files older than 10 Days
Copy settings
Archive files bigger than 10 KB

Paste settings

Show members I
3. Alist of group members will be displayed.

Include folders:

Exclude folders:

P

Settings tab

On the Settings tab in Manager view you may specify additional useful settings. We will describe
what the upper and lower limit values are used for, etc.

e Threshold settings

e Qutlook Addin permissions

e Group level retention

e Shortcut templates

e Shortcut to user assignment

e Archive size report

e Notification settings

Threshold settings

Onthistabitis possible to define mailboxes for which the Threshold job should run (see
“Threshold job”). The threshold functionality allows the administrator to control the size of the
mailboxes in the Microsoft Exchange Server and to prevent them from overflowing. (The limit
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defined for a mailbox in MS Microsoft Exchange Server can be processed by Archive Manager as
well).

The administrator can set the Lower and Upper limit. Upper and Lower values are percentages
from the total mailbox limit allocated to a mailbox/group on the MS Microsoft Exchange Server.
These two values are closely associated with Threshold job, which actually does the “cleaning up”
of the Microsoft Exchange message store. When the Upper value is reached for a specific
mailbox/group, then archiving via Threshold job can “free up” some space on the MS Microsoft
Exchange Server until the Lower value is reached for the respective mailbox/group.

Example: The mailbox has a limit of 100 MB (defined in MS Microsoft Exchange Server). The
administrator defines the threshold values 50/90. If the mailbox size reaches 90% of the limit (90
MB), the Threshold job will archive the mailbox until the size of the mailbox drops under 50% of
the limit (50 MB). The threshold job archives the oldest messages first (default settings). The
order of the messages can be modified using the scheduler service config key
(“ThresholdSortBy”) in <installdir>\ Metalogix\MAM4Microsoft Exchange\ Services\
PamExSchedulerSv\ PamSchedulerSv.exe.config. The following values can be used:

e Order by last modification date (ascending, i.e. oldest first) [value = “0”]

Order by received date (ascending) [value = “1"]

Order by size (descending, i.e. biggest first) [value = “2”]

NOTE: After config file modification services must be restarted.

Further, itis possible to exclude specific messages from threshold processing. The Threshold job
will archive the mailboxes but it will filter out specific messages based on your configuration.
Available filtering for Threshold job:

e Filtering by message size
e Filtering by age

e Filtering by folder

e Filtering by message class

This filtering can be also configured using the scheduler service config keys in <installdir>\
Metalogix\MAM4Microsoft Exchange\ Services\ PamExSchedulerSv\ PamSchedulerSv.exe.config.
For more information see the following table:

Filtering Config key Default value Description

By message size ThresholdMinimumSize 4 Minimum size
(in KB) of the
email which can
be included in
the threshold
processing. All
emails smaller
than the



By age

By folder

By message class

ThresholdMinDate

ThresholdExcludeFolders

ThresholdMessageClasses

defined size are
not archived.

If value >0,
messages which
are younger
than x days are
excluded from
processing.

Semicolon
separated list of
exclude folders
defined for
threshold job;
the syntax is the
same as in case
of group
exclude folders.

Semicolon
separated list of
include
message classes
forthe
threshold job.

The mailbox limit in Microsoft Exchange Server can be defined on two levels: on the mailbox
level and on the Information Store level. For Archive Manager the mailbox limit has a higher
priority than the Information Store limit. These limits are read from Microsoft Exchange Server
and can be checked in Address Book Manager (Tools > Address Book Manager > click the Mailbox
node >double-click the desired mailbox >in Properties window switch to the Others tab).

Adding a group/mailbox onto the Threshold tab

To add a group/mailbox to the Threshold tab:
1.
2.

In Manager view, click on the Settings tab.

Click on the Threshold settings tab in the right pane.

Add group/Add mailbox.

Click with your right mouse button inside the right pane and then, in the context menu, click

NOTE: Instead of clicking with your right mouse button inside the right pane and clicking Add
group in the context menu you can also right-click the Threshold node in the left pane and

then in the context menu click Add group/Add mailbox.
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Archive Manager for Exchange BER

Session  Wiew  Tools  Help
FRRERX DS BEeEen
Groups H Settings "Public Falders "Jobs ” Retention "anatinns

%Setnngs Mame Lirnik Lower Upper  Recursive
LG8 Threshold settings
T8 Outlock AddIn permissions
{4 Group level retention Add mailbox
Shortcut templates
Shortcut bo user assignment .
-] Archive size report X Remove abject
- Motification settings

Add group

Properties

4. Inthe Select mailbox or group window enter the name of the desired group/mailbox in the
text box or select the group/mailbox from the list. Then click OK.

M Archive Manager for Exchange

>
Select mailbox E].

Type in the name or seleck Fraom list:
Display name Alias email address
ﬂ Domain Users Domain Users
i vest test
i new new
3 Managed Availability Se.. Managed Availabili...
s Domain Admins Domain Admins
i sea pilore SEA Pilote
£ m >
¥ o
Selected objects: =

_

5. The respective group/mailbox will now appear on the Threshold tab.

As a next step you need to set the mailbox size limit as well as Upper and Lower values to that
group/mailbox.

Setting the mailbox size limit, as well as Upper and Lower values

By setting size limitations for a group/mailbox you actually allocate space on the MS Microsoft
Exchange message store for the desired group/mailbox.

Upon adding a group/mailbox onto the Threshold settings tab you should specify their maximal
size limit, as well as Upper and Lower values. Whenever the Threshold job (see the section
“Threshold job”) starts running it looks for mailboxes and groups having been specified on the
Threshold settings tab, and starts archiving the content of those which have reached their Upper
value, and keeps archiving until the Lower value has been reached.

To set size limitations for a group/mailbox:
1. In Manager view, click on the Settings tab

2. Click on the Threshold settings tab.
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3. Right-click the desired group/mailbox in the list and then, in the context menu, select
Properties. The Properties window opens.

4. Inthe Properties window enter your specifications for Manually defined limit. This will be the
maximal space that every mailbox of the group (or the given mailbox) will occupy in the MS
Microsoft Exchange Server. Should you want to use a value different from the limit defined in
Active Directory, check the Always use the manually set limit instead of the mailbox limit
check box. If this check box is not checked, the Active Directory limit will be used instead of
the here defined value.

Enter your specifications for Lower limit and Upper limit as well.

i | NOTE: Make use of the Find mailbox limit link to display the limit set in the Active Directory
for the selected mailbox.

If you want those settings to be applied to any subgroup of a group, select the Apply the settings
recursively for group member check box. In that case your settings will be applied to its
subgroups.

In the Retention category down-drop box you can select the retention category to be used for
archiving. Otherwise the retention category of the Threshold job (see the section “Threshold
job”) will be used as default.

Click Apply and then OK.

" Threshold properties B R = Threshold properties R
Threshold Threshald
.i_'J'hr':;hqu PTUPETIHES =] -i—']’hr':;hu]d PTOPEES —
test (Group) user002 [3] (Mailbox)
The archiving of the mailbox is triggered when the mailbox size The archiving of the mailbox is triggered when the mailbox size
reaches the upper limit and is finished when the mailbox size reaches the upper limit and is finished when the mailbox size
drops under the lower limit, drops under the lower limit.
Lowwer limit: &0 L o Lowwer limik: &0 z 2
Upper limit: an o, Upper lirmit: an oy,
[7] apply these settings recursively For group members Apply these settings recursively for group members
Retention category: Defaults v Retention category: 2Defaults> W
<Defaul=
o y . __|Default
[[] Always use the manually set limit instead of the mailbox limik [ always use the manoally s=t limit T
Manually defined limit: Manually defined limit: 100
Find mailbz limi:

Group Properties window Mailbox Properties window

5. Upon clicking OK those settings will be displayed on the Threshold tab, as shown below.
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Archive Manager for Exchange FR

Session  Wiew  Tools  Help

FRRax Db ibBoEan

Groups | Settings || Public Folders || Jobs Retention | Locations

‘\_‘\Sett\ngs Marne Lirit Lower Upper  Recursive
1 Threshold settings P usernoz [3] 100 MB &0 E

75 outlook AddIn permissions R test 100 MB 60 an No

Group level retention
Shortcut templates

(-3 shortcut bo user assignment
H @ Archive size report

E Matification settings

Outlook AddIn permissions

Archive Manager Client AddIn for MS Outlook has been designed for complete usage of Archive
Manager for Exchange archiving solutions. Its extra features are directly incorporated in MS
Outlook.

Global add-in settings are applied automatically onto every client machine with the Archive
Manager Client AddIn installed. They apply also for OWA, if Archive Manager OWA Extensions
are installed. It is therefore good to decide beforehand on some company strategy. In some cases
you may want to modify the settings for some mailboxes/groups, and let them either gain
additional rights, or withdraw some rights from them.

Permissions can be specified on the Outlook AddIn permissions tab in the Archive Manager for
Exchange. At the same time, by adding users onto this tab you have an option to modify the
permissions for them.

NOTE: Regarding the retention categories, individual groups or users can have their own default
retention categories at Addin archiving. It may be set on the Settings/Group level retention tab

(see the following section “Group level retention tab”). Otherwise the global default retention

category is applied.

How to set Outlook AddIin Permissions

To define Outlook AddIn Permissions:
1. In Manager view, click on the Settings tab.

2. Click the Outlook AddIn permissions node in the left pane. Then double-click the [Global
settings] icon.
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Archive Manager for Exchange EER

Session Wiew  Tools  Help
FRRRXIDESIPD aN

Groups || Settings | Public Folders || Jobs Retention | Locations

q_\_\ Settings Object Inherit,..  Recursive
% Threshald settings @ [Global settings]
5| outlook AddIn permissions o test an Yes
Group level retention @ Administratar [1] on

4 Shorteut terplates

4 Shorkout to user assignment
h ﬂ Archive size report
"l Motification settings

3. The Properties window opens. For every option (Deleting, Restoring, Fulltext search, etc.) you
may choose individually whether you want to activate or deny. When you are finished, click
Apply and then OK.

% Outlook addin permissions = ®
User permissions

E—Butlyyk zielelipn umriiizsinns e

Global Settings

Apply these permissions For graup members recursively

Use global settings and ignore inherited permissions

Addin permissions:
Settings Allow Deny
Dieleting ] O~
Restoring [~ O
Fullkext search M a
Archiving M O
Offline support b 0
Dialag Dawnload ] O
Dialog Create new version [~ O
Dialog Get versions = a -
— —

_ Py

4. Options selected in the previous step will be applied globally to all users with the Archive
Manager Client Addin installed.

Let us describe what the activating of individual options mean for the user who has the Archive
Manager Client AddIn installed:

Deleting User will be able to mark items in the archive for
deletion. This means that items marked for deletion
will be DELETED from the archive upon the
expiration of their retention period by using the
Delete Files job, if specified (see the section
“Delete Files job”).

Restoring User will be able to restore items from the archive
himself.
Fulltext search User will be able to conduct full-text search within

his archived items.

Archiving User will be able to archive items himself.
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Offline support User will be able to work offline with archived

items.

Dialog Download User will see a message box displayed when

downloading.

Dialog Create new version User will see a message box displayed when

creating a new version.

Dialog Get versions User will see a message box displayed when

retrieving one of the archived versions.

Versions view User will be able to view different versions of

archived items.

Dialog Get fulltext results User will see a message box displayed when getting

full-text search results.

Dialog Identifying user User will see a message box displayed when

identifying the user at the beginning (when
opening MS Outlook).

AddIn Options User will be able to set some options, such as

whether to auto-synchronize when Outlook
starts/exits; what format to save archived messages

in.
Create version User will be able to create versions.
Select retention User will be able to choose which retention

category should be used at archiving

NOTE: If all the global ones are activated, then users with the Archive Manager Client AddIn
installed will have add-in features activated. Similarly, if all the global ones are deactivated,
then users with the Archive Manager Client AddIn installed will have add-in features
deactivated. You may however want to assign different rights to some users, i.e. to override
the global ones. In that case add those users onto this tab and specify the desired rights for
them individually. See the section How to override global Outlook AddIn Permission

settings.

IMPORTANT: Be aware that after installation of Archive Manager Client AddIn no rights are
allowed, yet no rights are denied. It is up to the administrator to choose the best approach
regarding setting up the global rights.

Keep in mind that if for Global Settings you:

1.

allow all of the options, then all users with the Archive Manager Client Addin or Archive
Manager OWA Extension installed will be allowed to do archiving, restoring, etc.

deactivate all of the options, then all users with the Archive Manager Client AddIn or Archive
Manager OWA Extension installed will not be allowed to do archiving, restoring, etc.



In both cases you will have to add all those users for whom you want to change the settings onto
this Outlook Addin permissions tab and specify the desired options for them.

How to override global Outlook AddIin Permission settings

To override global Addin settings and assign different Addin rights to
a group/mailbox:

1.
2.

In Manager view, click on the Settings tab.
Click on the Outlook AddIn permissions tab in the right pane.

Click with your right mouse button inside the right pane and, in the context menu, select Add
group/Add mailbox.

rFER

Archive Manager for Exchange

Session  View  Tools  Help

ERRBXDRYBe e

Groups "Settlngs "Puhhc Folders "Jnhs

"Retentlnn Hanatmns

“_\3 Settings Object Inherkt... Recursive
158 Threshold settings @ [Global settings]
.15 Outlook AddIn permissions @test on Yes
<} Group level retertion 5 adriristrator [1] on

Shorteut bermplates
Shorkeut ko user assignment;
§:| Archive size report

Add mailbox
| Add group N |
> Remove Dbjelfs

Properties

In the Select group or mailbox window enter the name of desired group/mailbox in the text
box or select the desired one in the list below. Then click OK.

M Archive Manager for Exchange 3
Select mailbox 7]
Type in the name or select from list:
Display name Alias email address
a Domain Users Domain Users
a test test
& new new
Em d Availability Se... ™M d Availabili...
ﬁ Domain Admins Domain Admins
i SEA Pilote SEA Pilote
<] [ >
> 2
Selected objects: =
€% sEA Pilate
_

The respective group/mailbox will be added onto the Outlook AddIn permissions tab. Right-
click it and, in the context menu, click Properties to open its Properties window.
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FRRRX DO lo "

Groups "Settings "Pub\ic Folders "Jobs

"Retention HLocations

ERR

‘\ Settings
J@ Threshold settings
-5 Qutlook AddIn permissions
{3 Group level retertion
4 Shorkout templates

4 Shorteut ko user assignment
: §:| Archive size report

Ohbject
@ [Global settings]
+ SEA Pilog
Brest
5 adriris

----- [ Mictification settings

Add mailbox
Add group
¥ Rernove object

Inherit...  Recursive

on

6. Inits Properties window you may either allow or deny individual options simply by clicking on
appropriate Allow or Deny check boxes.

These attributes will override the global ones.

For group: You may wish to apply those settings for subgroups as well. In that case select the
Apply these permissions for group members recursively check-box.

When you have finished, click Apply and then OK.

For mailbox: If you select the Use global settings and ignore inherited permissions check box, the
global rights will be inherited again and the ones specified in the Properties window, will be
overridden. In those cases you may check the effective Addin rights by clicking on the final result

link.

% Outlook addin permissions

User permissions

Fo-

feauleling pariissions

SEA Filoke (Group)

Apply these permissions for group members recursively

Use global settings and ignore inherited permissions

Addin permissions:

Administratar [1]

Apply these permissions For group members recursively

ze global settings and ignore inherited permissions

Addin permissions:

=3 %% Outlook addin permissions =3
User permissions
ﬁ ijelonleelelin penisaluns —

Shiows e the Final result

Settings Allow Denr Settings Allaw Denr
Deleting O M~ Deleting ] O -
Restoting ™ a Restoring ™ a
Fullext search o a Fulltesxt search o a
Archiving & O Archiving [~ O
Offline support & O OFfline suppart, M O
Dialog Download O ] Dialog Downlaad ] O
Dialog Create new version a ™ Dialog Create new version ™ a
Dialog Get versions o a v Dialog Get versions o a v
— — — —

@nw e the Final resl E"""
p—

e

Group properties window

_ = Conce —

Mailbox properties window

If we assume in our example that all rights in the global settings are allowed, then after clicking
on the final result link you would get the following:
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% Outlook addin permissions E‘ Lﬂ

User permissions

—@l Blgaleie iezieleling izl
Adrinistrator [1] {Mailbox)

- Apply these permissions for group members recursively
Addin

L3 || Use global settings and ignare inherited permissions

Effective Addin Rights: #ddin permissions: Allow all Deny Al
Daletin_g Allaved Settings Al Dieny
Restaring Allowed 7] O
Fullkext search Allowed Deleting -
Archiving Allowed : =] O
Offline suppart Allowed Restaring = O
Dialog Download Allowed Fulltext search
Dialog Create new version  Allowed ] O
Dialog Get versions Alloveed Architving
Version view Allowed OFfline suppart = O
Dialog Get fullkext results— Allowed . =l 0O
Dialog Identifying user Allowed Dialng Download
Addin Options Allowvied Dialog Create new version = ]
Create wersion Allawed . X =] O
Select retention Allowed Dialog Get versions — —|v

soren oo

Group level retention

As a part of AMAC preferences, the default retention category was specified on the

Tools /Options/Archive settings/Retention tab. For more information see Archive settings. The
default retention category is used if no specific retention category is chosen at archiving. It
usually applies for manual archiving using Archive Manager Client Addin.

However, this tab gives you the opportunity to set different default retention categories for
different groups or users. It is especially useful in case of Archive Manager Client Addin.
Company needs or user preferences can be taken into account. For each group/user you can
specify the default retention category used when archiving in Outlook via Addin.

1 | NOTE: Addin rights for individual users or groups can be set on the Settings/Outlook Addin
permissions tab (see the section “Outlook Addin permissions” in the “Settings tab” chapter).

How to specify global default retention category

Global default retention category can be set on the Tools /Options/Archive settings/Retention
tab.

How to set default retention category for individual groups or
mailboxes

To override global default retention category and assign specific default retention category to
individual group/mailbox:

1. In Manager view, click on the Settings tab.

2. Click on the Group level Retention tab in the right pane.
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3. Click with your right mouse button inside th
group/Add mailbox.

Archive Manager for Exchange

Session Wiew  Tools  Help

FERAXIDO.
Groups | Settings || Public Folders

0o e

Jobs Retention | Locations

e right pane and in the context menu select Add

‘K‘ Settings
J@ Threshald settings
@ Outlook AddIn permissions
43 Group level retention
Shorteut terplates |
{3 Shortout ko user assignment
%j Archive size repart
[ Motification settings

Cbject

Add mailbox

Add group .
Rermnowve objel'&

Properties

Catego...

Recursive

onto the Retention tab. Right-click it and, in the

@-yaiau]: FELEN -G

The default retention category applies For a mailbox or a group if
no explicit retention category is selected either by the job or

I

v|

[ apply recursively For group members

4. Inthe Select mailbox or group window enter the name of the desired group/mailbox in the
text box or select the desired one in the list below. The click OK.

5. The respective group/mailbox will be added
context menu, click Properties.

6. Inits Default retention window select the desired retention category in the down-drop box.
For group: You may want to assign that retention category to subgroups as well. In that case
select the Apply recursively for group members check box.

Click Apply, then OK.
Session  Miew  Tools  Help
FRREeX Des 0o ]
Groups | Settings || Public Folders || Jobs Retention | Locations
‘\‘. Settings Object Catego
ﬁa Threshald settings %" Domain Users ... | © Default retention
& o el ===
{23 Shartcut templates g p.
{23 Shortcut to user assignment ¥ Remove object
- E| Archive si t N
B Fiiadion
other source.
Selected retention category:
|keep shorteuk for 3 years
1 | NOTE: The default retention category assigned to the mailbox has higher priority than the
default retention category assigned to the group.

When an email is archived, usually (depending o

n settings) just a shortcut is left behind in the

Microsoft Exchange server. Administrator can configure shortcuts according to the company
needs and define how the shortcuts should be displayed in the user’s Outlook preview.

Shortcut layout and type is specified through shortcut templates. There can be various shortcut
templates defined for different users/groups. For instance, Mac users may need specific

shortcuts.
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This node is reserved for shortcut template creation. Different types of templates can be created.
Itis possible to configure maximal shortcut size, the format of the message body and create
attachment links reachable from the preview pane of Outlook/OWA.

Shortcut templates created on this tab can then be assigned to groups or users on the Shortcut to
user assignment node, e.i. the user/group’s archived emails will have the defined configuration.

i | NOTE: One of the shortcut templates can be selected as a global template in the Shortcut tab
from Tools/Options/Archive Settings. This template will then be used in cases when no
other template settings are applied. As default it is the Default template.

To create a new shortcut template select the Shortcut templates node. Then right-click inside the
main pane and from the context menu select Create new shortcut template.

Archive Manager for Exchange PR
Session Wiew  Tools  Help

EFRR2ax Do g

Groups || Settings || Public Folders || Jobs Retention || Locations

%Sett\ngs Mame Attachment link.  Heml shortcut Heml kemplate REF Truncate b
Q Threshold settings C3:Default Yes Mo Yes Mo

-5 Outlook AddIn permissions

Group level retention
Shortcut kemplates ‘ Create new shortout termplate %J
Shartcut o user assignment X Rernove ohject

i Archive size report 1

i Matification settings Prapetties

Before specifying settings for shortcuts it is important to think over how the shortcut (archived
email) should look like. Consider your priorities and intentions as well as expectations of the
users. For instance, if it is vital to keep the shortcuts small, you will want to truncate the body
text and not to keep formatted body text. On the other hand, you may want users to be able to
read the emails in the preview pane (no body-text truncating) and also to access attachments
from the preview pane (e.g. Create links for attachments option) etc. - read further about

possible options.
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B2 Shortcut customization properties =R

General " Attachment Options ]

'_I.E'.I_I'E-E'_EE T2 LI 0TT L ——

MName: |DEfﬁL.||t

Create links for attachments
[] Generate an HTML shortout from template
Default
Keep formatted body text (RTF)
Truncate body text

5000 2 | Bytes

l.ld_t_.u.- E'_r-_'.\J'J-LL';IJE OpLoNS e

Open email in EML format

e

As default (i.e. when no settings are specified on this tab) the Archive Manager archiving
processes replace the email on MS Microsoft Exchange with the shortcut that includes the header
and the body of the archived email. Therefore, the Outlook Preview is able to display the
archived items while the Attachments field is left empty. The attachmentis included in the
message when the email is retrieved from the archive by double-click.

You can set the format of the shortcut as well. Check the Generate an HTML shortcut from
template check box to create shortcuts in HTML format. The HTML shortcut includes also links for
attachments, so there is no need to activate Generate an HTML shortcut from template and
Create links for attachments at the same time.
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Fig. Default HTML shortcut in the Outlook preview pane

Choose your desired HTML shortcut template from the down-drop box under the Generate an
HTML shortcut from template. If you have not created any template yet, there is just the Default
one. You can create your own templates to customize the HTML shortcuts design. For more
information see How to create a customized HTML shortcut template .

B2 Shortcut customization properties =3
General
E—;hy;s:u: SO ZHL DT S

Mame: | |

Create links for attachments

Generate an HTML shortcut from template

%

Keep formatted body bext (RTF)
When the message is archived, its header and body are kept in the MS Microsoft Exchange Server
as default, no matter what size they are. Only attachments are removed. Should you wish to
allocate just fixed size for every archived email and in this way save even more space on your MS
Microsoft Exchange, check the Truncate body text check box. In the Bytes text field enter the
MAXIMAL size of the shortcut left on the MS Microsoft Exchange Server. The message body will
be truncated, if it is bigger than the specified size.

1 | NOTE: Remember that in the Preview pane of Outlook user can see only the shortcut left on
the MS Microsoft Exchange Server and the Outlook Find feature can search also only in this
shortcut.

If you check the Keep formatted body text (RTF) check box, the formatted text of shortcut will not
be altered.
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If the Keep formatted body text (RTF) is not checked, only the plain text message body will be
kept.

1 | NOTE: The Keep formatted body text (RTF) and the Truncate body text options are mutually
exclusive. So are Keep formatted body text (RTF) and Generate an HTML shortcut from
template.

After changing settings on this tab, you may want to apply them not only to new shortcuts
which will be created from now on, but also to shortcuts which were created previously. To
do so, you have to run the Repair shortcut command on a group, mailbox or folder where
these new settings should apply to previously created shortcuts (see the section “Repairing
shortcuts”).

The settings under Entourage options apply for Entourage users as well as other email clients
(e.g. mobile clients). Check the Open email in EML format so that users will be able to open
archived emails from the preview pane.

Attachments

To make the attachment accessible from the Preview pane, check either the Create links for
attachments or Generate an HTML shortcut from template check box and configure links creating
on the Attachment Options tab as described further. The HTML link available in the Outlook/OWA
Preview will be created. It will bear the name of the attachment with an .html extension as
shown below.

mﬂ -"_‘E-I = userd0T - Inbox - wserd0 - Outlook ? H - 8 %
HOME SEMD f RECEIVE FOLDER WIS
EI B | Jhore x L'-‘Il E“,‘ L"‘,‘ L Mesting T bowe tor 7 Y Mowve ~ (21 Unread, Read | Search People
4 & - € -
& ean Up € € - E3 To Manager MEE =10 M Catzgarize - EZ Address Book
Mewy  Mew Delete  Reply Reply Forward [ - -
Ernail terns = & Junk - 211 “BMore E Team Email T MWonenote  [* Follow Up -
Mewy Delete Respond Quick Steps [F] Mowe Tags Find -~
< . . - ~
4 Favorites Search Current Mailbox (Tt +E] 2| Current Mailbox - _(\_ Reply rL-(l Reply &1 L__\) Forward
Inbox 6 Al Unread By Date ~  Mewest b [ Kon B/26/2013 317 PM
Sent lems useraa? =1 Lser0o
Deleted lterns wehich lie the ashes of your ancestors! | shall follow the.., 8/26/2013
Ik peply b0 an inguity about the corwicks in the prison, He was singing in -
: assionate tones, gazin -
4 Administrator@40demoz.local user001 b ra P g J
He wwas singing in passionate tones, gazing with his 5. 8/26/2013 To  userdol
Inbox 6 T A : e N . . .
It's impossible," replied another, Wil you bet? The oThIS message was sent with High importance,
Drafts User00 1 We removed extra line breaks fram this message,
Sent ftems believe it, | have literally not a penny and don't know .., G/26/2013
Deleted Iterms old prince died the Marshal went away, promising to Message 8] 0212.dochtmi (1 KE)
Jurk Ernail
ot user(dl + <
dbieEs perishing, but could not stop, any more than the Russ... 842642013 t's im pDSSthE n r’eplied another.
REE Feeds satin an armchair in her dressing jacket and nightcap !
el Tt

When clicked, the following info panel may be displayed. Click the link to download the
attachment from the Archive Manager server.
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user001 !
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If you plan to use attachment links in shortcuts you need to configure the settings on the next tab
(Attachment Options tab).

B Shortcut customization properties =03

General || Attachment Options ]

[] Do not create attachment links for all embedded files
Create attachment links only for the following file types

#dd

Remove

Do not create attachment links only for the following file types

Remaove

e

The settings are as follows:

e Do not create attachment links for all embedded files - Links will not be created on the shortcut
forembedded files.

Create attachment links only for the following file types: Click the Add button to add any file
types to display its link on the shortcut.

¢ Do not create attachment links only for the following file types: Click the Add button to exclude
file types from being displayed as links on the shortcut

NOTES: The Create links for attachments option must be selected in the General tab. You can
use only one of the two options: Create attachment links only for the following file types or
Do not create attachment links only for the following file types. If you use either one, the
other option will be deactivated.
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Shortcut to user assignment

When an email is archived, usually (depending on settings) just a shortcut is left behind in the
Microsoft Exchange server. Administrator can configure shortcuts according to the company
needs and define how the shortcuts should be displayed in the user’s Outlook preview.

Shortcut layout and type is specified through shortcut templates. These templates are created
under Shortcut templates node (see the previous section).

Different users/groups can have different shortcut templates assigned on this tab.

1 | NOTE: Default shortcut template can be specified also on the Tools/Options/Archive
settings/Shortcut tab. If the default shortcut template is changed here it is changed also on
that tab and vice versa.

To assign a group/user specific shortcut template:

1. Right-click inside the main pain. From the context menu select Add group/Add mailbox.

Archive Manager for Exchange mER
Session View  Tools  Help

FARRX DR BED ae

Groups | Settings || Public Folders || Jobs Retention || Locations

‘k‘ Settings Object Shortcut name Recursive

% Threshald settings

5 Outlock AddIn permissions

%) Group level retention 2dd rrailbox

Shorkeut templates
{23 Shorkeut to user assignment Add group F

ﬂ Archive size repart 7 Remove objec

i) Matification settings

Properties

2. Inthe pop-up dialog select the desired group/userin the listview and click OK.

3. The group/user will be displayed in the listview with default settings specified. To adjust the
settings right-click the group/user and from the context menu select Properties.
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Archive Manager for Exchange

Session  Wiew  Tools  Help

BXIDSS _J &3 @l [ B2 Default shortcut =3
Groups H Settings " Public Folders " Jobs H Retention " Laocation Shorkcut
‘X Settings Object Shorkcy
158 Threshold settings [ e
45 outlook AddIn permissions add mailbox LafnlE iU ulnis S
3 Group level retention Add group The deFault shortcut template applies For a mailbosx or a group iF

{23 Shorteut templates

{2 Shorkeut to user assignment
h Archive size report

E Motification settings

no explicit shortcut kemplate is selected either by the job or other
SOUrCE,

7 PRernove object

by

Properties Selerted shortout kemplate:

| Default v

Apply recursively for group members

-T‘ Conce Pl

4. Inthe pop-up window select the desired template from the downdrop box. If applicable you
can check the Apply recursively for group members check box to apply it also for possible
subgroups. Then click Apply.

Archive size report

From time to time, administrators may need to know the status of users’ mailboxes, just to get an
overview of the entire size of mailboxes in the HSM store. For that purpose they may easily
create reports containing all relevant data.

When clicking on the Archive size report tab for the first time there will be no mailboxes
displayed.

To display all mailboxes, click on the Calculate button (). The list of mailboxes will be
displayed in the right pane, including message size, archived size, archived size uncompressed,
shortcut size, and the limit of mailboxes as well. Mailboxes can be sorted simply by clicking on
the respective column headers (Object, Message size, Archive size, Archive size uncompressed,
Shortcut size, and Limit).

1 | NOTE: The size of delayed shortcuts is not calculated in the Shortcut size column.

Archive Manager for Exchange rERR

Session Wiew  Tools  Help

FRREX YR Do R

Groups " Settings ” Public Falders " Jobs " Retention " Lacations ]
“l., Settings
E S
-8 outlook Addh i
@ GI’UDLIDDD|EVE| r:tep:gilgllﬂ ons Object £ Message size archive size ~
2h
Shortcut templates f‘,“ Administrator [1] 1.52 MB BR37BEKR
() Jerry MeLean [22] 0B ne
= () Lou Flarence [24] 0B ne
] () Marianne Peters [23] 0B 0B
[ public_404DDC2 [-100] 0B i}
(2 user00t [2) 3828KB 303.07 KB
() user0D2 [3] B.23MB 497.82 KB
() user003 [4] 0B ne =
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To get an overview, create a report by clicking on the Export button ([_Export ). The Export
Wizard window will open with three options to choose from: All mailboxes, Filtered mailboxes,
or Distribution lists with members, depending on whether you want to create a report including
all the mailboxes, only filtered mailboxes, or distribution lists with members only. Detailed
explanation is given in subsequent section.

How to create a report for all mailboxes, filtered mailboxes and
distribution list

To get an overview of the HSM store, create a report by following
these steps:

1. In Manager view, click on the Settings tab, and then on the Report tab.

2. Click on the Export button to create a report. On the first page of the Export Wizard, select:

a) All mailboxes option and then click Next.

b) Filtered mailboxes option and then click Next.

c) Distribution lists with members option and then click Next.

Export Wizard X

Select output format g I

Expart quota status in the Following Form:

® Al mailboxes
) Filered mailhnxes

() Diskribution lists with members

If you have selected All mailboxes option, go to step 3.

. If you have selected Filtered mailboxes option, then:

In the Define a filter window that opens simply click on the Filter button to either
create afilter or select an already created one listed in the Selected filter list-box.

In the Filter window that pops up:

e either select an already existing filter in the Select filter dropdown box and then click
OK;

e or create your own by choosing RDN/ALIAS/DISPLAYNAME/EMAILADDRESS in the first
dropdown menu, =/STARTSWITH/ENDSWITH/CONTAINS in the second dropdown
menu, and entering text in the text box next to the Add button.

Then click on the Add button. If you want to combine some other conditions, simply
use brackets and logical operators and confirm by clicking Add.
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Export Wizard

Define a filter

Filter

Filter definition

Selected fiker: Select user: Select Filker:
|Administratur v| |<new> v|
| v | al e ]
Lo JL o J[aw ][ or ][ mor |

Syntax: unchedcked

< Back Mext > Cancel

I Check Syntax I Save I Delete | | OF

H Cancel |

The resulting filter will be displayed in the text box below. To check the syntax, simply
click on Check Syntax. Click Save to give this newly created filter a name, and confirm

by clicking OK.

Filter 7

Filter definition

Select user: Select filker:

|Adm\n\5trat0r V| |<neW> V|
|DrspLavnAME v [sTarTawr v] m |[add

L JL oy J[aw J[ o J[ wor |

DISPLATMAME STARTSWITH 'm'

I Check Syntax I Save I Delste | | K || Cancel ‘

The resulting filter will be displayed in the Selected filter list box. Click Next and

proceed to step 3.

Export Wizard o

Define a filter g
Selected filker:
DISPLAYHAME STARTSWITH 'm'
Syntax: OK
| < Back | | et = | | Cancel |

If you have selected Distribution lists with members option, then:

On the next page of the Export Wizard you may select the desired groups for your
report. Simply select appropriate items in the Available Distribution lists list box and

click the left-to-right arrow button. The respective items will subsequently be moved

to the Use these DLs in this order list box.

e Toinclude all groups, click on the left-to-right double-arrow button.
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e To remove some of the groups and have them not included, select the respective
item in the Use these DLs in this order list box and then click on the right-to-left
arrow button.

e With the Move up and Move down buttons simply organize your report to your
needs. Groups will be displayed in the report (Excel sheet) exactly in the order as
specified in the Use these DLs in this order list box.

Export Wizard =]

Choose distribution lists

Available Distribution lists:

Dornain Adrnins

Domain Users

Managed Availability Servers
SEA Filote

tesk

Use these DLs in this order:
new
e
Mave Lp IMowe Dawn

| < Back | | Mext = | | Cancel |

When you are satisfied with the list of groups listed in the Use these DLs in this order
list box, proceed by clicking Next.

3. On the Choose output fields page in the Export Wizard you can select fields for your report.
Simply select the desired item in the Available fields list box and click the left-to-right arrow
button. The item will subsequently be moved to the Use these fields in this order list box.

e |f you want toinclude all the fields in the report, click on the left-to-right double-arrow

button.

¢ |f you want to remove some of the fields and have them notincluded in the report, then
select the respective item in the Use these fields in this order list box and then click on the
right-to-left arrow button.

e With the Move up and Move down buttons simply organize your report to your needs. They
will be displayed in the report (Excel sheet) exactly in the order as specified in the Use

these fields in this order list box.

When you are satisfied with the selection of fields and their order, proceed by clicking

Next.

Choose output fields

Aevailable fields:

Use these Fields in this order:

Activated
Alias

Deleted
e-mail

MEXID
Message size
RDM
Sharbout size

Archive size uncompressed

Move Up Moy

| < Back | | Mext > | | Cancel ‘

4. On the next page you may specify the name of the exported file and the place it should be
saved to. Just enter the path and appropriate name in the Select output file text box; or click
on the Browse button to select the appropriate folder.
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Export Wizard 4
Select output file g I

Select output File:

|c:\export.csv I o [

| < Back | | Finish | | Cancel |

5. Then click Finish to see the full path displayed, including file-name.

@B Report was exported kot
'-\ /' c\export.caw

| Ok || Details = |

6. By clicking on the Details button, the details will be displayed. Click OK.

7. Having created the report, open it directly from the place you saved it to. (In our example
from C:\export.csv)

NOTE: If the data in the report (Excel sheet) is contained in only one column, check if a
proper delimiter has been set on the Others tab (see the “Others tab”).

Notification settings

This feature has been designed to notify the users, preferably administrators, about
circumstances leading in some cases to critical situations. Depending on the type of confidence
level, alert messages (notification) will be sent to recipients added onto the Notification settings
tab.

You may specify which user will be sending notifications. Simply right-click the Notification
settings node in the left pane and in the context menu click Notification settings.

Archive Manager for Exchange EEER

Session  Miew  Tools  Help
FRERRXDRS Be e

Groups | Settings || Public Folders || Jobs Retention | Locations

% Settings Property Walug
@ Threshold settings SMTP Server Address
-5 outlook AddIn permissions SMTP Server Port 25

Group level retenition SMTF Server Use 550 Mo
Shortcut templates

Shortcut ba user assignment
: %] Archive size report
™ Y hotification settings

Sender Ernai

Add Motification Task

Maotification settings

In the Notification Settings window specify the SMTP server (Port and use of SSL as appropriate)
and the Sender. (User and password are optional.) When you are done, click Apply and then OK.
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The sender you have specified will be sending alert notifications. These settings will be

displayed in the right pane.

i MNotification settings

Settings
M&asm—;ﬂm.ys [

Define a mailbox which will send the alert mails:

SMTP Server Address |AMX5ERVER |

Port |25 |

Usesst [

Sender |adm\n\strab0r@demomrp.mm |

Username |adm\n\strabor |

Password |u---nu--- |

Aoply

Once the sender is defined, follow the steps below to configure

several notification tasks:

1. Right-click the Notification settings node and select Add Notification Task.

2. Inthe Task Settings window define the Task name and Recipients e-mail. Several recipients

should be separated by semicolon (;).

Itis possible to Send test mail by clicking the link.

Task Settings B

General "Scheduler "RepnrtTypes }

Task name:
[Task-0828 |

Recipients:

|adm|n|shamr@democorp.com |

Send test mail

]

3. Then click the Scheduler tab where sending notification can be scheduled.
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General || Scheduler | ReportTypes

K"‘ ’ Time parameters for the task

Scheduling starts at: [E.03.2021 20:00:00 =
Schedule interval: 1 3 |days ~

B e

4. Onthe Reports Types tab specify the desired reports:

General || Scheduler || ReportTypes

License Usage
Usage Statistics

Exdude deleted/deactivated user accounts
Archive Statistics

() Statistics for the last haurs

(@ Statistics for the last days

-

a) License Usage
The Report contains the licensed mailboxes, mailboxes in use and the maintenance
information. If the customer is over the license limit or the maintenance is expired, this
information will be displayed in red font in the email.

b) Usage Statistics
If you activate the check box Exclude deleted/deactivated user accounts then deactivated
user accounts will be excluded from the report.

c) Archive Statistics
For example:

a. The scheduleris set up to 8 PM, and the interval is one day. You intend to have a
statistic for the last 24 hours. So you will generate the statistic for the last 24 hours
beginning at 8 PM

b. The scheduleris setup up to 8 PM, and the interval is 4 hours. You intend to have a
statistic for the last 4 hours. So you will generate the statistic for the last 4 hours
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(statistic between 4 PM until 8 PM). The next job runis at 12 PM. So you will generate
the statistic for the last 4 hours (statistic between 8 PM until 12 PM)

c. The scheduleris setup for 6 PM, and the interval is one week. You intend to have a

statistic for the last 7 days. So you will generate the statistic for the last 7 days by hours.
The next job runis at 6 PMone week later.

5. Individual tasks can be Deactivated, Deleted or Changed by right-clicking the task name under
the Notification settings node.

Archive Manager for Exchange

rPER
Session  View  Tools  Help
FRRRaRXDSEeas
Groups | Settings || PublicFolders || Jobs Retention | Locations
}‘ Settings Property value
J@ Threshold settings Task N Task-0898
G5 outlook AddIn permissions ask Hame as
% Group level retention Recipients administrator @democorp, com
= Shortout templates Status Activated
4 Shortout to user assignment
£] Archive size report Scheduling starts 3/15/2021 B:00 PM
[=)-fedl Motification settings Schedule interval 1days
Change settings -
O Deactivate License Usage
6 Delete task Usage Statistics (excludes deleted or deactivated user accounts)
Archive Statistics for the last 5 days
[] ﬂ % Server Role: Archive Server Loaded

FullAccess Manager

Public folders tab

On the Public folders tab you can set your general criteria for automated public folder archiving.
Public folders are archived in the same way as groups are archived.

1 | NOTE: Itis also possible to archive public folders manually one by one —for more
information see the section “Publicfolders tab (Archive view)”.

To display publicfolders, click on the Public folders tab in Manager view. Then unfold the tree
structure in the left pane.

You are able to see here just those publicfolders for which the user specified on the
Tools/Options/Server settings/Public Folders tab as a “Public Folders owner” has the owner
rights. To see all public folders you have to set the super-user (in our case srv_Microsoft
Exchange) as a “Public Folders owner” on a Tools/Options/Server settings/Public Folders tab.
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Archive Manager for Exchange PER

Session View  Tools  Help
FRBEXDes Do an
Groups | Settings || Public Folders ]| Jobs ||Retention "Locat\ons

=-{_7) Public Folders Propetty Yalue
=-{(3) Test public falder Scheduled in job <o job
- @3 Subfolder 01 Allow to archive members of thi.. Yes
Recursive Yes
Script ackive Mo
Archive files older than 10
Archive Files bigger than 10.24 KB

Include message classes:

IPM. Moke™*

1 | NOTE: The icons of public folders having been activated for archiving are displayed in green.

How to set criteria for archiving a public folder

When you have decided to archive the content of a public folder, you need to specify the criteria
according to which emails of that folder will be archived. You may do that through the properties
of the folderin question.

There are two ways of setting the criteria for archiving a desired public folder:

e You may either right-click the desired folder and select Properties in the context menu to open
the Properties window; or

e You may select the desired folder and then click on the Properties icon on the toolbar following
which the Properties window for that specific folder opens.

Steps to set your criteria in the Properties window

Properties = @

General "Scheduler "Classes ”Script ]

ﬁ, Test public Folder/Subfolder 01

Allow to archive this public folder

Retention category: | <lse job settings > v |

Archive criteria

Archive files alder than {days):
Archive files bigger than: 0,01 ME v
Advanced criteria

[ apply these settings recursively for subfolders

T

1. Inthe Properties window, click on the General tab.
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On this tab you may activate the archiving option for public folders. Only with this option
activated the public folder can be archived via jobs. You can also specify the period after
which messages will be archived and a limit-value for the files. Recursiveness is available as
well.

Select the Allow to archive members of this group check box, to activate archiving.

In the Retention category down-drop box you can select a retention category which will be
used for archiving the public folder. It allows you to archive the public folder with specific
retention category. This retention category can be DIFFERENT from the one assigned to a job
that will be in charge of the publicfolder. (The relevant job is specified on the scheduler tab.)
Should you select the Use job settings option, the retention category of the job will be used.

In the Archive files older than (days) text box you may enter a number, specifying after how
many days you want messages to be archived.

In the Archive files bigger than text box you may enter a number, specifying the minimum
size of the messages to be archived; please do not forget to select the properitem from the
dropdown list to specify size eitherin B, KB, or MB.

If you want the subfolders to be archived as well, select the Apply these settings recursively
check box.

EXAMPLE: On the figure below we want to archive all messages older than 10 days and
exceeding 100KB (also applied to subfolders). Further, the retention category of the job will
be used and all settings will be applied recursively to subgroups.

Properties L=l
General | Scheduler | Classes | Script

—

:l Test public folderfSubfolder 01

Allow ta archive this public Folder

Retention cabegory: | <Use job settings = v|
Archive criteria
Archive files older than {days):
Archive files bigger than: 0.01 ME w

Advanced criteria

Apply these settings recursively for subfalders

- | OF || Cancel H Apply |

When you click Apply, the respective public folders are now activated for archiving. In the
next step you need to specify a job that would be used for automated archiving. You will do
that on the Scheduler tab.

1 | NOTE: Public folders which have no job assigned to them but with activated archiving
(Allow to archive option) have green icon with an exclamation mark.

2. Switch to the Scheduler tab.
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Automated archiving is done via jobs that must be specified beforehand on the Archive
Manager for Exchange/Jobs tab. So if no jobs have been defined yet, do so first (See “How to
create a job”). Once jobs have been defined on the Jobs tab, you may select the relevant one.

To do so, open the Selected job drop-down list and select a job, for instance 9 pm-archiving.
As soon as you select a job, the Schedule interval (in days), Scheduling starts at, as well as Job
status text boxes are automatically filled in with that job’s settings.

EXAMPLE: On the following figure we have selected a job called 9 pm-archiving. With the 9
pm-archiving job messages will be archived daily at 20:00 as of June 6th, 2009. The status of
that job is Scheduled, which means that the job has not been put on hold and will run at the
specified time.

Properties =

General | Scheduler || Classes | Seript
Select the job, which will archive this object:

Scheduled job

Selected job: ‘Job w |
Schedule inkerval:
Scheduling starts at:
Job status:

- Ok || Cancel H Apply

Click Apply.

. Inthe Properties window click on the Classes tab.

Here you can specify the types of email items contained in the respective publicfolder to be
archived/excluded from archiving by default. Message classes archived by default are listed in
the Message classes list box. They include IPM.Note (email), IPM.Post (Note in Outlook),
IPM.Document (OLE-documents). You may of course remove any of them from that box and
thus exclude them from archiving by default. Similarly, you may add additional classes and
have them archived by default.

Click on the down arrow next to the Add button to open the drop-down menu. Select the
desired item and then click Add.
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Properties L=l

General HScheduIer "CIasses HScr\pt ]

Select message classes to archive:
Include message classes
IPM.Mote Remove

IPM.Document
IPM.Post

v Add

Mote: subclasses of the given message class will be archived too
Exclude message dasses

REmaye

\ v| [ add

Mote: subclasses of the given message class will be excluded too

e

The respective item will be added to the list in the Message classes list-box. To confirm, click
Apply.

In the Properties window click on the Script tab. You may want to modify the script for a public
folder, simply to define further conditions.

To display the first script, click Generate. It will be subsequently displayed in the text box
below. Now you may modify it to your needs. When you are done, click Apply and then OK to
confirm.

Properties =03

General ”Scheduler "CIasses HScr\pt ]

| Generate || Clear ‘

import System; ~
import System. Conwvert;

import System.Collections;

import ExchangePiMScriptEngine;

class Script
{
public static function Main(MAILLIST : MailEv
i
var i @ int;
war m;
var msgolassarray : Arraylist;

1 | NOTE: A public folder having been set for archiving is displayed green (see below).
Folders, where recursiveness is applied, are depicted with an arrow on theiricon.

Archive Manager for Exchange -

Session Miew  Tools  Help
FRBRRX Do Do !e
Groups | Settings || Public Folders "Jnhs "REtentlnn "anatlnns

E-@ Public falders Properky Yalue
=12 Test public Folder Scheduled in job <no job
p ™ § cubrolder 01 Allow to archive members of thi... Yes
Recursive fes
Scripk active Mo
Archive files older than 10
Archive Files bigger than 10.24 KB

Include message classes:

IPM, Hoke®
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How to activate the archiving option for a public
folder

To activate the archiving option for a public folder:

1.
2.

In Manager view click on the Public folders tab.

In the left pane select the desired publicfolder, right-click it and then, in the context menu,
click Properties to open its Properties window.

In the Properties window on the General tab do not forget to select the Allow to archive check
box.

Click Apply and then OK to confirm. The archiving option is now activated for the folder. Now
you are ready to assign a job that would do the archiving.

Properties =0

General | Scheduler || Classes | Seript
E, Test public folderfSubfaolder 01

Allow ta archive this public Folder

Retention cakegory: | <lse job settings= v|
Archive criteria
Archive Files older than {days):
Archive Files bigger than: 0,01 MB W

Advanced criteria

[[] apply these settings recursively for subFolders

T

How to deactivate the archiving option for a public
folder

Steps to deactivate the archiving option for a public folder:

1
2.

In Manager view click on the Public folders tab.

In the left pane select the desired publicfolder, right-click it and then, in the context menu,
click Properties to open its Properties window.

In the Properties window on the General tab do not forget to deselect the Allow to archive
check box.

Click Apply and then OK to confirm. It is no longer possible to archive this public folder via job.
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How to copy a public folder’s settings
In Manager view, click on the Public folders tab.

To copy a public folder’s settings, choose one of the following
options:
Method |

1. To copy the settings of a publicfolder, select a desired folder in the left pane and then click on
the Copy settings icon on the toolbar.

2. Thenselect the target public folder to copy those settings onto and click the Paste settings
icon on the toolbar. Those settings will be copied onto the target folder.

Method Il

1. To copy the settings of a public folder, select a desired public folder in the left pane, right-
click it and then, in the context menu, click Copy settings.

2. Then select the target public folder to copy those settings onto. Right-click it and, in the
context menu, select Paste settings. Those settings will be copied onto the target folder.

How to schedule archiving for a public folder

First you need to check if the desired public folder has had the archiving option activated (see the
section How to activate the archiving option for a public folder). Folders activated for archiving
are displayed in green. You can now schedule archiving by assigning a job (see the sections
“Scheduler tab” and How to create a job).

Archive Manager for Exchange mrER

Session View  Tools  Help

FREREXDOSDD Qs

Groups | Settings || Public Folders | Jobs Retention | Locations
=) Public Folders Property Walue
‘@ Tesk public folder Scheduled in job <no job>

B @3 Subfolder 01 Allow to archive members of thi.. Yes
Recursive Yes
SCripk ackive No
Archive files older than 10
Archive Files bigger than 10.24 KB

Include message classes:

IPM. Moke®
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Jobs tab

On this tab you can define jobs for automated archiving. Archiving with jobs is done in the
background —with predefined settings.

i1 | IMPORTANT: On the Jobs tab, at the bottom of the right pane, you have to specify the backup
time, in other words, the period during which jobs are not supposed to run in order to
activate database backup. It is not possible to archive until it is set. Just enter the time in the
Backup start time and Backup stop time fields and then click Update.

You may for instance schedule your database backup overnight.

1 | NOTE: Do not schedule your jobs during the backup interval, as they are paused until the
backup period is over and no mails would be archived during that period. After that the job is
resumed.

At first there may not be jobs defined, as seen below. You need to create them.

Archive Manager for Exchange rER
Session  Miew  Tools  Help
FRERRXDRG Do RE
Groups | Settings || Public Folders || Jobs Retention | Locations
Existing jobs: Job settings:
Mame Skatus Mext Run Property Value
B sScheduls Bn  Stop Change...
+| Backup time
Backup start time: Backup stop time:
300,00 +] [eE0o 2 Update
| Job reporting |
(5] ﬂ ™ Server Role: Archive Server Folder contents loaded Full&ccess tanager

How to create a job

As mentioned previously, automated archiving is done via jobs which need to be specified up
front.

To define a new job:

1. In Manager view click on the Jobs tab.
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1 | NOTE: When creating new job, click the Refresh button to update the Jobs tab.

2. Right-click in the left pane and in the context menu select New job.

i | NOTE: You can also click on the Create new job icon on the toolbar to define a job.

Archive Manager for Exchange

Session MWiew  Tools  Help

FRBRX DS Do En

rER

@ Delete job
@ Schedule
Q Stop

@  Start now!

Change settings

Groups " Settings " Public Folders " Jobs " Retention H Locations
Existing jobs: Jab settings:
Mame Status Mexk Run Fropetty value
(%5 Newjob

Refresh list
T8 Schedule | | B Stop Change...
= Backup time
Backup start time: Backup stap time:
ea:00:00 & femanion 3 Update
| Job reporting ‘
ﬂ 5 Server Role: Archive Server Faolder contents [oaded Full&ccess Manager

3. Inthe Job Settings window that is displayed please specify your settings for the General,

Retention, Scheduler, and Compression tabs.

Job Settings 3

General "Retentinn "Scheduler HCDmpression ]

Job name:
|Jnh1-nnrmal| |

Type
D ® normal
8 O Threshold
8 O Delete Files

53 O shorteut Sync

I

On the General tab enter a name for your job in the Job name text box. Then choose the type
of job (Normal, Threshold, Delete Files or Shortcut Sync). Later we will describe what these
options mean (see the following sections: “Normal job”, “Threshold job”, “Delete Files job”

and “Shortcut Syncjob”)

4. Click on the Retention tab. On this tab you need to specify the retention category which
defines the retention time for the items archived via this job. By the means of these
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categories you can adjust shortcut behavior and set various retention times for archived
items. You can choose from available categories or you can create your own categories on the
Retention tab of Manager view. (Usage of retention categories, their features and
management are described in detail in the “Retention tab“ section.)

Job Settings X
General | Retention || Scheduler | Compression

{ai Document retention options

Retention category : |<DeFauIt> W |

<Default>
2 : keep shorteut For 3 years

| wmemw

. Click on the Scheduler tab. On this tab you should specify the time when scheduling begins: in
the Scheduling starts at field enter the date (by clicking on the upward or downward arrows,
or by overwriting it) and time (directly by overwriting the time).

In the Schedule interval box you may specify a period following which the job restarts itself.
Just click on the upward and downward arrows. The period may be set in minutes or days.

Should you select the Allowed time [hours] box, then you may enter your archiving period
simply by clicking on the upward or downward arrows.

Job Settings 3
General | Retention | Scheduler || Compression

K‘ ’ Time parameters For the job

Scheduling starts at: 14.05.2018 20:00:00 o
[7] scheduling ends on: Mever

Schedule inkerval: L o
Allowed time [hours]: 3 s

[ e

If you select the Scheduling ends on check box you may specify a time when the scheduling
ends. The period is set to Never by default, i.e. when the check box is not selected.

Scheduling is by default set to never. However, should you want to stop the job at a certain
point in the future, select the Scheduling ends on check box. Then click on the downward
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arrow to open the calendar where you can select the appropriate month (by clicking on the
left and right arrows) and time (by selecting the appropriate day).

Job Settings

General | Retention || Scheduler | Compression

F ’ Time parameters for the job
Scheduling starts at: 14.05,2015 20:00:00 o

Scheduling ends on: 15.05.2019 Elr
4 May 2019 3
Schedule inkerval: 1 Sun Mon Tue Wed Thu Fri 5Sat
28 29 30 1 2 3 4
Allowed time [haours]: 3 5 6 7 & ¢ 1 N
12 13 14 16 17 18
1B o2 2 23 24 25
26 27 28 28 30 A 1
2 3 4 5 6 7 g

[ Today: 5/14/2018

-

Click on the Compression tab. On this tab you may specify which of the files will be
compressed, simply by selecting the appropriate check boxes: Compress .msg file, and
Compress attachments.

Compression-related settings having been defined under Tools/Options/Archive settings
relate to manual archiving only; they are not automatically used by jobs. Therefore,
compression-related settings need to be specified individually for each job.

Job Settings >4

General | Retention || Scheduler || Compression

g Compression settings For archived messages

Compress .msg file
Compress attachments

[ T

There have been 4 jobs pre-defined by default: Threshold, Shortcut Sync and Delete Files. The
fifth one —Normal job —is for general use.

These 4 pre-defined jobs are unique and there can always be only one such job defined (i.e.
only one Threshold job etc.), as they are used for special purposes.

Let’s now describe these jobs.
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Threshold job

Companies usually define within their IT department rules regarding storage space mailboxes or
groups may occupy on the MS Microsoft Exchange server, to avoid mail server overloading. The
Threshold job is used specifically for that purpose.

By defining the maximal size of a mailbox on the Threshold tab (see the section “Threshold tab”)
you may actually specify space having been reserved for it on the MS Microsoft Exchange server.
Other specifications (Upper and Lower values) are defined there as well.

When the Threshold job starts running, all mailboxes listed on the Threshold tab whose size has
reached their respective Upper value will be archived until their respective Lower value has been
reached (for each mailbox there can be assigned different threshold values). This way you can
easily arrange enough space on your MS Microsoft Exchange server, so that CPU efficiency is
preserved at a desirable level.

Example: The mailbox has a limit of 100 MB (defined in MS Microsoft Exchange Server). The
administrator defines the threshold values 50/90. If the mailbox size reaches 90% of the limit (90
MB), the Threshold job will archive the mailbox until the size of the mailbox drops under 50% of
the limit (50 MB). The threshold job archives the oldest messages first (default settings). The
order of the messages can be modified using the scheduler service config keys (ThresholdSortBy)
in <installdir>\ Metalogix\MAM4Microsoft Exchange\ Services\ PamExSchedulerSv\
PamSchedulerSv.exe.config. The following values can be used:

Order by last modification date (ascending, i.e. oldest first) [0]

Order by received date (ascending) [1]

Order by size (descending, i.e. biggest first) [2]

NOTE: After config file modification the services must be restarted.

Further, it is possible to exclude specific messages from threshold processing. The Threshold job
will archive the mailboxes but it will filter out specific messages based on your configuration.
Available filtering for Threshold job:

Filtering by message size

Filtering by age

Filtering by folder

Filtering by message class

This filtering can be also configured using the scheduler service config keys in <installdir>\
Metalogix\MAM4Microsoft Exchange\ Services\ PamExSchedulerSv\ PamSchedulerSv.exe.config.
For more information see the following table:



Filtering

By message size

By age

By folder

By message class

Config key

ThresholdMinimumSize

ThresholdMinDate

ThresholdExcludeFolders

ThresholdMessageClasses

Value/default

Description

Minimum size
(in KB) of the
email which can
be included in
the threshold
processing. All
emails smaller
than the
defined size are
not archived.

If value >0,
messages which
are younger
than x days are
excluded from
processing.

Semicolon
separated list of
exclude folders
defined for the
threshold job.
The syntax is
the same asin
case of group
exclude folders.

Semicolon
separated list of
include
message classes
forthe
threshold job.

The Threshold job runs in the background with pre-defined settings. Archived emails are
replaced with a shortcut and the space is released for further usage.

To define a Threshold job:

1. In Manager view, click on the Jobs tab.

2. Click with your right mouse button inside the left pane. A context menu appears. In the
context menu select New job.



3. Inthe Job Settings window that appears, select Threshold on the General tab. Do not forget to
enter a name in the Job name text box. Then specify your scheduling criteria on the remaining
tabs.

Job Settings 3
General | Retention || Scheduler | Compression
Job name:
|Thereshnld job|
Type
O O normal

8 @ Threshold
8 O Delete Files

53 O shorteut Sync

B

1 | NOTE: There can be ONLY ONE Threshold job defined.

Shortcut Sync job

A user may have decided to delete in his MS Outlook a shortcut to an archived item (for example
if the user thinks he will not in the future wish to restore the item) or may have moved the
shortcut from one folder to another. If he uses the Delete archived messages icon on the toolbar
or Delete selected messages on the MAM4Microsoft Exchange menu in MS Outlook, which is
AddIn functionality, then such items are marked in the HSM store for deletion. Those items,
nonetheless, are keptin the HSM store during their retention period. Upon the expiration of
their retention period and eventually their keep-alive time items marked for deletion may be
COMPLETELY DELETED via Delete Files job, if such is scheduled. Providing the Delete Files job is
not scheduled, emails remain in the archive.

On the other hand, if the user fails to use AddIn functionality and uses the Delete icon on the
toolbar or presses the SHIFT key along with the Delete key on the keyboard then the respective
shortcut is deleted as well, but since these are NOT AddIn functionalities (they are Microsoft
features) the result will be different. Items whose shortcuts were deleted in MS Outlook in this
way will lose their reference in MS Microsoft Exchange store but will not be marked in the
metabase for deletion. We call them “lost items”. Such lost items can be restored; we will
explain that later (see the section “Archive tab”).

What is the purpose of the Shortcut Sync job? The purpose is to keep the metabase consistent
with MS Microsoft Exchange Server. Therefore, Shortcut Sync job searches through synchronized
mailboxes for shortcuts to items having been archived in the HSM store. Archived items with no
reference (with no shortcut) in the MS Microsoft Exchange store are subsequently marked for
deletion (or COMPLETELY DELETED should their retention time be 0). However, the retention
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category used for archiving of these items must have been the retention category which allows the
Shortcut Sync job to operate. (see the section “Creating a retention category”).

IMPORTANT: Keep in mind that any lost item can be restored by the administrator (see the
section “Lost items restoring”) during its retention period until you run this Shortcut Syncjob.
Upon running this job, all lost items activated for clean-up by Shortcut Sync job are marked
for deletion. They cannot be restored e.g. on the Archive tab in Archive Manager for
Exchange. Therefore, be careful when using this Shortcut Syncjob; use it only in cases when
you are sure that no more lost items need to be restored so that the space they occupy could

eventually be freed up for further usage following expiration of the retention period. But
even though items marked for deletion cannot be easily restored they can still be found
(during their retention period) using our full-text search engine while residing in the HSM
store. To find the documents marked for deletion, use the Search in archive icon on the

the Archive Manager Advanced Search window such items marked for deletion will be
displayed with a blue icon, as shown on the following figure.

+ Advanced archive search mER
Meszages | Adwvanced || Settings

Search For the words in subject:
|manual ‘

[] Match whale subject

Sender containing words:

Search only in the following mailboxes

[ L]

User From Subject Folder Received Size  Retention Yersion  GUID Table

< L[} >

No ikems Found,

To define the Shortcut Sync job:
1. In Manager view, click on the Jobs tab.

2. Click with your right mouse button inside the left pane. A context menu appears. In the
context menu select New job.

3. Inthe Job Settings window that appears, select Shortcut Sync on the General tab. Do not
forget to enter a name in the Job name text box. Then specify your scheduling criteria on the
Scheduler tab. Finish by clicking OK.
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Job Settings )

General || Scheduler

Job namne:

|Shortcut Sznc|

Type
B O normal
8 O Threshold

8@ O Delete Files

%3 ® shortout Syne

1 | NOTE: There can be ONLY ONE Shortcut Sync job defined. As with other scheduled jobs,

the Shortcut Syncjob runs in the background with predefined settings.

Archived emails having been marked for deletion reside in the HSM store during retention
period. They can be found in Archive view, on the Archive tab only. You will see them displayed
in blue. They can be restored manually (see the section “Mailboxes tab”).

On the next figure we show you examples of lost emails (the ones displayed blue).

Archive Manager for Exchange

Session  Miew  Tools  Help

Mailboxes "Archwe "PubthoIders ]

FRBRRaRX DRI aos

PR

Laok Far: Filker in: Filter text: Messages
|admin w | | =nofilkers v| [ (Blarks) | | | Displayed 11 ouk of 11
@] new ~ From Subject Received © Size Atka
@I SEA Pilote (=1 Administratar anything that went on that evening. 7. 26.08.2013 1%:3%:33 982KE
| test S Administrator and he gave way to an old man's zob 2608201315:39:33 895KB
Searchresults (=0 Administrator "Baris, come here," said she with a sl 26.08.201315:3%:33 921KB
) Administrator [1] =1 Administator was no one bayond the ditch now, 0., 26.08.2013 15:33:33 905KE
{5 Calendar (=1 Administrator 1ein in, and turming back drew up at th.. 26082013 15:39:33 9.22KB
-5 Contacts £ Administrator his company. The crowd of Russians .. 25.08.2013 15:33:32 BEIKE
::g pomerSIOn TN || | adninstator  was 3 pofound one. And tis evenm.. 26.032013 15:3.32 1202KB
£ Drafts S Administrator Chigirir talks. Pierre pondered owver th 26082013 15:39:32 947 KB
.5 1 Administratar universal historiang sometimes, wheni..  26.08201315:25:32 1254 KB
=) Journal _ = Administrator face. 26.08.2013 15:39:32 1301 KB
{5 Junk Email S| B Administrator his company. The crowd of Russians .. 26.08.2013 19:35:32 1081 KB
{7 Notes
{7 Outbox
{7 Quick Step Settings
) RSS Feeds
{5 Sent Ttems
{3 Tasks
-7 Working Set
b
< 1] >
| Set filker | | Clear filker

@ ﬂ Server Role: Archive Serser

Folder contents loaded

Fulltccess

ArchiverfRestarer
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Delete Files job

The purpose of the Delete Files job is to purge following items from the archive:
¢ ltems marked for deletion upon expiration of their Retention + Keep alive time

e ltems whose Delete time, if such was defined, has elapsed (Delete time = maximal time for
which the items can reside in archive)

TIP: Undelete feature of Archive Manager for Exchange allows user to list archived items that
are marked for deletion in Outlook folder.

If the Undelete feature is implemented, user can perform Undelete operation on such items
marked for deletion. After the undelete operation the item(s) will have the same status as
regular archived items. Upon expiration of their retention time they will still reside in the
archive. For details on how to configure this feature in 3 simple steps see the "Activating
Undelete Feature" short guide.

In the previous section we described how certain items can be marked for deletion. Once
marked, such files can be deleted from the HSM store upon the expiration of their retention
period —and this is done by the Delete Files job. THIS JOB REMOVES THEM DEFINITELY FROM THE
ARCHIVE, thus freeing up space in your archive for further usage.

As with other scheduled jobs, the Delete Files job shall run in the background with predefined
settings. BUT BE CAREFUL WHEN USING THIS JOB AS IT COMPLETELY DELETES EMAILS FROM
ARCHIVE (after their Retention + Keep alive time or Delete time has elapsed).

To define the Delete Files job:
1. In Manager view, click on the Jobs tab.

2. Click with your right mouse button inside the left pane. A context menu appears. In the
context menu select New job.

3. Inthe Job Settings window that appears, select Delete Files on the General tab. Do not forget
to enter a name in the Job name text box. Then specify your scheduling criteria on the
Scheduler tab. Finish by clicking OK.
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Job Settings 3

General || Scheduler
Job niamne:
|Delete files job|
Type
D O nHomal
a Threshold

T ® Delete Files

5} Shortout Sync

[ e

i | NOTE: There can be ONLY ONE Delete Files job defined. As with other scheduled jobs, the
Delete Files job runs in the background with predefined settings.

Normal job

In previous sections we have described five pre-defined types of jobs. All of them are unique.
The fifth one, the normal type is used for archiving of emails of a specific group. There are no
limitations as to the number of normal jobs.

To define a Normal job:
1. In Manager view, click on the Jobs tab.

2. Click with your right mouse button inside the left pane. A context menu appears. In the
context menu select New job.

3. Inthe Job Settings window that appears, select Normal on the General tab. Do not forget to
enter a name in the Job name text box.

4. Then specify your scheduling criteria on the Retention, Scheduler, and Compression tabs.
Finish by clicking OK.

1 | NOTE: To archive emails of a specific group, the job has to be assigned to that group (see
the following section How to archive emails of a group via a job).
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Job Settings 4

General || Scheduler || Compression || Retention

Job namne:

|Norma\ job 1]

Type
B ® normal
\&_B Threshold
8@ O Delete Files

53 Sharkcut Sync

e

Jobs that you create will be displayed in the left pane on the Jobs tab (in Manager view). Under
the Status field you may check their current status.

e Scheduled (displayed green) means that the job is scheduled and currently archiving emails or
in a stand-by mode until it restarts again;

e Stopped (displayed red) means that the job, although might be scheduled, is currently not
active.

In the right pane you will see the respective job’s settings displayed.

Change the status to Scheduled simply by clicking on the Schedule button or by right-clicking the
respective job and selecting Schedule in the context menu. You may stop an already scheduled
job by clicking on the Stop button or by right-clicking the respective job and selecting Stop in the
context menu.

At the bottom of the right pane you should specify the backup time, in other words the period
during which jobs are not supposed to run, in order to activate database backup. If itis not set, no
archiving is possible. Just enter the time in the Backup start time and Backup stop time fields and
then press Update. You may for instance schedule your database backup over night. Pay attention
to this backup period, as no jobs should be running at that time.
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Archive Manager for Exchange

Session Wiew

Tools  Help

FRRRX DR Ye

Groups "Settings "Public Folders "Jubs

”Retentiun "PustPrUcassing "Lucatiuns

Existing jobs: Job settings:

Mame Status Mext Run Property Value

QThershnld job Stopped 14.05.2018 20:... Job name Shortcut Sync

a1 Ic Stopped Jab type Shartcut Sync

Db Scheduled 14.05.2018 20 Skatus Stopped

eJobl Scheduled 14.05.2018 20:...

B MNormal job 1 Stopped 14.05. 2016 20:... Scheduling starts 14.05.2018 20:00:00
scheduling end Mewer
Schedule interval 1 days
Maximum allowed time not defined

Eh Schedule Qa Stop

Change...

— EBackup time

Backup start bime:

Backup stop time:

300100

Job reporting

s [Enm 2 Update

W ™ Server Role: Archive Server

Folder contents loaded

Full&ccess Manager

pane of the Jobs tab.

How to archive emails of a group via a job

1 | NOTE: Jobs which are running at the moment are highlighted in green in the Existing jobs

On the figure below you can see the Group tab of the Manager view. List in the left pane displays
groups of users synchronized with Archive Manager. Some group icons are displayed in green, the
others not. Green indicates that the group has been activated for archiving.

Archive Manager for Exchange

Session Wiew

Tools

Help

EFRBRRX DS IDo YR

Groups "Settings "Puhlic Folders "Jnhs

”Retentinn "PnstPrncassing "anatinns

L

Include message dlasses:

Set Filker | | Clear Filter |
(Group name Alias Property Walue
Domain Admins Dormain Admins Scheduled in job Mormal job 1
Domain Users Domain Users Allow to archive members of thi.. Yes
Managed Availabi,.. Managed Availabilit, ..
Enew e SCHpE active Mo
¥ SEA Pilote SEA Piloke
@test test Archive files alder than 10 Days
Archive files bigger than 10.24 KB
Include folders:
Exclude Folders:
Outhios

Deleted Trems

IPM. Mote™
IPM, Document™®
IPM.Post®
Exclude message classes:
ﬂ. 5 Server Role: Archive Server Folder contents loaded Fullfccess Manager
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When you select a group on the Groups tab its properties are subsequently displayed in the right
pane.

The right pane is useful as there you can see some of the group’s properties. For example on the
previous figure you can see that SEA Pilote is activated for archiving (Activated: Yes), scheduling
will be done with 9pm-archiving (Scheduled in job: 9pm-archiving), Outbox and Deleted items
folders are excluded from automated archiving (Exclude folders: Outbox, Deleted items), all files
bigger than 10.24 MB will be archived (Archive files bigger than: 10.24 MB), message classes that
will be archived include IPM.Note, IPM.Post, IPM.Document (Included message classes:
IPM.Note, IPM.Post, IPM.Document).

1 | NOTE: For more information on group settings see the section “Setting criteria for group
archiving”.

To archive emails of a group via a desired job:
1. In Manager view click on the Groups tab.

2. Right-click a desired group and, in its context menu, click Properties to open its Properties
window.

3. Onthe General tab check if that group has been activated for archiving (the Allow to archive
check box must be selected). Then click Apply.

Properties =l

General | Scheduler | Falders | Classes || Script

% SEA Pilote

Allow to archive members of this group

Retention cateqory: | <lIse job settings v|

Archive criteria

Archive files older than {days):
Archive Files bigger than: ME w
Advanced criteria

4. Onthe Scheduler tab select the desired job in the Selected job dropdown menu. Click Apply
and OK to confirm all.
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Properties

General | Scheduler HFUIders Hclasses "Script ]

Select the job, which will archive this object:

Scheduled job

Selected job: Mormal job 1
Schedule inkerval:

Scheduling starts at:

Job status: Shopped

14,035,201 20:00:00

o

o
-

G

Iy

T

How to change job settings

Job settings cannot be changed while the job is scheduled or running. You need to stop it first.

To change job settings:

1. In Manager view, click on the Jobs tab.

2. Select the desired job. Then click on the Stop button in the right pane. (Or you may right-click
the respective job and in its context menu click Stop.)

Archive Manager for Exchange

Session Wiew  Tools  Help

FREBmEaEX DR o ae

Groups HSettings "PublicFo\dars "Jobs

HRetantion HPost Processing HLocations

) 3abt
13

Scheduled

Existing jobs: Job settings:

Marne Status Mext Run Property Value

ﬂThersho\d job Stopped 14.05.2018 20:... Jab narne Mormal job 1

52 Shartcut Sync Stopped 14.05,2018 20:... Job type Mormal

E)]nh Scheduled 14.05.2018 20:... Status Scheduled
Scheduled 14.05.2018 20:...

Scheduling starts 14.05.2018 20:00:00

Scheduling end Mewer
Schedule interval 1days
Maximum allowed time not defined
Compress MSG files Yes
Compress attachments Yes
Retention categary default

—

Qg Schedule Qﬁ Stop ] Change. ..

— [+] Backup time

Backup start time: Backup stop time:
[22:00:00 :] [ezmom 3 Update
| Job reparting ‘
ﬂ ™ Server Role: Archive Server Falder contents loaded Fullfccess Manager

3. Then click on the Change button ([ @ ]) next to the Stop button (or right-click the
respective job and, in its context menu, click Change settings).
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4. Inthe Job Settings window specify your new settings on the respective tabs.

5. Whenitis done, do not forget to click on the Schedule button ([©3#=d- 1) in the right pane to
schedule the job again (or right-click it and, in its context menu, click Schedule).

How to start a job running immediately

Steps to start a job running immediately:
1. Go to the Jobs tab in Manager view.

2. Selectthe desired job —either stopped or a scheduled one. Right-click it and in the context
menu select Start now! The respective job will start running immediately.

Archive Manager for Exchange mER
Session Miew  Tools  Help
gRReEXibaaleae
Groups | Settings || Public Folders | Jobs Retention | Post Processing || Locations
Existing jobs: Job settings:
Marne Skatus Mext Run Propetty Yalue
QThershDId job Stopped 14.05.2018 20:... Jab name Jab
535hortcut Sync Stopped 14.05.2018 20:... Jaob type Marral
Job e T ket Stopped
© 10bt schedde | W Mew job Stopped
0 Mormal job 1 Schedule |3 Deletejob ling starts 23.01.2018 20:00:00
0 Schedule ling end Mewer
le interval 1 days
Q Stop um allowed time not defined
@ Startnow!
= 3 - ess MSE files Yes
Change — ess attachments Yes
Refresh list
ion category Default
83 Scheduls 8% stop
+| Backup time
Backup start time: Backup stop time:
2z00:00 ¢ femanmo = Update
| Jab reparting
5] ﬂ ™ Senver Role: Archive Server Falder contents lnaded Fulldccess Manager
- . . . . . . . . P .
1 | NOTE: Jobs which are just running are highlighted in green in the Existing jobs pane of the
Jobs tab.

How to stop a scheduled job

Steps to stop a scheduled job:
1. Go to the Jobs tab in the Manager view.

2. Select the desired scheduled job. Right-click it and in the context menu select Stop. The
respective job will stop running and its status will be changed to Stopped (displayed red)
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1 | NOTE: You always need to stop a job if you want to change its settings. Settings of a
scheduled or running job cannot be changed.

Job reporting

Job reporting is a feature which allows the administrator to see how many messages are waiting

(are scheduled) for archiving, i.e. how many messages were given to the asynchronous archiving
service (DirectArchive service).

The messages are collected from different sources: scheduled jobs. When a “source” decides to
archive messages, it simply puts them into a database table. The asynchronous service
periodically reads this table and processes messages, depending on job settings.

The job reporting feature simply displays the content of that database table: it displays ONLY
those messages that are queued for processing. The content is automatically categorized by the
start time of the job.

Steps to see the status or how many messages are queued for
archiving:

1. In Manager view, click on the Jobs tab. All jobs you have defined so far are displayed in the

left pane. At the bottom of that pane, click on the Job reporting tab to open the Pool monitor
window.

Archive Manager for Exchange mERR
Session Wiew  Tools  Help
FRBAXDeg Do an

Groups | Settings | Public Folders || Jobs Retention | Post Processing | Locations

Existing jobs: Job settings:
Marne Status Mext Run Property Value
QThersho\d job Stopped 14,05.2018 20:... Jab narne Morrnal job 1
535h0rtcut Sync Stopped 14.05.2018 20:... Jab type Morrnal
a Job Stopped 14.05,2018 20:... Status Scheduled
@Jobl Scheduled 14.05,2018 20:...
8 Mormal job 1 Scheduled z Scheduling starts 14.05.2018 20:00:00
Scheduling end Mever
Schedule interval 1 days
Maximum allowed time not defined
Compress MSG files Yes
Compress attachments Yes
Retention category default
T schedule | | K@ Stop Change. ..
+| Backup time
Backup start time: Backup stap time:
T e — |23:UD:UU : | |23:3D:DD : Update
| c Job reparting :?
G| f ™ Server Role: Archive Server Falder contents loaded Fullfccess Manager

2. Inthe Pool monitor window unfold the Job independent node. You will get displayed all your
jobs. Number next to the job indicates how many emails assigned to the job are waiting to be
processed. Under the Job independent folder you can find emails from DirectArchive which
are waiting to be processed.
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4 Pool monitor rER
0|2

Sequence | Thread | Qwner | Skatus | LRL | Creation date

) 9pm -archiving [11]

) test[0]

8 Threshold job [0]
8 Sent Ikems job [0]

1 | »

9 records ¥ |

3. To get more details about the chosen job simply click on it. Items to be processed by that job
appearin the right pane of the window. The number of items is displayed also at the bottom
in the left corner. Click the Refresh icon to update the situation.

| % Pool monitor PEER
ol
El [ Job independent [0] Sequence | Thread | Cwaner | Status | URL | Creation date
=T 0 9 PALSED  hetpefwMsDEMOjexch, . F{17(2007 4: ..,
A 43 il 9 PALSED  http:fVMXDEMOfeich, . 7/17/2007 4.,
= il 9 PALSED  http:fVMXDEMOfexch, . 7/17/2007 41..,
iR X B 45 [u] 9 PALSED httpiffWMEDEMO exch, . 7A17/2007 42,
R sent Items job 0] = i 9 PALSED  hetpfWMxDEMOjexch, . F{17(2007 4: .,
A 47 il 7 PALSED  httpefVMXDEMOfesech, . 7/17/2007 4:...
B4 48 il 7 PALSED  http:fVMXDEMOfexch, . 7/17/2007 41..,
B 49 [u] 7 PALSED httpiffWMEDEMO exch, . 7A17/2007 42,
50 i 7 PALSED  hetpfWMxDEMOjexch, . F{17(2007 4: .,
A 51 il 7 PALSED  httpefVMXDEMOfesech, . 7/17/2007 4:...
52 il 7 PALSED  http:fVMXDEMOfexch, . 7/17/2007 41..,
«| | »
11 recaords |

i1 | NOTE: A lot of useful information can be found in the list view, e.g. the sequence number
of the item (Sequence), ID of the owner (Owner), Status (WAIT - waiting to be processed
or PAUSED —the respective job is stopped), location of the mailbox item (URL), the date
of creation (Creation date), number of unsuccessful attempts to process the item (Error
count), ID of the job in charge of the item (Job) etc.

4. Click the View switchericon () next to the Refresh icon to display the Mailboxes pane. In
this pane you can see mailboxes from which the selected job is archiving or mailboxes of job
independent items. The first number in square brackets next to the mailbox is the mailbox ID,
the second number is the number of emails waiting to be archived in that mailbox.

Click on the mailbox node (in our example user004) to display the waiting items of that
mailbox.
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5.

¥ Pool monitor

ER|

o
=] @iob independent [0] Mailboxes Sequence | Thread | QWner | Status | LIRL
archive [0] .
8 - () useron< [3][5] B 42 0 9 PALSED  http:{f¥MXDI
= B 43 0 9 PASED  hitp:fWMXD
8 s b D (3} userd03 [7] [€] 44 0 3 PALSED  hitp:ff¥MKDI
H 0 Se:sIths]D'Db[[g] B 45 1) 9 PALISED htpef DN
! bl 45, 0 a PAUSED  http:/WhxDI
| | »
—
11 records ¥ |

If archiving of an item failed even after several attempts, it is displayed red. In such cases you
may try to archive it again. Right-click the item and select Resume in the context menu.

% Pool monitor ER
olle
= 15 Job independent [0] Maiboxes Sequence | Thread | Qwner | Status | URL
ﬁ) archive [0] (2, Al Pacino [5] (6] Bz -1 AlPacin...  WaIT hitbp WD
) 9pm -archiving [11] Bde -1 alPacin,.., WAIT hkbp: D
&) test[0] () sandraBulock[5][1] | A 1 P———— o ;
©) Threshold job [0] B = Add/remove columns et (VD)
D Sent Items job [0] = [@ Reume KD
B 91 P b A
&9z @ Pause b UMD
93 @ Delete Itk P
Deactivate
@ Info
'a Archive
4| | »
9 records A

There are other options in the context menu for any item as well:

e Pause —archiving of that item will be paused, i.e. will not be process in that cycle, however,
it will be processed in the subsequent cycle.

e Deactivate - the respective item will never be processed by the job in question.

e Delete —the item will be deleted from the list.

¢ Info — Message information window opens displaying location, mailbox, subject, receive
date, message class and size of the selected message
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B Archive Manager for Exchange - Message information rER

Message information E3
Property Yalue
& Message http:/(40ADDCE exchange/user002/Inbox /000000002DE405E ..
[] Mailbox userioz [3]
r_] Subject occupy a position he had not himself chosen, because the pop...
r_] Received date 26.08.2013 15:39:32
r_] Message class IPM.Mote
[5] size 8855 B

_

Select Add/Remove columns option to customize the order and selection of columns in the
list view of the Pool monitor.

Add/Remove columns ®

Available columns: Selected columns:
SequUEnCE Thread

Last error
E t
Eor

_

Retention tab — Retention Categories
management

On the Retention tab of the Manager view different retention categories for email archiving can
be set (e.g. retention category for short-term documents, retention category for long-term
documents etc.). In other words, various types of emails require different ways of archiving and
the time for which they need to be stored and retrievable can differ as well. Further we discuss
the usage of retention categories, their description and management from the end-user point of
view.

Various features of retention categories enhance the adaptability of Archive Manager for
Exchange forindividual users together with the email life-cycle management. Emails can now be
archived with two-tier delete and manipulation protection. Tier one defines the retention time
in which archived emails can be neither deleted nor moved to different storage media —these
policies vary according to company or state regulations. Tier two allows the administrator to
transfer emails to long term storage media or delete them.

The shortcut creation time known simply as “shortcut delay” can be defined allowing Blackberry
users’ access to mails and attachments that have already been archived. The “Delete shortcut
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after a time” feature can be used to reduce the number of “redundant” shortcuts left in the
Microsoft Exchange Store after a specific number of days, months or years.

The retention categories which are created here can be assigned to jobs on the Jobs tab.

1 | IMPORTANT: The default retention category needs to be specified on the
Tools/Options/Archive settings/Retention tab. For more information see Archive settings.
This category will be applied if no specific category is selected, e.g. for direct archiving and
manual archiving using Addin.

Retention categories and their usage
The following types of settings are available:

Settings related to emails in the HSM Store:

o Retention time —the archived email is not delete-able from the HSM Store for the defined time
period. Retention time is thus the MOST CRUCIAL feature of Archive Manager for Exchange
related to law regulations. Emails ‘deleted’ using functionalities of Archive Manager for
Exchange or Outlook Addin are actually only marked for deletion and they reside in the archive
until this retention time expires.

e Delete time —the email, although not marked for deletion, is automatically deleted (by the
Delete Files job) from the archive after the expiration of the defined time period. Itis the
MAXIMAL time for which the emails reside in the HSM Store. This time period cannot be
smaller than the retention time.

o Keep-alive time —it is the time period after email deletion, during which the deleted email can
be turned back to the store. However, this is possible only if the Delete time has not elapsed
yet.

Settings related to emails on the MS Microsoft Exchange Server:

e Keep the original email —email is archived but it is not modified in any way (no icon, no
shortcut, keep residing on the MS Microsoft Exchange Server). This option is used just for
backup.

o Delete original email —the email is removed from the MS Microsoft Exchange Server
immediately after archiving, no shortcut is created thus it is not reachable from the user’s
mailbox and it is displayed as “lost” in the Archive view.

e Create shortcut —the email is archived and it is replaced with a shortcut. This type of archiving
saves the space on the MS Microsoft Exchange Server and at the same time activates the user to
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work with the archived email just as with non-archived one. Email can be replaced with the
shortcut immediately or it is kept without changes for the defined time period and after its
expiration shortcut is created (“Delay shortcut creation by” option ).

o Delete shortcut after a time —the shortcut of the email is automatically removed
from the MS Microsoft Exchange Server after the expiration of the defined time
period (email cannot be reached from the user’s mailbox any longer and is displayed
as ‘lost’ in the Archive view). However the email still resides in HSM Store.

The starting point of all the above mentioned times (except the Keep-alive time) is either the
moment of archiving or the moment of receipt. The starting point can be set when the retention
category is created.

Please consider carefully the retention settings, especially when setting receive
time as the starting point. If a message has been received e.g. 6 months ago and your
retention time/delete time is just 3 months, the message will be archived. However, it can
be deleted from the archive immediately, as 3 months has already passed since the
beginning of its retention time.

EEFP- ALTVE TIHE

START I
|
1
| RETENTION TIME TINE
ARCHIVED 1 DELETEZHORTCUT TIHME
or DELAY SHORT CUT CREATION TINME

RECEIVED

In addition to the default retention category created during installation the administrator is able
to create any number of retention categories satisfying specific criteria of the enterprise. The
retention category consists of a name, a description, the above mentioned retention times and of
the HSM scheme. It is fully manageable from Archive Manager for Exchange.

Creating a new retention category

Steps to create a new retention category
1. Onthe View menu click Manager.
2. Click on the Retention tab.

3. Right-click inside the list view, select New category from the context menu and navigate
through the wizard as follows:
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4.

w

o 0 N

Archive Manager for Exchange = E R

Session  View  Tools  Help

FRBREXDOSS UD 98

Groups " Settings " Public Folders " Jobs " Retention H Laocations
Retention categories
I Mame Deescription HSM scheme ID Retention time Delete retention time  Delayed shorteu
1 Default Autogenerated on Oct 13 201... 1 : Flesschema 3 months Mot defined i}

|'}J,'3 Mew category

&} Delete category

Add/Remove columns

Properties

<] m [ >

@ a 5 Server Role: Archive Server Loaded Full®ccess Manager

Basic settings window pops-up. Enter the name for your retention category in the Category
name text box (e.g. Keep shortcut for 3 years).

€ Set retention category parameters

Basic settings

Category name: Keep shortecut for 3 years
Target HSM scheme: 1: FilesSchema ~
Lifetime calculated from: Archive time ~

Category description:

_ - Back Wit cancal

In the Target HSM scheme dropdown box choose the target scheme which will be used for
archiving. In the HSM system you may define different HSM Schemas, which are virtual
categories for documents. (One HSM Schema has been created at installation of Archive
Manager for Exchange and you may have created more HSM Schemas during the setup of
Archive Manager for Exchange, each with a particular number assigned to it.)

In the Lifetime calculated from dropdown box you can choose from two options —Archive
time and Receive time; i.e. you can define here the starting point from which the all the
retention related times should be calculated. Either it will be the time when the item gets
archived (Archive time) or it will be the item’s Received time.

In the Category description text box fill in a short description of the new category.
Click Next.

In the Document lifetime window specify your settings.
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Itis strongly recommended paying very much attention to these settings as they define the
time period for which the emails are archived.

Set the Retention time. During this period none of the emails in the HSM store archived via
this retention category can be removed from the archive. It is possible to select:

e Fixed period (set the desired period)
¢ Indefinite period (the retention time is not set specifically but can be defined later)

o Infinite period (retention is everlasting)

Select Activate automatic document deletion check box and specify Delete time if you want
to COMPLETELY DELETE an archived emails whose retention time has elapsed from the HSM
Store after a defined time.

1 | NOTE: Activate automatic document deletion option applies to emails which are not
marked for deletion.

By specifying the Keep alive time you set the time period for which the email, deleted after
its retention time has elapsed, will be still kept in the HSM Store. Just use the arrows to set
the time or directly overwrite it. Delete and Keep alive time can be set in days, months or

years.

& Set retention category parameters

Advanced settings = documentlifetime’

Retention time: (®) Fixed 60 +| month(s)
() Indefinite
() Infinite

Activate automatic document deletion

Delete time: |4 | years ~

Keep alive time: 12 3 | days ~

_ ‘ < Back || ek > || Cancel |

i | NOTE: The Delete time cannot be smaller than the Retention time. Pay due attention to
these crucial settings as here you set the time for which emails exist in the archive.

10. Click Next.
11. In the Shortcut lifetime window you can choose from three options:

a. Keep the original e-mail —select this option, should you wish to archive email and not to
modify it in any way. In this case no shortcut will be created and the whole email will
reside in the MS Microsoft Exchange Server. In the Archive view on the Mailbox tab such

item will be displayed with the followingicon: Y]
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& Set retention category parameters

Advanced settings - shortcut lifetime’ @

(@ Keep the original e-mail

() Delete ariginal e-mail

O Create shorteut
Create shorbeuts immediately
Delay shorbout creation bey:

1 H | days

Keep sharteut Farever
Delete shortcut after a time:

1 H | days

_ | < Back H Next = || Cancel |

b. Delete original e-mail —select this option, should you wish to delete all original email from
the MS Microsoft Exchange Server immediately after its archiving. No shortcut is created
and the email is not accessible from the user’s mailbox. In the Archive view such item is
displayed as lost.

c. Create shortcut —select this option, should you wish to replace the original email with a
shortcut after archiving and thus make it accessible for the user and save the space on MS
Microsoft Exchange Server at the same time.

& Setretentioncategory parameters

Advanced settings - shortcut lifetime! '@

) Keep the original e-mail

) Delete original e-mail

) Create shorteut

@) Create shortcuts immediately
() Delay shorteut creation by:

1 o | days

(® Keep shortcut Forever
() Delete shortcut after a time:

1 & |days

_ | < Back H Next = || Cancel |

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 email (Create shortcut immediately
radio button) or will be delayed for the specified period of time (Delay shortcut creation
by radio button) when e.g. Blackberry users will be able to view their attachments. While
no shortcut is created, the email is displayed in the Archive view with the following icon:
B

Moreover, you can decide whether you want to keep the shortcut in the user’s mailbox
until the user deletes it (Keep shortcut for ever option) or the shortcut will be deleted
automatically after the defined time (Delete shortcut after a time option).

12. Click Next.

13. Extra settings window pops-up. If the Allow automatic deletion of unreferenced emails check
box is selected, emails archived via this category will be marked for deletion whenever the
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Shortcut Syncjob cannot find the reference to the emails in any of the users’ mailboxes. If the
check-box is not selected, Shortcut Sync job will not marked eventual “lost items” for deletion
(see the section “Shortcut Syncjob”).

Example:

I. Emails are archived by a retention category with Allow automatic deletion of unreferenced
emails checked and shortcuts are left in the Microsoft Exchange Server

Il. You delete shortcuts from Microsoft Exchange (either by removing the shortcuts manually in a
mailbox, or by deleting a folder in Outlook that contains shortcuts etc.) - emails become “lost
items”

[Il. You run the Shortcut Synchronization Job = lost items are marked for deletion

If the items were archived with 0 retention time and with Allow automatic
deletion of unreferenced emails allowed, the Shortcut Synch Job deletes them
COMPLETELY.

IV. Items marked for deletion are deleted from archive when their Retention (and Keep alive)
time elapses and you run the Delete Files job

Archive Manager for Exchange HE]W

Session  Miew  Tools  Help
FRReX YR Do 9.
Groups | Settings | Public Folders || Jobs Retention | Locations

Retention categories
Delete retention time  Delayed sharted
Not defined i}

jin]
1 & Set retention caki

egory parameters

Advanced settings - extra (A

%Allow automatic deletion of unreferenced emails (by Sharteut synchranization job)

Check this option if you want to allow the document to be automatically marked as deleted whenever a shortcut synchronization jeb can't find a reference to the e-mail in
mailboxes

- ‘ < Back H Finish || Cancel | ’
] T Manager

W T DTS T TR T TeeT Touwew

1 | IMPORTANT: Items marked for deletion still reside in the HSM Store but cannot be
restored using Archive Manager for Exchange, e.g. on the Archive tab.

14. Click Next to finish the creation of the new retention category.
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Changing the settings of a retention category

To change the settings of an existing retention category:

1. Double-click the selected retention category to open the Retention category properties
window (or right-click it to open its context menu and select Properties).

Archive Manager for Exchange

rER

Retention categories

1 Difaul
2 keep shorteut F ..

(Verified s

© %0

Autogenerated on Ock 13 201..,

Session  MWiew  Tools  Help

FRBREaXDDg Do ae

Groups HSettings "Puhlic Folders ”Jnhs “Retentinn "anatimns

I Mame Description HSM scheme ID Retention time

1 i FilesSchema
4 Ol -

e
MNew category
Delete category

Add/Remove columns

G

Properties |

Dielete retention time  Delayed sharteut cr...
Mot defined 0

3 manths
50 months

2. Onthe respective tabs specify your new settings for the retention category. On the General
tab you can change the name, HSM Scheme, retention time, keep alive time as well as allow
automatic deletion of old documents and modify related Delete retention time. Click Apply

and OK.

& Retention category properties R
General " Shortcut " Additional ]
Mhﬂm;—::iﬂ_.y; [
Mame: |Keep shorteut for 3 years
HSM Scheme: 1: Filesschema ~
Retention time: | fixed ~ |60 +| months
Lifetime calculated from: Archiving time
Ms;ziﬂ;im Gies’ e —
Allow automatic deletion of old documents

Delete retention time: 5 % | years ~

Keep alive time: 12 +| |days ~
Description:
created by Administrator.

_

3. Shortcut settings can be modified on the Shortcut tab. Click Apply and OK to apply the new

settings.
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&€ Retention category properties =03
|General | shartcut | Additional
&Shyrk:ut [if=issi=

) Keep the original e-mail

() Delete original e-mail

® Create shortcut
Shorkout settings
@ Create shortcuts immediately
() Delay shorteut craation by

o o | days

() Keep shortcut Forever

®) Delete shortcut after

~
3 V| |vears v

[ e

4. On the Additional tab set the shortcut synchronization behavior —if the Activate document
clean-up by Shortcut synchronization job check box is selected, emails archived via this
category will be marked for deletion (or completely deleted if their retention time is 0)
whenever the Shortcut synchronization job cannot find the reference to the emails in any of

the users’ mailboxes. If the check box is not selected, Shortcut synchronization job will not
mark them.

& Retention category properties (=l

General || Shortcut || Additional

ﬁ-,mimn dLICCIEGID®

[ Activate document deanup by Shorteut synchronization job

]

If the deanup is not allowed, only the user (or administrator) is
able to mark the documents as deleted. If the document is not
marked as deleted, it will never be purged from the archive
({unless the maximum retention time is defined).

B e

5. Click Apply and OK to apply your settings.

How to customize retention categories list view
After right-clicking any retention category on the Retention tab, the context menu appears.

¢ Add/Remove columns —click it in case you want to add or remove columns from the list view.
Add/Remove columns window opens. To add/remove a column, select the desired one from
the Available columns/Selected columns list. Then click on the Add/Remove button.
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To change the order of the selected columns click the one you want to move and use the Up
and Down buttons. Click OK.

Add/Remove columns ®

Available columns: Selected columns:

Shorkcut delete retention time o]
Mame
Description
HSM scheme ID

Delete retention time

Delayed shortcut kian ki
eaia shortcut creation bime

Autodelete
Lifetime begin

_

o Delete category —retention category can be deleted only if nothing was archived via this
retention category

Locations tab

For better performance and to secure load balancing Archive Manager for Exchange provides you
with the possibility to install several Archive Manager servers even in several locations (for more
information on Archive Manager locations and server roles see the section “General tab”).

After you have:

1. installed your Archive Manager servers

2. assigned the servers their server roles on the Tools /Options/Server settings tab
You should:

3. register the servers as Archive/Retrieve severs here on the Locations tab of the Archive
Manager for Exchange.

1 | NOTE: If you have only ONE Archive Manager server installed, you do not need to registerit.

It needs to be mentioned that only the right pane of the Locations tab is active for adding, editing
or deleting. Left pane has been reserved for information purposes.

Registering Archive/Retrieve sever

To register a hew server:
1. In Manager view click on the Locations tab.

2. Expand the All locations node in the left pane of the window to see the default location and
its servers. In our example the “Default” location contains only one server “VMXDEMO”.
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Archive Manager for Exchange

Session Wiew  Tools  Help
FiBRRX DRGSRz as

Groups "Settlngs "PubllcFDIders "Jobs HRetentlon "Locatlons

Locations
=] e Al locations Lacation 1D Mame Server bype Server ID SECUrE Con
SE%Y 1 4napDC? archive 1 Mo
e 40ADDCE

3. Right-click the location where you want to add the new server and select Add server to
location in its context menu.

Archive Manager for Exchange
Session  Wiew  Tools  Help
FRBaX DS De 8

Groups HSettings ”Pub\ic Folders "Jobs "Retention "Locations ]

E|@ All lacations || Lacation ID Marmne Server type Server ID Secure cor
=N =

r Archive 1 Mo
a4 @ Delete location
Properties

|ﬂ' Add serverto location ‘

4. Inthe New location server properties window enter the name of the serverin the Name text

box. Specify the server type in the Type down-drop box.

Check Use secure connection (https) if you use “https” in your domain communication.

1 | NOTE: If users are using Outlook Addin please make sure that they can access the entered

location server. If users are using a proxy server, make sure that the location serveris
accessible through the proxy.

B New location server properties =&
Location Server
mrjsﬂar— e —
Mame:  [4DaddeL |
Type: ‘ Retrieve v |

Archive
[7] Use sgPST Import

A Location Server is one server name of alias.

Aoy

5. Click Apply, then OK. The new server will appear in the right pane of the Locations tab.

Archive Manager for Exchange

EE

Session Wiew  Tools  Help
FRRRX Das B 'e

Groups "Settings "PublicFDIders "Jobs ”Retention "Locations ]

Locations

E|® All locations Location 1D Mame Server bype Server ID Secure con
gty [FEEN g: 40ADDC2 Archive 1 Mo
1 40addcl Retrieve 3 Mo
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1 | NOTE: To delete the server from the list just right-click it in the left pane and select
Delete server from the location option in the context menu.

To add a new location:
1. In Manager view click on the Locations tab.

2. Expand the All locations node in the left pane of the window to see the all locations and its
servers.

3. Right-click the All locations and select the Add new location option.

Archive Manager for Exchange

Session  Miew  Tools  Help

FRRRXDSSIDZ 9N

Groups " Settings H Public Folders " Jobs H F.etention " Locations
B-@ L . Display name
,i Del ’E Add new location.., Iy |[|\t Defaul
I N

4. Inthe New location properties window enter the name and display name in the respective
text boxes. You can change the location ID as well.

g‘fg New location properties PR
Location
&.husuiluu— e
Lacation ID: 2| z

Mame: | |

Display name: | |

The location is a collection of Archive, Retrieve or PST Import
Servers connected to the same database,

10'(—‘ Conce Aoy

5. Click Apply, then OK.

1 | NOTE: To add a new server to the new location follow the steps described earlier in this
chapter. To delete/edit a location, right-click it and select Delete location /Properties in the
context menu.
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5

Status view

Status view is displayed by clicking Status on the View menu. By clicking on different nodes in the
left pane of the Status view you will display information on current version of Archive Manager
for Exchange, logged-on users, status of services, database, HSM Store etc.

By clicking on the Application Server node in the left pane you will display some detailed
information about the current version, as shown below:

Archive Manager for Exchange e R
Session  View Tools  Help
FRlRRaX Dol ean
@ Application Server _
¥ services
- Connections Server version: 8.2.0.275
23 Exchange servers
; Service versions:
MAM Exchange Manager service: 8.2.0.275
MAM Exchange Direct Archive: 8.2.0.275
MAM Exchange Scheduler service: 8.2.0.275
MAM MAPI service: 8.2.0.275
MAM Exchange Handler: 8.2.0.275
MAM Auditing service: 8.2.0.275
MAM Monitoring service: 8.2.0.275
MAM SMTP service: notinstalled
MAM Ws File Processor service: not installed
MAM IMAP Server service: not installed
MAM IMAP Wef service: notinstalled
MAM Exchange Motification service: 8.2.0.275
MAM Post-processing service: 8.2.0.275
MAM PST Importer service: 8.2.0.275
MAM Search: 8.2.0.275
MAM Logging: 8.2.0.275
MAM H5M Base Operations: 8.2.0.275
MAM HSM Asynchronous Operations: 8.2.0.275
@ B Server Role: Archive Server Loaded FullAccess Status

By clicking on the Services node in the left pane you will see all Archive Manager for Exchange
services and their status.
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Archive Manager for Exchange mER

Session  View Tools Help
FRREREX DD e
= @ Applicah’o Server Services

5

& Connections | LI 4

23| Exchange servers Name Status

e HEM

] Database maM Auditing Running
"e MAM Exchange Direct Archive Running
":MAM Exchange Handler Running
rél""\.ﬂl"ﬂ Exchange Manager Running
@MAM Exchange Notification Running
@MAM Exchange Scheduler Running
A4 MAM MAPT Running
A% MAM Monitoring Running
":MAM Post-processing Running
4% MAM PST Importer Running
@MAM Search Running
@-MAM Logging Stopped
A% MAM HSM Base Operations RuAning
"e MAM HSM Asynchronous Operations Stopped

@ |m ™ Server Role: Archive Server Loaded FullAccess Status

Services can be restarted by clicking on the Restart button. You can use the Stop button (L]) to
stop the selected service and then the Start button (_* ) to start it again.

By clicking on the Connections node in the left pane you will display current connections and
logins. Here you can find out access rights etc.

Archive Manager for Exchange =ER
Session  View Tools Help
FRReaX DesPean
é ;Eplicahnn Server D Computer User Access Client path
Services
:f 1 AMXSERVER-X domadmin Scheduler tep: //AMXSERVER.-¥: 9904/ /CommunicationClient/Client.rem
a Exchnge carvers 2 AMXSERVER-X domadmin ReadMode tep: //AMXSERVER.-X: 9977 [CommunicationClient/Client.rem
3 AMXSERVER-X domadmin FullAccess tep://AMXSERVER.-X: 30255 /CommunicationClient/Client.rem
4 AMXSERVER-X SYSTEM PSTImporter tep: /{AMXSERVER.-X: 99 11/CommunicationClient/Client.rem
5 AMXSERVER-X domadmin WebService top: /{AMXSERVER.-X: 9905 /CommunicationClient/Client.rem
& AMXSERVER-X domadmin DirectArchiveM...  tcp:/fAMXSERVER-X:9950/CommunicationClient/Client.rem
7 AMYSERVER-X domadmin DirectArchiveM...  tcp:/fAMXSERVER-X:9950/CommunicationClient/Client.rem
;] AMYSERVER-X domadmin DirectArchiveM...  tcp:/fAMXSERVER-X:9950/CommunicationClient/Client.rem
@ |m ™ Server Role: Archive Server Loaded FullAccess Status

Archive Manager for Exchange can run on several computers in parallel and can communicate
with several MS Microsoft Exchange servers.

By clicking on the Microsoft Exchange servers node a list of synchronized MS Microsoft Exchange
servers will be displayed, including the number of threads.
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Archive Manager for Exchange

Session  View Tools Help
FhlRaX Do bzean
é Application Server || seryer Version Archiver threads
Q Services AMXEXCH 2016 1
& Connections
B Exchange servers
—_—
E’ Datzbase
@ [H1™ Server Role: Archive Server Loaded FullAccess Status

To change the number of threads, double-click a desired Microsoft Exchange server. In the
Threads window simply set the number of threads to be processed in one cycle. The higher the
number, the less number of cycles you have —it however slows down the system. An optimal

number is from 15 to 20.

Archive Manager for Exchange

Number of threads for auto

natic processifiy

Thread count (AMXEXCH):

| (04 || Cancel |

If you, for instance, set the number of threads to 4 and click OK.

Archive Manager for Exchange L3

DirectArchive service needs to be restarted

Restart now?

| Yes | | Mo |

Click Yes to restart the service. Then by clicking on the Connections node, 4 entries will be
displayed (see the following figure).
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Archive Manager for Exchange = e

Session  View Tools Help
FRR@X DeR/DRees
E_ Application Server jin] Computer User Access Client path
P ? Services
J 1 AMYSERVER-X domadmin Scheduler top: f{AMXSERVER -X:9904/CommunicationClient/Client.rem
Exchange servers 2 AMYSERVER-X domadmin ReadMode top: [{AMXSERVER -X:9977/CommunicationClient/Client.rem
HaM 3 AMXSERVER-X domadmin FullAccess top:[{AMXSERVER -X:30255/CommunicationClient/Client.rem
o] Database 4 AMXSERVER-X SYSTEM PSTImporter top: /fAMXSERVER-X:99 11/CommunicationClient/Client.rem
@.'l[mﬂ Server Role: Archive Server Loaded FullAccess Status

By clicking on the HSM node you will retrieve some information on your HSM store type,
HSM/Archive Manager Server and the ID of the default Retention Category. This is for
informative purposes only.

Archive Manager for Exchange EER

Session View  Tools  Help

FRRX DS Be Y

B@ Application Server Property Value
2 Services HSM 5 : AMXSERVER-X
-gf Connections erver:
53] Exchange servers || Store frpe: HsM
” Default Retention Categary: Default
foi] Database
@ [mﬂ Server Role: Archive Server Loaded FullAccess Status

By clicking on the Database node some information about the database in use will be displayed.
This information is taken from the DB Config tool.
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Archive Manager for Exchange

Status view

PEE
Session  View Tools Help
FERaXDhaqgiloas
=] ?‘ Application Server Property value
‘!’ Services
d‘} Connactions Database Type: MS SQL
1 Exchange servers Data Source: AMXSERVER-X
HaM Initial Catalog: MAMEXCH
DataTypeCompatibility: a0
Integrated Security: SSPI
Schema: dbo
erver Role: Archive Server oade ullAccess tatus
& s Role: Archive 5 Loaded FullA: Si
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Archive view

Archive view has been designed for shortcut repairing, for manual archiving/restoring (Mailboxes
and Public folders tabs) and for browsing purposes. Even restoring of lost items is possible in this
view (Archive and Mailboxes tabs).

There are four tabs — Mailboxes, Archive, Public Folders and Public folders Archive tabs.

Mailboxes tab

This tab is used for:
e Manual archiving/restoring of an item/folder/mailbox

e Repairing shortcuts

Archiving only certain type of messages or mailbox folders(via Archive wizard)

Restoring only certain type of messages (via Restore wizard)

Lost items restoring on a mailbox level (via Restore wizard)

Manual creating of shortcuts for archived items with “delay shortcut” settings

Before archiving with Archive Manager for Exchange

Before archiving with Archive Manager for Exchange all users and groups whose mailboxes you
plan to archive need to be synchronized with Archive Manager for Exchange Server (see
“Installation Guide for Archive Manager for Microsoft Exchange”). Keep in mind that archiving
cannot be applied to emails received by mailboxes that were not synchronized with the Archive
Manager Server.

The synchronization process can be automated, i.e. the synchronization can be scheduled in the
Archive Manager for Exchange\Tools\Address Book Manager and can run in the background (see
“Installation Guide for Archive Manage for Microsoft Exchange”).

When mailboxes are synchronized with Archive Manager Server you may start archiving with
Archive Manager for Exchange.

1 | NOTE: The archiving services are configured to run automatically (service type set to
“Automatic” in Start\Settings\Control panel\Administrative tools\Services) and some of
them are running under the super-user account. If some services are not started, itis
necessary to start them manually using the included Start.bat batch file under C:Program
Files (x86)\ MetalogixX\MAM4Microsoft Exchange\Tools. If it does not help, please review
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Management).

the event log entries (Start\Control panel\Administrative tools\Event viewer). The most
common problem of not starting services is the incorrectly configured identity —in this case
either run an update (repair) of the Archive Manager for Exchange setup or correct the
service identities manually (using Start\Programs\Administrative Tools\Computer

Simply display a desired mailbox in the left pane. Use the Look for combo box, enter the
respective name and press Enter. Should you enter an asterisk, a list of all groups and mailboxes
will be displayed. It is possible to find the desired mailbox while using the Set filter button as
well. Once you have displayed the desired mailbox folder you may start archiving/restoring

emails placed in that mailbox.

i | NOTE: Mailboxes have a unique identity number which is displayed in square brackets to

distinguish mailboxes in the case where two mailboxes have the same display name. The
unique identity helps the administrator to identify the correct mailbox.

Archive Manager for Exchange =E R
Session  Miew  Tools  Help
FRRRX D B Egw
Mailboxes | Archive || Public Folders | Public Folders Archive
Look, Far: Filker in: Filter text: Messages
w | | <na filter= v| [ (Blanks) | || Displayed 10 out of 10
+ @] SEA Pilote ~ From Subjeck Received Size
] @ test (=1 Administrator arything that went on that evening. T...  26.0B.201315:33.33 9.82
=2y Administrator [1] ﬁ Adrainistrator and he gave way to an old man's sab. 26.08.2001315:39:33 8.95
{3 Calendar (51 Administrator "Boris, come here,” said she with asl..  26.08.2013 153333 3.21
#+{3) Contacks 0 Administraton wias o ome bevond the dich now 0. 25082013 15:393:33 905
i) Conwersation At =| |20 Administrator rein in, and tuning back drew up atth...  26.08.201315:3%33 9.22
g gii::d Items (=1 Administratar his compary. The crowd of Russians .. 26.0B.201315:39.32 8.69
= ﬁ Administrator was 3 profound one. Anditis evenm.. 26.08.2013 153332 12.02
5 Journdl ﬁ} Administrator Chigirin talks. Pierre pondered over th...  26.08.201315:33.32 9.47
{3 Jurk Email ﬁ Adriniiztrator universal historians sometimes. wheni..  26.08.2013153%32 12.54
{3 Notes ﬁ Administrator face. 26082013 15:33:32 13m
{3 Duthox
{7 Quick Step Settin
{7 RS5 Feeds
{7 Sent Items
[T Tasks
|7 Working Set
] 5F4 Pilnte
=-[) user00l [2]
P Calendar e
< m >
| St filker | | Clear Filker
m b4
@ ﬂ ™| Server Role: &rchive Server Folder contents loaded Full&ccess Archiver/Restorer

For archiving and restoring you may use the Archive and Restore icons on the toolbar and the
context menu as well. On the following figure we have selected a non-archived email therefore
the Archive icon on the toolbar is accessible. On the next figure we have selected an archived
email therefore the Restore icon on the toolbar is accessible.

Archive Manager for Exchange

Session Wiew  Tools  Help

HERB2RXDYS

BHogow

+1-{{7) Contacts

|7 Conversation Act
{5 Deleted Items

-7} Drafts

i Inbox

4= Journal

BEDDDRED

Administrator
Adrniniztrator
Administrator
Admiristrator
Administrator

26.08. 1535 4.05
reinin, and tuming back drew up atth...  26.08.2013 153333 9.22
his compary. The crowd of Russians ... 26.0B.201315:39:32 8.69
was a profound one. Anditis evenm..  26.08.201315:33.32 12.02
Chigirin talks. Pierre pondered over th...  26.08.2013 15:39:32 9.47

Malboxes | Archive || Public Folders ublic Folders Archive
Laok far: Fifer in: Filter text: Messages
Y] <|\:- filter= v| [] (Blarks) | Displayed 10 out of 10
+--@| SEA Pilate - From Subject Received Size
= @ test Administrator anything that went on that evening. T...  26.08.2013 153333 9.82
‘D Administrator [1] Administrator and he gave way to an old man's sob 26.08.201315:35:33 8.95
i) Calendar Adrministrator & E 2 921K
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Archive Manager for Exchange ER

Session  Miew  Tools  Help
FRlBERXDEQIDR RGN
Mailboxes " Archive " Public Folders ] Publc Folders Archive I
Look Far: Filtegin: Filter kext: Messages
v | | <noffilter = v| [ {Blanks) | H Displayed 10
[ @I SEA Filoke ~ From Subject Received  © Size
= =1l Administrator anything that went on that evening. T 26082013 15:39:33 982
=1 Administrator “Boris, come here.” said she with asl..  28.08201315:33:33 221
i =1 Administrator was no one beyond the ditch now. 0., 26.08.201315:39:33 9.05
A Conversation A= | | 2 jaciisenn rmie e e b i bl s b i 9E 10 9D 4 20,39 a9

The right pane of the Archive view displays the content of a folder selected in the left pane of the
window.

1 | NOTE: Only the left pane is active for switching between folders, mailboxes, and groups. The
right pane has been reserved for manual email archiving/restoring.

Every item of the folder has its icon which represents the status of the item. You can open the
legend foricons when you click the Show legend icon on the toolbar (@) or from Enterprise
Manager/Archive view/Archive tab when you right-click an item in the right pane and select
Show legend from the context menu. The Legend window with icon explanation appears:

Legend 3
Explanation of icons
Icon  Mame Description A
Mot archived items These icons represent various mailbox ikems
c} IPM, Noke Standard email message
ﬂ IPM. Task Task ikem -
8 IPM.Contact Contact item -
“J)  IPM.Past Post item
m IPM. Appaintment Calendar iterms
|_1 IPM, Dacurmnznt Documents or other message dasses
Shortouts Shortcuts are messages which were modified after archiving. The shor. ..
4 Archived mai
% Archived mai forvwarded
E; archived mail replied
y Archived post ikem
%] Archived document
% Archived calendar item
#d  Archived contact
ﬁ Archived task
Delayed sharkouts Delayed shortouts are messages which were archived but were nat ve. ..
&5 maditem hd
m—

How to manually archive an item

To archive individual items without using a job, use manual archiving.
For manual archiving of items placed in mailboxes —use the Mailboxes tab in the Archive view.

For manual archiving of items placed in public folders — use the Public folders tab (see the section
“Publicfolders tab (Archive view)”).
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To archive items of individual mailboxes manually:

1. Click View on the Archive Manager for Exchange menu bar. Select Archive.

2. Click on the Mailboxes tab.

3. Find the desired mailbox in the left pane. You may use the Look for combo box for that

purpose. Simply enter the desired name in the Look for combo box and then press Enter.

If you enter, for instance, the letter “a” and press Enter, a list of all users whose mailbox name
contains the letter “a” will be displayed.

If you enter, for instance, the asterisk

“uxn

Archive Manager for Erchange PR
Session  Wiew  Tools  Help
FlBaX Do B 8o
Mailboxes | Archive | Public Folders | Public Folders Archive
Look for: Filter in: Filter text: Messages
|"‘ <o Filker = V| [] (Blarks) | Displayed 10
+@ SEA Filote Frarm Subject Received Jize
—@I test =1 Administrator anything that went on that evening. T 26082013 15:39:33 382
= f’:’ Administrator [1] ﬁ Administrator and he gave way to anold man's sob.  26.08.2013 15:39:23 895
@ Calendar (= Administrator "Baris, come here,” said she with a el 26.08.201315:35:22 921
#-{ Contacts =0 Administrator was ro ome bepord the ditch now, 0., 26.08.2013 15:33:33 905
-2 E”:“‘;E:Iat“”” At & adminisuator reinin, and tuming back diew up at th..  26.08.2013 15:39:33 922
g DE ite s =1 Administrator hiz compary. The ciowd of Russians .. 26.08.2013 15:39:32 869
= Inrljo; G Administrator was a profound one. And itis evenm.. 26082013 15:35:32 1202
) Journal G Administrator Chigirin talks. Fierre pondered over th..  28.08.2013 15:39:32 947
) Junk Email Gl Administrator universal historians sometimes, wheni..  26.08.201315:39:32 1254
{23 Makes i Administrator face. 26.08.201315:39.32 13m
{5 utbox
{5 Quick Step Settin
{7 RS5 Feeds
{27 Sent Items
{(7) Tasks
{7 Working et
B SEA Pilote

usernnl [2]
-7 Calendar

<

| Set filker || Clear filter

@ ﬂ || Server Role: Archive Server

Folder contents loaded

Fullfccess

Archiver/Restorer

and press Enter, a list of all users will be displayed.

Double-click the required mailbox, e.g. Administrator, to expand its subfolders and then click

on the desired one (e.g. Inbox).

Select the desired items in the right pane and then click on the Archive icon on the toolbar.

Archive item.

1 | NOTE: You can also right-click the desired item and then, in the context menu, select
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Archive Manager for Exchange

Session Miew  Tools  Help

FRRRX DS BPS

90w

Mailbiooes " Archive " Public Folders " Fublic Folders Archive ]

"EE

iy Calendar
[#-[07) Conkacts

- Conwersation Ad
-5 Deleted Items

PEEEDDDDED

-5) Motes
{1 Dutbox

Admiristratd %

and he gave way to an ald man's sob.

Adminiztiat] 'B Archive itermn I

Restare item 43

) Draft Administrat]

= II‘:EUXS Administraty Repair shartcut

-3 Journal Administrat] Fromaote delayed shortcuts

-2 Junk Email Adm!n!stlat' Promate backup shortcuts
Administrat]

Refresh itern list for folder Inbox

26.08.201315:33.33
26.08.201315:39:33
26.08.2013158:39.32
26.08.201315:33.32
26.08.201315:33.32
26.08.201315:39.32
26.08.2013158:39.32

Look For: Filcer in: Filker kext: Messages
* w | | <no filker = v| [] (Blanks) | | ‘ Displayed 10 out of 10
@I SEA Pilote: ~ From Subject Received Size
E"@I test Adrainigtator anything that went on that evening. T...  26.08.201315:39.33 9.82
B -E’__:'l Administrator [1] Administrator 26.08.2013 15:33.33 8.95

305
922
BES
1202
347
1254
1am

6. The Archive Options window pops up before archiving. In the Retention category down-drop

box you can choose the retention category for archiving. The basic characteristics for each
category (HSM Schema, Retention time and Delete time) will appear below the down-drop

box.

1 | NOTE: If no selection is made in the Archive Option window, the retention category set as
default (see the section “Retention tab”) will be used for the archived item.

E Archive Manager for Exchange

Archive options

Retention category:

‘keep shorteut For 3 years h

H3M Scheme: 1
Retention time; &0 months
Delete time: 13 years

7. Click Archive.

8. When archiving is complete, the Processing result window will be displayed. Click OK.

Processing result

@B Processing finished.
¥ Mumber of items: 1
e Processed items: 1

9. The archived item will subsequently be displayed with a differenticon (see below).
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Archive Manager for Ekchange

Session MWiew  Tools  Help
FRARRXDER D Yo
Malboxes H Archive " Fublic Folders " Public Folders Archive ]
Laok For: Filker in: Filker bext: Messages
* <nin filcer = v| [ (Blarks) ‘ || Displayed 10
+@ SEA Pilote -~ From Subject Received T Size
—@ test (=1 Administrator anything that went on that evening. T...  26.08.201315:3%:33 982
- Administrator [1] &l and he gave wap to an old man's sob.  26.08.2013 1%:33:33 8.95
||
=] was ho ohe beyond the ditch now. O 26.08.201315:35:33
{0 Comversation Adt | | (3 s griisator rein in, and turning back drew up at th..  26.08.2013 153333 922
E Deleted rtems £ Administatar his company. The crowd of Russians 2608 2013 1533 32 G639
& Administator waz a profound one. And itis even .. 26082013 153532 1202
w} Administrator Chigirin talks. Piene pondered over th...  26.08.2013 1535332 947
w} Adrminiztrator universal historians sometimes, when i 26.08.2013 15:3%32 1254
& Administiator face. 26.08.2013 1523332 1am

How to restore an item

To restore individual items, use the Mailboxes tab in Archive view. To restore items in public
folders, use the Public folders tab. For more information see the section Public folders tab

(Archive view).

To restore individual items:
1. In Archive view click on the Mailboxes tab.

2. Find the desired mailbox in the left pane. You may use the Look for combo box for that
purpose.

3. Double-click the desired mailbox to display its subfolders. Select the desired folderin the left
pane. Its content will subsequently be displayed in the right pane. Only the left pane is active
for switching between folders.

4. Right-click the desired archived item in the right pane and then, in the context menu, select
Restore item.

1 | NOTE: You can also select the desired archived item and then click on the Restore icon on
the toolbar.

Archive Manager for Exchange rERR
Session View  Tools  Help
AR X DR B qaen
Mailboxes " Archive " Public Folders H Public Folders Archive ]
Laok For: Filker in: Filker kext: Messages
|"‘ w | | <noFfilker = v| [] (Blarks) | Displayed 10
+@I SEA Filoke A From Subject Received  © Size:
—@I test =1 Administrator anything that went on that evening. T 26082013 15:39:33 382
Administrator [1] &l Administator and he gave sob.  26.08.201315:39:23 2595
-7 Calendar =1 & = - . 1
0D Contacts Sl |E dminis ) Avchive iter 26.08.2013 15:33.33 905
] Corverdsatp” A |2 administ[@3 Restore item [ . 26.08.201315:39:33 922
2 Deleted Trems S0 Administ _ g 26.02.201315:33:32 gEa
&1 Administ Repair shortcut 26.08.2013 15:33:32 1202
&dminizt Prornote delayed shortcuts 26.08.2013 15:39:32 947
i
-2 Junk Email ﬁ Adm!n!st Prarmote backup shortcuts 26.08 203 15:33.32 1254
. Gl Administ 26.08.201315:39:32 13m
{25 Motes
P [# Rafrach itam lick fav faldar hnko

5. The Restorer options window opens. If you select the Delete all versions of the document
check box then all versions of that document in the HSM store will be marked for deletion and
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can be deleted with Delete Files job when their retention time elapses. If the check box is not
selected, versions will be displayed as lost on the Archive tab of Archive Manager for
Exchange. Click Accept.

Restore

Restore options

[] pelete all versions of the item

will be restored and its icon will change, too.

6. When restoring is complete, in the Processing result window click OK. The respective item

NOTE: When restoring an item having several versions archived, those versions will be

displayed in the right pane. You may choose to restore any of those versions.

Archive Manager for Exchange ER
Session  Wiew  Tools  Help )
RRXDORDDLR0N Versions
Mailboxes " Archive " Public folders ” Public Folders Archive ‘
Look For: Filter in: Filker kext: Messages ersion | Subject
* j |<nn filter = ﬂ | Displayed: 31, tokal: 31 ‘ =2 Fit: Multip
B Tech Support = [ From [ subfect [ received [ see  =||&r P Mdkip
@I TelnetClients (=3 stv_exchange Latest documentation 20.01.2009 15:07:31 456.2 KB
-] Terminal Server License = [] sandraBullack Tentative: Strategic mesting  07.07.2008 10:42:34 974 B
B Test @i AlPacino Updated documentation 13.06.2003 12:30:45 2,54 KB
B testroupt (3 gandraBulock  Fwhi 29.10,2007 16:07:31 593,42 KB
B testaroup? 3 administratar Pt 08.10.2007 11:16:49 5.76 KE
-3 Users o = Mio again best 20.09.2007 14:15:34 1.52 MB
G windows Authorization & | | 5 g test2 20,09,2007 14:14:22 412,898
£l Search resuks .
B[ Administrator [4] ﬁ Mel Gibson Install guids 11.09.2007 14:11:58 2.13KB
[i@ Archive (= useroni 15.08.2007 09:49:34 457,33 KB
3 hi'l Calendar ﬁ srv_exchange 15.08.2007 09:35:41 2.06 KB
{7 Contacts . qultiple q 05 KEl
[ Deleted Trems i srv_ewchange Pt Administrator guide 15.08,2007 09:30:27 293 B
-{(7) Drafts &4 srv_ewchange FW: erhrt 15.08.2007 09:29:56 1.96 KB
-2 Import g} sry_exchange Fu: erhrt 15.08.2007 09:29:56 1.96 KB
[+ Inbox & userD03 Backup 31.07.2007 12:00:20 233 KB
= @ Journal ﬁ userd03 Backup 31.07.2007 12:00:20 2,33 KB
-2 Jurk E-mail & srv_exchange 31.07.2007 11:58:17 3,29 KB
{2 Mates ||t srv_exchange picture 18,07.2007 13:02:59 3,35 KB
{3 Others @i srv_exchange akdhi 17.07.2007 15:22:29 355K
O Outhox (=0 Admiristrator 17.07.2007 15:17:54 1,36 MB
{0 Sent tems 50 Administrator 17.07.2007 15:17:54 1,38 MB
e |2 Administrator 17.07.2007 15:17:54 1,36 MB
U [ L Tasks | LlJ 3 administrator 17.07.2007 15:17:54 138 MB
D Sysktem Adminis...  Undeliverable: hello 17.07.2007 09:53:32 630.07 KB
‘ et Filbar | | Clear filter | T S amden Bl [RT OR— L M7 AT AN = 1:.|LI
| | v 4 »
@ ﬂ Folder contents loaded Fullaccess ArchiverRestarer

How to manually archive all items in
a folder/mailbox

You can archive the content of a folder or a whole mailbox manually. The process is similar to

email archiving described in the section “How to manually archive an item”.

Archive view. See the section Public folders tab (Archive view).

1 | NOTE: Manual archiving of folder in public folders can be done on the Public folders tab in
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To archive the entire contents of a folder or mailbox manually:

1. In Archive view, click on the Mailboxes tab.

2. Find the desired folder/mailbox in the left pane. You may use the Look for combo box.

3. Right-click the desired folder/mailbox and then, in the context menu, click Archive

folder/Archive mailbox.

Archive Manager for Exchange

Session MWiew  Tools  Help

FRERaxXx Do B eaon

Mailboxes | Archive || Public Folders || Public Folders Archive

Look for: Filker in: Filter text:
w | | <nofikers v| [] (Elanks)
- -¢R Search results ~ Fram Subject
- f:’ Administrator [1] (= Administrator anything that went on that evenir
) Calendar ﬁ Administrator universal historiang sometimes, wl
+-{7) Contacts
{5 Conversation Action
{7 Deleted tems -
{7 Drafts -
=+ from Sandra
-4 Inbox |D Archive folder
2 Journal @3 Restore folder e
-3 Junk Em —,
g Motes Refresh itern list
1) Outbox Repair shortcuts
-7 Quick 5
-{[7) B35 Fex Promote delayed shortcuts
1) Sent Ite Pramote hackup shortcuts
- @ Tasks I

Folder archiving

4. Inthe Retention category down-drop box of the Archive Options window you can leave the
default retention category or select another one. Click Archive.

5. When the process is finished, in the Processing result window click OK. All items in the
folder/mailbox will be archived.

Processing result

@l Processing Finished.
QW mumber of items: 1

= processed items: 1

How to restore all items in a folder/mailbox

Restoring of all items in a folder/mailbox is done in Archive view on the Mailboxes tab. If you
want to restore only certain type of messages (e.g. calendar items or tasks) for a mailbox, filter
out the desired message classes via Wizard —see the section “Restore Wizard —How to restore
only certain type of items”.

i | NOTE: Restoring of all items in a public folder can be done on the Public folders tab in
Archive view. See the section Public folders tab (Archive view).
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To restore all items in a folder/mailbox:

1. In Archive view, click on the Mailboxes tab.

2. Find the desired folder/mailbox in the left pane. You may use the Look for combo box for that

purpose.

3. Right-click the desired folder/mailbox in the left pane and then, in the context menu, click
Restore folder/Restore mailbox.

Restore icon on the toolbar.

Archive Manager for Exchange

Session View  Tools

Help
HERBRRaXDuw

._j e

a

gow

rEFR

518

B Archive mailboe

ient Cache
tion Settings

i

) Restore mailbox

.ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

Restore wizard

Refresh item list

Repair shorbcuts

Refresh mailbox

Archive wizard

I
a3

Promote delayed shortcuts

Promote backup shortcuts

P

<

]

| Set filker | ‘ Clear filker

Mailboxes | Archive | Public Folders | Public Folders Archive
Look For: Filter in: Filter text: Folders
v | | =no filker = v| ] iBlanks) | || Displayed 15 out of 15
@ Distribution lists ~ Faldzr
+@| Domain Adrins 3 Calendar
+@| Domain Users 3 Contacts
+@| Managed Availabiicy Sery I3 ContactsM0E967759-2740-4082-43EE-DFFIET ..
TEE| new ) Contacts{AIE 2BC46-B300-4243-8315-600991 ..

@ ﬂ | Server Role: Archive Server

Folder contents lnaded

Fulldccess

ArchiverfRestorer

Mailbox restoring

1 | NOTE: You may also select the desired folder in the left pane and then click on the

4. Inthe Restorer options window click Accept. If you select the Delete all versions of the
document check box then all versions of items placed in that folder/mailbox will be marked
for deletion in the HSM store and can be deleted with the Delete Files job when the retention
time elapses. If the check box is not selected, versions will be displayed as lost on the Archive
tab of Enterprise Manager.

Restore

Restore options

[] Delete all versions of the item

5. When restoring is complete, in the Processing result window click OK. All items placed in that
folder/mailbox will be restored.
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Processing result

Processing finished.

Repairing shortcuts

Usage:
e when some shortcuts are not working properly in Outlook

e when general shortcut settings on Tools/Options/Archive settings/Shortcut tab were changed
and these new settings should be applied to all shortcuts of a group, mailbox or folder

To repair shortcuts for a group/mailbox/folder:
1. Inthe Archive view click on the Mailbox tab.

2. Right-click the desired group/mailbox/folder in the left pane of the window and select Repair
shortcuts option in the context menu.

Archive Manager for Exchange

Session View  Tools  Help
FRERX DS PR Eaos

Maiboxes | Archive | Public Folders | Public Folders Archive

Look for: Filter in:

w | | =nofilker = W

=I- ] Distribution lists ~ Display name
-2 Domain Admins [ user02

+@ Domain Users
+@| Managed Availabilty Sery -

=
+@| 5 'B Archive mailboxes
-] te @3 Restore mailboxes

_“.?ﬂ?far Refresh itern list

‘*:| Repair shortcut]s,
T

-

Archive Wizard

Archive wizard accessible from the mailbox context menu on the Mailbox tab is a powerful tool
for manual archiving. Administrator can archive several mailboxes at once and apply archiving
filters regarding:

® message type

e mailbox folders
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To archive mailbox(es) with predefined settings:

1.
2.

In the Archive view click on the Mailbox tab.

Select one of the desired mailboxes in the left pane. You may use the Look for combo box for

that purpose.

Right-click the mailbox and select Archive wizard from the context menu.

The Archive messages wizard opens. Use the Add button to add more mailboxes for which you

want to archive messages. Click Next.

B Archive messages wizard

Selected mailboxes

T acchive Manager for Exkchange

emal address ~
user012@40demo2. local
user0l4@40demoz . local
user015@40demoz. local
user0l6@40demno2. lacal
user017@40demo2. local
user01&@40demoz . local
user019@40demoz. local
user0Z0@40demno2. lacal
Jerry ani@40 cal

marianne, peters@40demoz. local
low, Florence@40dernoz local

= Display name Select mailbox
Admiistrator Adrministrator Type in the name or select from list:
Digplay name Alias
f_?; userdl3 userdl3
If_:'; userdl4 user0l4
[ userD1s usetls
f_:’; userdle userdl6
f_?; userdl? usetdl7
If_:'; user0ld user01d
[ usern19 usetnle
f_:’; userdz0 user020
( Add n Remove | | Remaove all | JE”"*" MeLean =
e — E:'; Marianne Peters marianne, peters
E‘; Lou Florence low. florence
Selected objects:
If_:’; Adrniniskrator
(3 Jerry McLean

In the following dialog you can set filters regarding message classes and folders.

a. Toarchive all messages select Archive all messages switcher.

If you want to archive only certain message classes, select the Filter messages switcher and
click the Filter button. In the pop-up message filter select to archive:

¢ All supported message classes (as set in Tools/Options/Message classes)

o Selected message classes and check those message classes which you want to archive.

1 | NOTE: The selected message classes must be set as supported message classes on the

Tools/Options/Message classes/Supported classes tab. If they deactivated or not

supported, they will not be archived.
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B Archive messages wizard

Select archive options

B Archive Manager for Exchange
ESSUENILETITTT S — ”
) Message filter
)_&rchive all messages
[ (®) Filer messages ]<none> @ all supported message classes

() selected message classas

m.ﬁg-,m,g__. . —— Motz

— Post
(® archive all Folders
| Docurnent
) Fi Filter < >
() Filter Folders none Appoinkment
Conkact

Task

HE =

b. To archive all folders select Archive all folders switcher.

If you want to archive messages only from certain mailbox folders, select the Filter folders
switcher and click the respective Filter button. Specify your settings in the pop-up message
filter. Click Selected folders switcher to choose folders to be archived:

e Include mail folders — all mail folders (Inbox, Sent Items, Drafts etc.) in the mailbox will
be archived, including user defined mail folders

¢ Include non mail folders —all non mail folders will be archived (e.g. Tasks, Calendar etc.)

e And you can select also specific folders under Default folders

B Archive messages wizard

Select archive options

B Archive Manager for Exchange

Message filter
ms&msﬂlﬁsﬂw— - —
— O al folders
() Archive all messages
® Filker messages <nane: ® Selected folders
Ca Include mail Falders
3 [] tnclude non mail Folders
O UETHTECTITISSS_—_—— —
Dief ault Falders:
() Archive all Folders 3 Irbox
[ ®) Filter Folders Filter ] <nane [ [¥] sent Iems
@ Deleted Tkems
A1 [] Drafts
8 [ calendar
_ 4L
85 [] Cortacts
éi D Journal
o] [ Metes

Example: In the above figure we have selected Include mail folders check box and the
Calendar check box. As a result, all mail folders (Inbox, Sent Items etc.) of the given
mailbox will be archived and Calendar folder will be archived, too.

6. Then select the retention category which you want to use for archiving. Click Next.

7. In the Summary window click Start. When the process finishes, click Finish.
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Restore Wizard — How to restore only certain type of
items

Restore wizard accessible from the mailbox context menu on the Mailbox tab significantly
extends restoring options. Administrator can decide to restore:

o filtered mailbox items that are filtered by type of item (e.g. calendar items, tasks etc.) or by
receive date.

e |ostitems of several mailboxes at once (see the next section Restore Wizard —How to restore
lost items for several mailboxes).

To restore filtered mailbox items:
1. Inthe Archive view click on the Mailboxes tab.

2. Find one of the desired mailboxes in the left pane. You may use the Look for combo box for
that purpose.

3. Right-click the mailbox and select Restore wizard from the context menu.

4. The Restore mailbox wizard opens. Choose the Restore items filtered and click Next.

& Restore mailbox wizard

Select restore type

O Restore lost items

Select this option ta restare messages which were deleted From the
mailbo

[® Restore items Filtered

Select this option to restore messages from archive while vou can fiker the
messages you wank ko restare

_ - BaCK 3 e Cance'

5. Inthe Settings window click Add button to add also other mailboxes.

& Restore mailbox wizard

Settings for restore

Selected malboxes:

Adminiskrator [1]

add || addal |[ cear
[] Mark the document as deleted after restore
ﬁ e
Filter out the messages you want to restore Filker message class...
[ Filter by date @) Received date Change Filter...

) Maodfication date

I
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6. The Select mailbox window opens. Enter the mailbox name in the upper text field or double-
click all desired mailboxes from the list. Selected mailboxes will appear in the Selected
objects field. Finish by clicking OK.

A Archive Manager for Exchange
Select mailbox

Type in the name or select: from list;

Display name Alias email address ~
f_?_i userild usergld userd13@40demoz. local
I':_:i user0ld uzer0ld userd14@40demoz. local
[ user01s user0ls userl15@40demoz. local
f_ﬁ userfl1s user0l6 userl16@40demoz, local
Iiﬁ user0l? userdl? user017@40demoz. local
() user01s user0ls userl18@40demoz, local

() usern12 user019 user019@40demoz. local

f_?_i user0zo user0z0 userfzo@40demoz. local

f_ﬁ Jerry McLean Jerry . Mdean Jerry. Mclean@40demo?. local
Matianng Peters marianne, petets

f_ﬁ Lou Florence lou.florence

<| m >

* 2
Selected objects: L=

I:!l Marianne Peters

_

7. Backin the Settings window all selected mailboxes will be displayed in the Selected
mailboxes list. If you select Delete document after restore check box, restored messages will
be marked for deletion in the archive. Now click the Filter message class button to choose the
message classes to restore.

I Restore mailbox wizard

Settings for restore

Selected mailboxes:

Administrator [1];Marianne Peters [23]

add  |[ addal ][ Clear

[] Mark the document as deleted after restore

Filker out the messages you wantk Lo restore Filker message class

[ Filker by date @) Received date Change Filter

) Modffication date

| < Back, || Mext > || Cancel ‘

8. The message filter pops-up. Select the message classes which you want to restore for the
chosen mailboxes and click OK.

B Archive Manager for Exchange B

Message filter

) all suppotted message dasses

®) Selected message classes

@ Mote

E Post

E Document
|:| Appoinkment
|:| Contack

[] Task
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You can also filter messages by date when they were received or modified. To do so check the
Filter by date check box. Then opt for Receive date or Modification date and click Change
filter. Then in the pop-up window specify after/before/between option in the Date down-
drop box. Finally enter the desired date and click Apply.

[ﬁ Restore mailbox wizard
Settings for restore

Selected mailboxes:
Administrator [1];Matianne Peters [23]

- < Back || Mext = || Cancel |

[] Mark the document as deleted after restore

g_ 15.05.2018 14:09:47 v
hilLEr

Filter out the messages you want to restore

Filter by date () Received date Change Flter

® Modification date

- Foply

10. In the Summary window click Finish. When the processing has finished, you can check the

result of processing. Next to every processed folder you can see the number of all folder
items/number of items processed/number of errors, e.g. “Folder Inbox processed 125/19/0”.
If no items satisfy the entered criteria, no summary is displayed. Click Close.

Restore Wizard — How to restore lost items for
several mailboxes

Users may have deleted the shortcut of an archived item simply by pressing the SHIFT key along
with the Delete key on the keyboard or by clicking on the Delete icon on the Outlook toolbar.

NOTE: (not by clicking on the Delete archived messages icon and selecting Delete from
archive option, which is an Archive Manager Client AddIn feature). In such cases those
archived items are lost for the user. They cannot be reached by the user, but they still reside
in the HSM store at least until their retention time expires. They can be recovered manually
by the administrator only on the Archive tab and lost items from several mailboxes can be
restored at once on the Mailboxes tab. (Such lost items have a blue icon on the Archive tab.

To restore all lost items for several mailboxes:

In the Archive view click on the Mailboxes tab.

Find one of the desired mailboxes in the left pane. You may use the Look for combo box for
that purpose.

Right-click the mailbox and select Wizard from the context menu.

The Mailbox wizard opens. Choose the Restore lost items option and click Next.
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& Restore mailbox wizard

Select restore type

®) Restore lost items

O Restore items Fitered

P Select this option ta restore messages From archive while you can Filker the
6 messages you wank ko restore

m ks cance'

5. In the Settings window click the Add button to add also other mailboxes for which you want to
restore lost items.

& Restore mailbox wizard

Settings for lost items restore

Selected mailboxes:

Administrator [1]

[] Mark the document: as deleted after restore

[v] Create shortout

‘i'[}ﬂ' E —
Filter out the messages

I )

6. The Select mailbox window opens. Enter the mailbox name in the upper text field or double-
click all desired mailboxes form the list. Selected mailboxes will appear in the Selected
objects filed. Finish by clicking OK.

M archive Manager for Exkchange

Select mailbox

Type in the name or select from lisk:

Display name Alias email address ~
[ userdi3 userl3 userll 3@40demo2.local

[_-:’.1 user0i4 userlls4 userll4@40demoz. local

E_f[ userdls userdls userD15@40demoz. local

() userdis userlls userll6@40demo2. local

() userdi7 userdl? userll F@40demo2. local

[_-1 user0id user01g user1d@40demo2. local

[_-21 userd19 userg19 userD19@40demo?. local

(21 usernzn userz0 user020@40demo2. local =
[_-:’.1 Jerry McLean Jerry.Mclean Jerry Mclean@40demoz.local

(24 marianne Peters marianng peters rmarianng peters@40demnoz local

Lo Florence

v ~
Selected objects: L= 1

If:_fl Lou Florence

_

7. Backin the Settings window all selected mailboxes will be displayed in the Selected
mailboxes list. Now choose one of the following options:
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a. Mark the document as deleted after restore check box —lost item(s) will be restores and
displayed in the user’s mailbox as non-archived; all versions of the lost item(s) will be
marked for deletion in the archive

b. Create shortcut check box —shortcut of the item(s) will be displayed in the user’s mailbox
and all versions will be accessible

W Restore mailbox wizard

Settings for lost items restore:

Selected mailboxes:

Administrator [1];Lou Florence [24]

[] Mark the document as deleted after restors
Create shortcut

ﬁ =T

Filter out the messages

 eanaes

8. Maybe you do not want to restore all lost items in the selected mailboxes. Click Filter to set a
filter for restoring. It is a search based filter. You can filter by sender, subject and also other
parameters.

Specify your filter parameters and click Start search button in the Search based filter window.
Click Apply if you want to restore the found item.

If you have finished, click Next.

“+ Search based filter ©®
Messages | Settings

Find items that match these criteria:
And/Or  Field Operator Value
+ Add new dause

Search only in the following mailboxes

|Adminish'ator

Start search

_ Aoty

9. Inthe Summary window read the summary. Click Evaluation, if you want to display the
number of lost items to be processed. Then click Finish.
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¥ Restore mailbox wizard -]
]

Summary @

SUMMary:

Processing mailboxes: 2 -
- Administrakor [1];Lou Florence [24]
- will create shaortcuts

- filker is applied

_ | < Back. || Finish || Cancel |

How to manually create a shortcut for an archived
item

In the Archive view on the Mailbox tab some items can be displayed with the followingicon: @
(delayed shortcut) or & (backup shortcut). This indicates that the email has been archived but no
shortcut was created for it. That happens when the email has been archived via retention
category which keeps the original email or delay shortcut creation. (See “Retention tab”). Itis
possible to create a shortcut for such email on the Mailbox tab.

To create a shortcut for an archived item:
1. Inthe Archive view click on the Mailboxes tab.

2. Find the desired mailbox in the left pane. You may use the Look for combo box for that
purpose. Double-click it to unfold its subfolders.

3. Locate the desired item with delayed shortcut/backup shortcut icon in the right pane. Right-
click it and then, in the context menu, click Promote delayed shortcut/Promote backup
shortcuts as required.
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Archive Manager for Exchange mPEE
Session Wiew  Tools  Help
FRBRXDYS DS |eN
Maiboxes || Archive | Public Folders | Public Folders Archive
Look For: Filter in: Filter text: Messages
|admin v | | <nofilker= v ‘ [] {Blanks) | Displayed 10 out of 10
i @] Domain Admins - From Subject Received Size Atta
@I Domain Users = ugerd2 dark-haired, remarkably slim, pretty gir...  26.08.2013 15:3%:32 298 MB
@ Managed Availability Ser ﬁ uzer002 occupy a position he had not himself .. 26.08.201315:33.32 8.82kEB
+ @I new ﬁ uzerlnz2 hurry. "How can | think. of the bright =i..  26.08.2013 15:39.32 917 KB
@ SEA Pilate @ " [T Gl bemd ot el il B
- = tBhSt | Bl uerdn2 | Archiveitem 26.08.2013 15:33:32 9.38KE
- @ e o - 0 useil02 |73 Restore ftem 26.08.201315:35:32 BEIKE
b 1 uzerng 26082013 15:35331 7ERER
B userdi2 REnaiiEhortent 26082013 163331 B2TKE
= user002 ‘ Promote delayed shortcuts ‘ 26.08.201315:38:1 107 BB KR
3 user002 26.08.201315:33:31 .27 KB

{5 Contacts

{5 Conversation Action
{7 Deleted Items

{07 Drafts

1 Inbox

| Set filker | | Clear filker

Promote backup shortouts L\\S

Refresh itern list for folder Inbox

. Showe all itemns

Shoue only archived iterns

Showr only not archived items

@ ﬂ | Server Role: Archive Server

Faolder contents loaded Full&ccess

Archiver/Restorer

4. When the processing is over, in the Processing result window click OK.

Archive tab

This tab is generally used

e torestore lostitems E (they have no shortcut in MS Outlook, but they physically remain in the

e as a mailbox browser

HSM store during their retention time)

NOTE: On the Archive tab the administrator can browse through mailboxes and their folders.
For each folder there is a list of all its items displayed in the right pane of the window.
Different colors of the icon represent different status of the item. You can open the legend

foricons when you right-click an item in the right pane and select Show legend from the

context menu or you can click the Show legend icon on the toolbar (). The Legend window
with icon explanation appears.
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Archive Manager for Exchange EER

Session MWiew  Tools  Help

FRBRXIDOG R ’@e
Mailboxes || Archive | Public Folders | Public Folders Archive

Laok Far: Filter in: Filter text: Messages

v | | <nofilker = v‘ [] iBlanks) | | | Displayed 11 out of 11
+@| new ~ From Subiject Received Size Af

-] SEA Flote a e 982 KB
B rest 1 Administrat Restorclipstitems 26,08 2013 15:39:33 8.95KE
=R Search resuits =1 Administat Restare lost iterms to 26.08.201315:3%:33 9.21KB

2 Admiristrator [1] 3 Administrat 26.08.2013 15:39:33 .05 KB
0D Calendar O admrisra I Show 3l tems 26,08 2013 15:39:33 322KB
-0 Contacts B Admiristrat Shows only archived iterns 26,08, 2013 15:35:32 8.69KB
O Comversation Adkon | || |1 admiishal  show anly correct iterns 26.08.2013 15:39:32 12.02KB
A administrat Show ants st items 26082013 15:33.32 9,47 KB
A administrat i 26.08.2013 15:39.32 1254 KB
|| E Administrat Show anly corrupted items 26.08.2013 15:39:32 12,01 KB
= | |E Adwikistrat Refresh itern list For folder Inbox 26082013 15:39:32 10.81 kB
; < E*E Show legend 2
{5 Quick Step Settings

Some basic icons:

E Blue indicates that the respective archived items are lost, i.e. they remain in the HSM store at
least during their retention time but they have no shortcut in Outlook. User cannot reach them.
Such lost items can be recovered manually only by the administrator on this tab or on the
Mailboxes tab (see the section “How to restore lost items for several mailboxes).

1 Green indicates that the respective item is archived and has a shortcut in Outlook. It can be
restored.

i4 Red items are corrupted, i.e. there is a shortcut to them, however the content has been
corrupted and therefore that item cannot be restored.

- Yellow indicates that the shortcut in the mailbox folder belongs to a different user.

Restoring lost items

Users may have deleted the shortcut of an archived item simply by pressing the SHIFT key along
with the Delete key on the keyboard or by clicking on the Delete icon on the Outlook toolbar and
not by clicking on the Delete archived messages icon and selecting Delete from archive option,
which is an Archive Manager Client AddIn feature.

In such cases those archived items are lost for the user. They cannot be reached by the user, but
they still reside in the HSM store at least until their retention time expires. They can be
recovered manually by the administrator only. Such lost items have a blue icon on the Archive
tab.

On this tab the administrator can restore:
e one lostitem
e all lostitems of afolder

e all lostitems of a mailbox
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e (restoring of lost items for more mailboxes at once can be done on the Mailbox tab —see the
section “How to restore lost items for several mailboxes”)

NOTE: In all three cases mentioned above the administrator can restore also to a folder or a
mailbox different from the original one (see Lost items restoring to a specific folder ).

To restore one or more lost items:

1. Click View on the Archive Manager for Exchange menu bar. Select Archive. Then switch to the

3.

4.

Archive tab.

In the left pane find the desired user whose lost item(s) you want to restore. You can use the
Look for combo box where you do not need to enter an exact name of the user.

To restore ONE LOST ITEM, open the folder in which the shortcut to this item was originally

kept. A list of all items of the folder will be displayed in the right pane. Right-click the desired
lostitem (blue icon). In the context menu select Restore lost item option.

To restore ALL LOST ITEMS OF A FOLDER right-click that folder in the left pane. In the context
menu select Restore lost folder items option.

To restore ALL LOST ITEMS OF A MAILBOX right-click that mailbox in the left pane. In the
context menu select Restore lost mailbox items option.

context menu, click Show only lost items.

Archive Manager for Exchange

Session View  Tools  Help
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{5) R3S Feeds .
{0 Sent Trems Showe anly archived iterms
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Archiver/Restorer

Restoring a lost item

In the pop-up Restore options window choose between two options:

i1 | NOTE: If you want to display lost items only, right-click in the right pane and, in the
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a. Delete all versions of the document check box —all versions of the lost item(s) will be
marked for deletion in the archive, just the latest one(s) will be displayed in the user’s
mailbox as non-archived

b. Restore shortcut only check box —shortcut of the item(s) will be displayed in the user’s
mailbox and all versions will be accessible

NOTE: If none of the options is checked, email is returned to the user’s mailbox as non-
archived and its versions, if any, are displayed as lost in Archive Manager for Exchange.

Restore options

[ Delete all versions of the item

Restore shorkcut only

- emmaeTa

5. Click Accept. The respective archived item will be restored to the folder its shortcut had been
deleted from.

6. When restoring is over, in the Processing result window click OK.

Restoring lost items to a specific folder

Using this option lost items can be restored to a mailbox different from the original one.
However, when only shortcut is restored (i.e. not the original message) to a different mailbox,
the mailbox user is not the owner of such item. It means that the user will not be able to delete
or modify the archived item using that shortcut. The user will be able to restore the shortcut and
perform the changes but cannot control the archived counterpart. On the Archive tab such item is
displayed with a yellow icon: =,

To restore lost item(s) to a folder or a mailbox different from the
original one:

1. Click View on the Enterprise Manager menu bar. Select Archive. Then switch to the Archive
tab.

2. Inthe left pane find the desired user whose lost item(s) you want to restore. You can use the
Look for combo box where you do not need to enter an exact name of the user.

3. Torestore ONE LOST ITEM, open the folder in which the shortcut to this item was originally
residing. A list of all items of the folder will be displayed in the right pane. Right-click the
desired lost item (blue icon). In the context menu select Restore lost item to option.

To restore ALL LOST ITEMS OF A FOLDER right-click that folder in the left pane. In the context
menu select Restore lost folder items to option.

To restore ALL LOST ITEMS OF A MAILBOX right-click that mailbox in the left pane. In the
context menu select Restore lost mailbox items to option.
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4.

1 | NOTE: If you want to display lost items only, right-click in the right pane and, in the

context menu, click Show only lost items.

Archive Manager for Exchange ER
Session Miew  Tools  Help
FRBERXIDOS ER |aon
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+@| SEA Filote =1 Administrator hiz company. The crowd of Russians 26082013 15:39:32 8E3KB
+"@| test  Administrator was a profound one. Anditis evenm..  26.08.201315:39:32 1202KB
= @ S:arch rfasults = Administrator Chigirin talks. Pierre pondered over th...  26.08.201315:39:32 947 KB
_'"f—;! Admiristrator [1] A Administrator uriversal historians somefimes, when i 26032013 15:33:32 1254 KB
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In the pop-up Restore lost items window choose between two options:

a. Delete all versions of the document check box —all versions of the respective lost item(s)
will be marked for deletion in the archive, just the latest one(s) will be displayed in the
user’s mailbox as non-archived.

b. Restore shortcut only check box —shortcut of the respective item(s) will be displayed in
the user’s mailbox and all versions will be accessible.

1 | NOTE: If none of the options is checked, email is returned to the user’s mailbox as non-

archived and its versions, if any, are displayed as lost in the Enterprise Manager.

5. Then click the Change button to specify the destination where the item(s) will be restored.

6.

In the Mailbox folders pop-up window define a mailbox (using the Change button) and a
folder of that mailbox where the lost item(s) should be restored. If the folders are not
displayed, click Refresh. Click OK.

Restore

Restore options
Destination:

"] Delete all versions of the item

[] restare shorkout anly

=]
& Mailbox folders B

! Change I Mailbos:

|Administratur H Change... H Refresh |

Mailbo: Folders:
{7 Calendar ~
=3 Contacts

{5 {06967759-274D-40B2-A3EE-DFFSET37 2707}

{5 {ASEZBC46-B3A0-4243-E315-600991004455}

{5 GAL Contacts

{5 Recipiert Cache
—— @ {7 Conversation Action Settings

-{7) Deleted Items
=iy from Sandra
L new
{7 Inbox
{7 Journal
-4C7) Junk Email
{7 Motes v

_
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7. Backin the Restore lost items window the defined folder is displayed in the Destination field.

Click Start. Then OK.

Restore options
Destination;
Mailbioz: Aadministrator [1] Change
Folder: Drafts |—|
] Delete all versions of the ikem
Restare shartout only
_

Restoring mailbox folders

When mailbox folders or sub-folders with archived items are deleted, the information about the
folder structure is available to Archive Manager. The entire folder structure can be restored. For
example, assume that the sub-folder tree Inbox > Conference > Vendors was deleted. Deleted

folder names appearin blue color.

Archive Manager for Exchange

Session

View Tools Help

Archive Manager for Exchange|

FRRBEXDeQBe aen

Mailboxes "Archwe "Puhl\anIders " Public FnldersArchive]

PER

Look for: Filter in: Filter text:
| || <no fiiter > | [ Elanks) |
E-) Contacts ~ Felder ~
{C3) Conversation Action Settings
[(-{(5) Deleted Items [ calendar
1) Drafis [ contacts
{C5) ExternalContacts I Conversation Action Settings
{5 Files 52 Deleted Items
£ Inbox I Drafts
({5 Conference |2 ExternalContacts
i {3 Vendors ) Files
() Tasks 3 Inbox
1D Journal I3 Inbox/Conference
1) Junk Email I3 Inbox/Conference Vendors
{3 Motes I3 Inbox/Tasks
{3 Outbox Y11 ournal
< e 2 Junk Email w
| Set filker | | Clear Filker Folders: 22 of 22
@@ IE' Server Role: Archive Server Loaded FullAccess Archiver/Restorer

To restore the folder structure

1.
2.

Select the root node of the deleted folder structure.

Right click and select Create folder structure from the context menu. The folder structure will
be restored along with any archived items in those folders and the folder names will be
displayed in normal black color.
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Public Folders tab

On this tab one can archive and restore items of a Public Folders manually. Restore wizard for lost
item restoring is also accessible in the context menu (see the “Restore wizard” section).
However, first we describe here the steps which have to be completed so that the users can
archive in their Outlook Public Folders.

For manual archiving of the items directly in Outlook public folders you need to do some specific
steps beforehand:

e First (and this is very important!), owner rights must be assigned for the respective public
folderin MS Outlook. (See the section How to manually archive an item in an Outlook public
folder, points 1 through 9.)

e Then one additional simple step needs to be taken (we will describe itin detail below). (See
the section How to manually archive an item in an Outlook public folder, point 10.)

1 | NOTE: The process described below needs to be performed for every public folder whose
items you plan to archive/restore. The process needs to be done ONLY ONCE for each such
folder.

After going through the process you can archive and restore items in the MS Outlook using
Archive Manager Client Addin as described in this chapter or on the Public Folders tab using
toolbar icons or the context menu (as on the Mailbox tab).

On this tab you are able to see just those public folders for which the user specified on the
Tools/Options/Server settings/Public Folders tab under “Public Folders access” has the owner
rights. To see all public folders you have to set the super-user (in our case srv_Microsoft
Exchange) under “Public Folders access” on a Tools/Options/Server settings/Public Folders tab.
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How to manually archive an item in an Outlook public
folder

Let us go through the whole process for Microsoft Exchange Server 2013 to 2019

To archive items in an Microsoft Exchange Server 2013 - 2019 public
folder manually:

1
2.

4.

Open Microsoft Exchange Administrator Center.

Go to Public Folders/Public Folders.

Select the desired Public Folder from the list and click Manage under Folder Permissions on

the right.

[J Enterprise  Office 365 Administrator =

Exchange admin center

recipients public folders public folder mailboxes
permissions
compliance management + T+ -

organization

SUBFOLDE.. & | HASSUBFOLD.. MAIL EMAELED MAILBOX

protection
Sales No No pablic Sales
mail flow
Path: \Sales
: Total items: 0
mobile Modified: 3/9/2015 9:11 AM
- Size (ME): 0
public folders Mail settings - Disabled
Enable

unified messaging
SErvers

hybrid

1 selected of 1 total

| https://localhost/ecp/PublicFolders/ViewPublicFolderDetails.aspx?isMarrow=t8&id=000000... |

Folder permissions

In the pop-up window click Add icon (the plus sign).
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‘= Public Folder Permissions - Windows Internet Explorer | = =) -

Help
Sales

Add

emove users who can access this public felder and edit their permissions.

PERMISSION LEVEL

save cancel

hittps:/flacalhast/ecp/PublicFolders/PublicFolderPermissians. aspefpwmeid= 100 -

5. Browse for the super-user (srv_Microsoft Exchange, see “Installation Guide for MS Microsoft
Exchange Server”). Make sure to check Folder owner option.

public folder permissions

*User

srv_exchange b4 browse...

Permission level:

2] Public Folder Permissions -- Webpage Dialog -

|Custom v
Create items

Read items [ Felder contact

Create subfolders ] Foldervisible

Edit own W] Delete own

[v] Edit all W] Delete all

save

Help

cancel

6. Click Save and Save again to confirm.

7. Now copy any archived email into that public folder: select an archived email and press CTRL
while dragging that email into that public folder. Now you may try to restore it. Only for this
mail you will get a warning message saying “Failed to restore 1item”. For all other items
placed in that folder archiving (as well as restoring) will work properly.
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How to restore archived items of an Outlook public

folder

Restoring of archived items residing in a public folder is done easily. Let’s say you have prepared
a publicfolder for archiving (see the process described in the section How to manually archive an

item in an Outlook public folder) and have already archived items there. Now you may restore

any archived item by simply selecting it and clicking on the Restore icon, or by clicking Restore in
the Archive Manager for Exchange.

EZ‘I -"_‘E-I s Public Folder - Public Falders - Administrator@40derno. local - Outlook T EH - O X
HOME SEMD S RECENE FOLDER WIEW
» ,;‘.j lgnare x ot E_\ﬂ E_\ﬂ t’_\ﬂ 7 Meeting ’ fowve to: 7 ¥ Mowe - 21 Unread/ Read | Search People
3 -~
N ‘I\T Clean Up Delet P (t- Renke R Ie . 9‘1 3 To Manager ~| S PRules~ ==| Categorize = EE address Book
i ey elete Lh eply  Reply Forward [ - - i X
Post  Items~ agJunk‘ Reply all EEMWE EJ Team Emall - _)I':]B OneMate ™ Follow Up~ Filter Email
M Delete Respond Quick Steps ] Mave Tags Find LS
< .
Search Public Folder [Ctrl+E) P |~ f_f-'g_ Reply fﬁ_}l Rephy &1 E—'j, Foraard
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— Al Unread By Date ©  Mewest & Mon 87262013 317 P
noox L
4 Older Administrator
I Orafts "Bari here," said shewith a <l d significant ook, "I
¢9 ars, come nersg,” sa1d shewith a sly and significant look,
= Sent Iterns Administrator 3
= atything that went o.. 8/26/2013 To  Administrator
&) el (i “What! To whom?..
ECaIendar op\ease treat this as Personal,
b [E5] Contacts Administrator ey We rernoved extra line breaks from this message,
= and he gave way to a. agrae/2013
e of that scoundrel? he -
[ Junk Email
Mates Administrator =] Suddenly he heard Denisov shouting in a vibrating voice behind the
] Outhox 2] ‘Boris, come here,”sal..  8/26/2013 hut, evidently much excited. Rastaov moved to the window to see
£ RSS Feeds Stet ;s (e whom he was speaking to, and saw the quartermaster, Topcheenko.
2 Tasks Administrator ! . T
his company. The cro... 842672013 | ordered you not to let them eat that Mashka woot stuff!" Denisov
O Search Folders Matasha ate of was shouting. "and | saw with my own eyes how Lazarchuk bwought
some fwam the fields."
4 public Folders - Administratar... Administrator 'l'
5. Public Folders fvr:egrl:?hl:Is:kpi:ezztpm 81262013 "I have given the order again and again, your honor, but they don't
< Public Folder
) AT Some Pecple Pane feat, * i by W 't D A
4 Favorites =
Mail Calendar People Tasks -

ITEMS: & LUNR

OMLIME [H|

Restore wizard

Now get back to Archive Manager for Exchange itself. Restore wizard accessible form the context
menu on the Archive View/Public Folders tab allows administrator to restore all lost items in
Public Folders in a few simple steps.

To restore all lost items in a public folder:
1. Inthe Archive view click on the Public Folders tab.

2. Right-click the desired public folder and from the context menu click Wizard.

w

In the pop-up dialog click Next.

4. Now specify the restore behavior. Either:
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Mark documents as deleted after —if checked, lost items will be restored to publicfolder and
they will be marked for deletion in the archive

or

Create shortcut —if checked, only shortcuts will be created for the lost items in the public
folder

If necessary, check the Process folders recursively check box. Then click Next.

Public folder wizard =

Settings @

Selected Folder:
Test public folder

[ Mark documents as deleted after

Create shorbcut

Process folders recursively

_ | < Back || Mext = || Cancel |

The Summary dialog displays your settings. You can check the number of items to be
processed by clicking the Evaluate button. To process the items click Finish.

Public Folders Archive tab

This tab is generally used

e torestore lostitems B in public folders (they have no shortcut in MS Outlook, but they

physically remain in the HSM store during their retention time)

e as a publicfolder archive browser

NOTE: On the Public Folder Archive tab the administrator can browse through folders and
sub-folders. For each folder there is a list of all its items displayed in the right pane of the
window. Different colors of the icon represent different status of the item. You can open the
legend for icons when you right-click an item in the right pane and select Show legend from
the context menu or you can click the Show legend icon on the toolbar (@ ). The Legend
window with icon explanation appears.

Some basic icons:

B Blue indicates that the respective archived items are lost, i.e. they remain in the HSM store at
least during their retention time but they have no shortcut in Outlook. User cannot reach them.
Such lost items can be recovered manually only by the administrator on this tab or on the Public
Folder tab (see the section How to restore archived items of an Outlook public folder).
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1] Green indicates that the respective item is archived and has a shortcut in Outlook. It can be
restored.

i4 Red items are corrupted, i.e. there is a shortcut to them, however the content has been
corrupted and therefore that item cannot be restored.

- Yellow indicates that the shortcut in the mailbox folder belongs to a different user.

Restoring lost items

Users may have deleted the shortcut of an archived item simply by pressing the SHIFT key along
with the Delete key on the keyboard or by clicking on the Delete icon on the Outlook toolbar and
not by clicking on the Delete archived messages icon and selecting Delete from archive option,
which is an Archive Manager Client AddIn feature.

In such cases those archived items are lost for the user. They cannot be reached by the user, but
they still reside in the HSM store at least until their retention time expires. They can be
recovered manually by the administrator only. Such lost items have a blue icon on the Public
Folder Archive tab.

On this tab the administrator can restore:
e one lostitem
e all lostitems of a folder

e all lostitems of a sub-folder

To restore one or more lost items:

1. Click View on the Archive Manager for Exchange menu bar. Select Archive. Then switch to the
Public Folder Archive tab.

2. Inthe left pane find the desired public folder whose lost item(s) you want to restore.

3. Torestore ONE LOSTITEM, open the public folder in which the shortcut to this item was
originally kept. A list of all items of the public folder will be displayed in the right pane. Right-
click the desired lostitem (blue icon). In the context menu select Restore lost item option.

To restore ALL LOST ITEMS OF A PUBLIC FOLDER right-click that folder in the left pane. In the
context menu select Restore lost folder items option.

1 | NOTE: If you want to display lost items only, right-click in the right pane and, in the
context menu, click Show only lost items.

4. Inthe pop-up Restore options window choose between two options:

a. Delete all versions of the document check box —all versions of the lost item(s) will be
marked for deletion in the archive, just the latest one(s) will be displayed in the public
folder as non-archived



b. Restore shortcut only check box —shortcut of the item(s) will be displayed in the public
folder and all versions will be accessible

1 | NOTE: If none of the options is checked, email is returned to the public folder as non-
archived and its versions, if any, are displayed as lost in Archive Manager for Exchange.

5. Click Accept. The respective archived item will be restored to the folder its shortcut had been
deleted from.

6. When restoringis over, in the Processing result window click OK.

Restoring public folders

When public folders or sub-folders with archived items are deleted, the information about the
folder structure is available to Archive Manager. The entire folder structure can be restored. For

example, the image below indicates that the sub-folder tree Conference > Vendors was deleted.
Deleted folder names appearin blue color.

Archive Manager for Exchange rPER

Session  View Tools  Help
FRRRaX DeEQEo aaen

Mailboxes | Archive || PublicFolders | Public Folders Archive
View:

Default view ~ | =no filter= {Blanks)
BElr-bi o)
E-C) Accountstews
| B3 Conference
L5 Vendors
{7} Company-Mews
i{[3) Products-Mews
i[5 SalesNews

& ﬂ | Server Role: Archive Server Folder contents loaded Fullfccess Archiver/Restorer

To restore the folder structure
1. Select the root node of the deleted folder structure.

2. Rightclick and select Create folder structure. The folder structure will be restored along with

any archived items in those folders and the folder names will be displayed in normal black
color.
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BEE
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FERax DhaabBeean
Mailboxes H Archive H PublicFolders " Public Folders Archive ]
View: Filter in: Filter text:
|Defau|t view ~ | | =no filter= ~ {Blanks) |
B@ Pubiic folders From Subject Received T
- Accounts-News
: BI@{E}Vendor g Create folder
{£3) Company-News | Create folder structure
{2 Products-News Refresh item list
{7 SalesNews
< >
Fage: l:l of 0 Messages: 0—00F| First | |«Prev | | Nesct > | ‘ Last |
@i @ Server Role: Archive Server Folder contents loaded Archiver/Restorer
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7

Post Processing

Post Processing is a service which allows running customer specific tasks over archived emails

and their attachments across selected mailboxes. So those clients who are using other software

programs and wish to process within those software programs archived emails and their
attachments may do so via the Post Processing service.

How to use post processing

To use the Post Processing service, the user must use the Archive Manager Configuration tool.

Upon receiving a plugin, take the following steps:
1. Make sure that the Post Processing service has started.

1 | NOTE: Without the Post Processing service started any plugin —even the active ones —
will not run and therefore no post processing will be performed.

Q. Services = || E -

File  Action ‘iew Help

N EREREE Pmou

G Services (Local) Mame Description Status Startup‘Type LogOnds  ~
S MAM Auditing Auditing ser.. Running  Autornatic A0DEMONAL
L MAM Exchange Archive Support Service provi., Autarmatic A0DEMOWAC —
5o MAM Exchange Core WCF service., Running  Autornatic 40DEMONAC =
S MAM Exchange Direct Archive Handlesthe.. Running  Automatic A0DEMO A
S MAM Exchange Handler Handlerarc...  Running  Autornatic A0DEMONAG
S MAM Exchange Manager Server Enter..  Running  Autornatic A40DEMONAL
L MAM Exchange Motification Ermail notifi.,  Running  Automatic A0DEMO A
S MAM Exchange Scheduler Starts and st Running  Automatic 40DERONAL
Lo MAM FS8, Archive Service Scheduling .. Running  Automatic A0DEMO A
S MAM FSA Handler Service Core service..  Running  Autornatic A0DEMONAL
S MAM FS8 Mini-filter Service F& mini-filte.. Running  Automatic A0DEMO A
Lo MAM FSA Remote Server Service Rermoting s..  Running  Autornatic 40DEMONAC
S MAM AP Communic..  Running  Automatic A0DEMO A
5o MAM Maonitoring Automates .. Running  Autornatic A0DEMONAG

] sihg lunning  Autornatic
S MAM PET lmparter Handlesim.. Running  Automatic Local System
;.\/ MM Search IIlllu:lexinu ah..  Runnina  Autormatic 40DEM02\.§C ¥
Extended }\Standard/

2. Add the plugin to the Post Processing for Exchange scope.
3. Select all mailboxes to which post processing is to be applied.

4. Define the initial bookmark date for the plugin if necessary.
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NOTE: A bookmark indicates the date and time where the the indexing process has
reached. All emails and their attachments that are archived after this bookmark date will
be processed unless they have already been indexed. There can be several plugins running
in parallel, each with a different bookmark date. However, do not start post processing
service on multiple servers for the same database. Running the post processing service on
multiple servers is not recommended since that can cause conflicts in bookmarking. The
same database should not be indexed by more than one post processing service.

The Post Processing service manages (starts and stops) the plugins at regular intervals. Advanced
Post Processing settings can be configured after clicking the General Settings tab on the Post
processing tab.

Each plugin is loaded by default with the date and time (initial bookmark date). This means that
the plugin processes emails and their attachments having been archived after this initial
bookmark date. If post processing should begin from some other bookmark date, then make sure
to reset the initial bookmark date.

Enhance your ArchiveWeb search by a new search option. Besides Subject and From text boxes in
the Exchange Archive search a brand new searching option can be added to the search query —To
field. In this way user can search for items sent to specific recipient.

To activate the above mentioned searching by recipients, a post processing plugin must be
installed. This plugin indexes mail recipients.

Steps to install the SearchindexPluginRange post processing plugin

1. Open Archive Manager Configuration Tool from <installdir>\ Program Files (x86)
\Common Files \ PAM \ PAMConfig \ PamConfig.exe.

2. Open the Post Processing tab.

Open the Post Processing Scopes tab.

> W

Right-click on the desired scope and from the context menu and select Configure.
5. Click Add.

6. Installed plugins will be loaded in the Add Plugin pop-up window. Select
PostProcessPAMsearchindex.SearchindexPluginRange from the drop-down box and click Add.

Select a plugin fromthe list of installed plugins:

PostProcessPAMSearchIndex. SearchIndexPluginRange ﬂ

PostProcessRecpients. PostProcessFPlugin
PostProcessPAMSearchindex. SearchIndexPluginRange
PostProcessPAMSearchIndex. SearchIndexPluagin
PostProcessPAMSearchIndex, SearchIndexPluginDel

PostProcessPAMSearchindex. SearchIndexFluginPurged

7. The pluginislisted in the Plugins list in Configuration tab. By default it is active.
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iix}-x-ﬂ'_r_'aﬁ-.'ﬂbl.'-_-?-_?:d.y or EXchange e
¥ Enabled Location: | 1-Default
HSM server: AMXSERVER Reset
Index directory: C:'Program Files (x86) \Metalogix\MAMSearchiIndex \Mail Browse
Mailboxes in index: 50::I
LY
i’:r.-aan_j_-;u_.-,-: Database e
Provider: Microsoft SQL Server
Server name: AMXSERVER
Initial catalog: MAMEXCH
Configure
7 Plugins —
Plugin Mame Active | Bookmark Add
PostProcessPAMSearchIndex. SearchIndexPluagin Yes 02.04.2021 19:27:16
PostProcessPAMSearchindex, SearchIndexPluginRangs Yes 20.05.2021 00:00:00 | | PEMOVE |
Properties
Refresh
[al'4 Zancel Apply

Steps to Configure a Plugin

When a new plugin is added to the Plugins list, there are no mailboxes specified by default. You
must specify the mailboxes as well as the Bookmark Date. If no mailboxes are selected then post
processing will not process any archived emails and attachments.

1. From the Plugins list, select the PostProcessPAMsearchindex.SearchindexPluginRange plugin.
Either click the Properties button or right-click the selected plugin and click Properties from
the context menu.
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.
D

ost Frocessmg ior Exchange:

v Enabled Location: 1-Default

H5M server: AMXSERVER Reset
Index directory: C:VProgram Files (x86) \Metalogix\MAMSearch\Indesx \Mail Browse
Mailboxes in index: 50::I

Provider: Microsoft SQL Server
Server name: AMXSERVER
Initial catalog: MAMEXCH
Configure
Plugin Mame | Active | Bookmark Add
e et oo et e

Add new plugin

Refresh Refresh

Remaove plugin

“3  Properties

Set Bookmark
Dizable
Statistics

[al'4 Zancel Apply

2. Inthe Post Processing plugin properties window set the properties as described below.
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“. Post Processing plugin properties

General
&&HJ&EE.—J]J;Q—}JJLLJJJ L ———

Plugin Mame :
|PnstProcessPAM5eard’11ndex.SearmlndexPluginRange |

Plugin assembly :
|:essPAM5earchIr1dexRar1ge\PostProcessPAMSearﬁIndexRange.d|||

¥ Plugin is active

{* Applyforselected mailboxes

= Apply forall mailboxes

Start date : 20.05.2021 04:21:11 ~|
End date : 20.05.2021 04:21:11 ~|
Bookmark date : |20.05.2021 o00:00:00 |
¥ Reindexkeywords ¥ Reindex recipients

Statiskics

e

The plugin properties are as follows;

a. Pluginis active - select this check box to activate the plugin.

b. Apply for selected mailboxes - the plugin scope is determined by the mailboxes that
you can select when you click Mailboxes.

i. Inthe Plugin mailboxes window click Add to add mailboxes.

ii. Inthe Select mailbox enter the name of a mailbox in the text box to search for the
mailbox. Double-click the desired mailbox in the list to transfer it to the Selected
objects section. In the Selected objects section you can check which users you have
selected.
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M PostProcessing Plumn

Select mailbox El.
Type in the name or select from list:
|
Display name | Alias | email address A
f.:j, public_AMXEXCH public_AMXEXCH domadmin@democom com
[ Tim Ashford timashford timashford @democorp.com
f.:j, Pablo Meruda pabloneruda pabloneruda@democomp.com
[ Nina Tanaka ninatanaka ninatanaka@democorp.com
f:j Mili Portman nikiportman nikiportman@democorp.com
f.:j, Kar Jordan karjordan karjordan @democorp com
[ Juan Christie juanchristie juanchristie@democorp.com
f.:j, lshna Mohan ishnamohan ishnamohan@democom .com
[ Devika Sharma devikasharma devikashama@democorp.com
f.:j, David Webb davidwebb davidwebb @democom com
(2 Aman A amanali amanali@democorp.com
[ Administrator rdnmadmin dnmadmin@demaocom com N
< >
Selected objects: i
[} Karl Jordan
() Devika Sharma
[ David Webb
o e

iii. Confirm by clicking OK. The selected mailboxes appear in the Plugin mailboxes
window.

|

Plugin mailboxes

List of mailboxes assigned to plugin:
Display name | Alias | email |
Eﬁ David Webb davidwebb davidwebb@democaor...
[ Devika Shama devikasharma devikashamma@democ...
Eﬁ Kar Jordan karjordan karjordan@democom....
Add Remaove | Remove &l | | Close |

iv. Click Close.
Apply for all mailboxes - the plugin scope is across all mailboxes.

Start Date - indicates the date when email indexing starts. Click the drop down to set
the date from the calendar popup.

End Date - indicates the date when email indexing ends. Click the drop down to set the
date from the calendar popup.

Bookmark Date - indicates the most recent index date and time. Click the drop down to
set the date from the calendar popup. When the plugin is installed, the Bookmark Date
should be the same as the Start Date. If you want to index old email items, set the Start
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Date and the Bookmark Date to the same date in the past from where you would want
the indexing to begin.

g. Reindex keywords - select this check box if keywords should be re-indexed within the
specified data range.

h. Reindex recipients - select this check box if email recipeinets should be re-indexed
within the specified data range.

Steps to specify a bookmark date and time
1. Right-click the plugin and click Set Bookmark from the context menu.

2. Inthe Enter bookmark window specify the desired time. Click OK.

Enter bookmark

Select date

|20.05.2021 00:00:00

NOTE: The bookmark date is displayed in the Plugins list in the Configuration tab. If you
reset the bookmark date, the change takes effect immediately, and there is no need to
deactivate and activate the plugin again. If you remove a plugin using the Remove button,
it will stop entirely without remembering where it stopped. You must reconfigure the
plugin if you reload it.
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8

Advanced Search

The Advanced Search feature helps an administrator to search for archive items. It cannot be used
to search non-archived items. This feature is a component of Archive Manager and is installed by
default. Advanced Archive Search has some special capabilities:

e |t can search for emails in the archive that are marked for deletion. Items that are marked for
deletion are not visible in the Archive tab but they still reside in the archive until their
retention time expires.

e |t can perform an OCR search in attachments that contain scanned content. However, characters
that are too small may not be correctly recognized. This capability must be activated in the
Configuration tool > Post Processing > OCR Engine tab.

Steps to search for archived emails

1. Click the Advanced Search icon @l on the toolbar. The Advanced archive search window
opens.

2. Click the Messages tab.

«+ Advanced archive search PER
Messages | Settings
Find items that match these criteria:
And/Or  Field Operator Value Clear
+ Add new cause
Search only in the following mailboxes
davidwebb | | m ‘
User From Subject Folder Received Size Retention Version GUID
€ >

3. Click Add new clause and enter the search criteria using the fields as described below:

a. Field - click the drop down to select the property of the email to be searched. For example,
select Subject as the field to search.

b. Operator - click the drop down and select a search operator.
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c. Value - Specify the search text. If the selected Field requires a date value, a date picker

icon appears to help you choose a date. This field supports wildcard characters as

described in the table below:

Wildcard Description

> A substitute for zero or more
characters

? A substitute for a single

character to match

Example

Sales201?.pdf

4. To add more criteria, click Add new clause again. When you add more than one search clause,
the logical operator drop down box appears. You can select either the And or the Or operator.

The default operator is And. You can even group clauses to create nested search criteria by
selecting consecutive check boxes and clicking the [=icon.

5. Torestrict your search to one or more mailboxes, click the button with the three dots in the

Search only in the following mailboxes section.

6. From the Select mailbox window that opens, select one or more mailboxes and then click
to remove them from the Selected

to move them to the Selected objects box. Click
objects box.

W Archive Manager for Exchange
Select mailbox

Type in the name or select from list:

Display name Alias email address

f’_t', public_AMXEXCH public_AMXEXCH domadmin@democorp.com
f:', Domain Administrator domadmin domadmin@democorp.com
f’_‘_’, Aman Ali amanali amanali @democorp. com

() David Webb davidwebb davidwebb @democorp.com
() Devika Sharma devikasharma devikasharma @democorp.com
f’_‘_’, Ishna Mohan ishnamohan ishnamohan @democorp.com
f’_'f, Juan Christie juanchristie juanchristie@democorp.com
f:', Karl Jordan karljordan karljordan @democorp.com
f’_‘_’, Miki Portman nikiportman nikiportman@democorp. com

() Nina Tanaka ninatanaka ninatanaka @democorp. com
LS N PR R PR R TN S

»

w
¥

Selected objects:

[} Devika Sharma
() Aman Al
() David Webb

7. Click OKto close the window. The selected mailboxes will appear in the Search only in the

following mailboxes field.

8. Click the Settings tab.
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# Advanced archive search

Messages | Settings

rPER

Items per page:

1000

[] search in deleted documents
[] search only in deleted documents

[] search in versions. The match wil be shown for each version separately.

Search

User

From

Subject

Folder

Received

Size Retention

Version GUID

9. Configure the settings if needed, as described below:

a. ltems per page - restricts the number of emails that can be displayed in the search result

list.

b. Search in deleted documents - select this check box to search through emails that are
marked for deletion.

c. Search only in deleted documents - select this check box to exclusively search through

emails that are marked for deletion. All other archived emails will be ignored.

d. Searchinversions - select this check box to search through all versions of the archived

emails and each match will be returned in the result list.

10. Click Search to search for archived emails based on the selection criteria, the mailboxes

specified and the settings that are applied. ltems marked for deletion are displayed with a

blue icon in the search result list.

# Advanced archive search EER
Messages || Settings
Find items that match these criteria: \chhl
And/Or  Field Operator Value Clear

+ % O [recsivedDate  ~][< | [11/10/2020 |

+ X O [= |And ~ | |5ubject ~ | |= ~ | |Wealth |

+ x O |Dr ~ | |5ubJect ~ | |Conmlns ~ | |Commerce |

=+ Add new clause

Search only in the following mailboxes
|davidwebb | o
User From Subject Falder Received Size Retention Version GUID *
A David Webb [9] ishnamoha...  Wealth Inbox 9/11/2020 2:33 AM 9.03KB 3 1 AB1FE
A David webb [9] juanchristie... \Wealth Inbox 9112020 2:33 AM 9.34KB 3 1 31ED¢
B4 David webb [9] karljordan...  Wealth Inbox 9112020 2:33 AM 9.08 KB 3 1 EABIE
B David Webb [9] nkiportman... Wealth Inbox 9112020 2:33 AM 10.04 KB 3 1 74EB:
Ed  David webb [9] ninatanaka... Wealth Inbox 9/11/2020 2:33 AM 10,95 KB 3 1 AFEF:
Ed  David webb [9] pablonerud...  Comme... Inbox 9/11/2020 2:33 AM 13.68 KB 3 1 1BF8F
B4 David webb [5] timashford... Comme... Inbox 9/11/2020 2:33 AM 9.01KB 3 1 BEE1z %
< >
Page: | 1| of 1 Messages: 1-Bof 8 First <Prev Next> Last
Found & items.
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Example of a nested search query

Consider the following search request: All email items that were received by David Webb before
10th November 2020 and the subject contains either the words Wealth or Commerce.

Search criteria contains only email properties. Therefore the nested search criteria can be written
as follows:

Received Date < 11/10/2020 AND (Subject contains Wealth OR Subject contains
Commerce)

The context of the search query is restricted to a single mailbox called David Webb, but there are
no restrictions to the scope since All items are required to be searched in the specified mailbox.

To define the query in the Advanced archive search window, follow the steps described below:

1. Click the Advanced Search icon &} on the toolbar. The Advanced archive search window
opens.

2. Click the Messages tab.
3. Click Add new clause and enter the search criteria using the fields as described below:
a. Field: Received Date
b. Operator: <
c. Value: 11/10/2020
4. Click Add new clause and enter the search criteria using the fields as described below:
a. And/Or: And
b. Field: Subject
c. Operator: Contains
d. Value: Wealth
5. Click Add new clause and enter the search criteria using the fields as described below:
a. And/Or: Or
b. Field: Subject
c. Operator: Contains
d. Value: Commerce

6. Since Subject Contains Wealth Or Subject Contains Commerce are nested criteria, select the
two check boxes where the Field value is Subject. Then click the [S icon that appears. The
fields that are grouped are marked as shown on the image below:
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+ Advanced archive search EEE
Find items that match these criteria: [ search |
AndfOr  Field Operator Value Clear
+ x [receivedpate  ~|[< | [11/10/2020 |
+ X O [[E[and ~|[subject ] [contains | [Wealth |
+ X O |Or V||Subject V||Conmins V||Commerce |

+ Add new clause

Search only in the following mailboxes

|davidwebb

=

1 | NOTE: If there are nested criteria within a nested criteria, start the grouping with the

innermost nest. When the grouping is successfully applied, the checked boxes are
cleared and the group icon disappears.

7. Click the button with the three dots in the Search only in the following mailboxes section.

8. From the Select mailbox window that opens, select David Webb and then click | ¥

them to the Selected objects box.

M Archive Manager for Exchange
Select mailbox

Type in the name or select from list:

Display name Alias
() public_AMXEXCH

f’_:’; Domain Administrator domadmin
E:'; Aman Al amanali
[ David Webb davidwebb

f_:’; Devika Sharma devikasharma

() Ishna Maohan ishnamohan
[} Juan Christie juanchristie
f’_:’; Karl Jordan karljordan

E:'; Miki Portman nikiportman
() Nina Tanaka ninatanaka

[ SR P PR I

<

[T,

public_AMXEXCH

emai address

domadmin @democorp,com
domadmin@democarp.com
amanali@democorp.com
davidwebb@democorp.com
devikasharma @democorp. com
ishnamohan @democorp.com
juanchristie @democorp.com
karljordan @democarp.com
rikiportman @democorp.com
ninatanaka@democorp. com

R T = N TR

¥

Selected objects:

»

If_:ﬂ David Webb

0

9. Click OKto close the window. The selected mailboxes will appear in the Search only in the

following mailboxes field.

10. Since the scope of the search is All items, there is no need to change any properties in the

Settings tab.

11. Click Search to search for archived emails based on the selection criteria, the mailboxes
specified and the settings that are applied.
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# Advanced archive search ER

Messages | Settings

Find items that match these criteria: Iﬂ‘
AndfOr  Field Operator Value Clear

+xOd [ReceivedDate +|[< | [11/10/2020 |

+ x O[IE[and ] [subject v][= | [Wealth |

+ x O |Or VHSubject V||Coniains VHCommerce |

+ Add new clause

Search only in the following mailboxes

|davidwebb | g

User From Subject Falder Received Size Retention Version GUID ™
B David webb [2] ishnamoha...  Wealth Inbox 9/11/2020 2:33 AM 9.03KB 3 1 ABIFE
A David Webb [9] juanchristie... Wealth Inbox 9/11/2020 2:33 AM 9,34 KB 3 1 31ED:
BA David webb [9] karljordan... Wealth Inbox 9/11/2020 2:33 AM 9.08 KB 3 1 EABIE
BA David Webb [9] nikiportman... Wealth Inbox 9/11/2020 2:33 AM 10.04 KB 3 1 74EB:
b David Webb [9] ninatanaka... Wealth Inbox 9/11/2020 2:33 AM 10.96 KB 3 1 ATEFC
(A  David Webb [9] pablonerud...  Comme... Inbox 9/11/2020 2:33 AM 13.68 KB 3 1 1BF8F
(A David webb [9] timashford...  Comme... Inbox 9/11/2020 2:33 AM 9.01KB 3 1 B8Bl: v
< >
Page: | 1| of 1 Messages: 1-3of@ First <Prav Neset = Last

Found 8 items.

Search result options

You can perform the following operations on the emails that are displayed in the search result
list:

e Restore a copy

Restore To

Save search result to file

Export data

Mark for deletion

Recover a document

Restore a copy

One or more archived emails can be restored to their original location. This is useful when a user

has deleted an email that was archived and would like to restore it from the archive again.

Steps to restore emails to their original mailboxes

1. Right-click the selected email(s) and choose Restore a copy from the context menu.
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% Advanced archive search EER

Find items that match these criteria: ﬂl
AndfOr Field Operator Value Clear
+ X O |Suhject v ‘ |Cnntains v | ‘Hnwaver |

=+ Add new clause

Search only in the Following mailboxes

User From = Subject Falder Received Size  Retention Version  GUID Table Archive date ~
B userooi [2] However,., Inbo: 3f27/2017 2:24 AM 10, 3 1 85.. 1 1zf17fz01...
¥ userool [2] o YT 3 1 1 1217 )
B4 userool [2] However... Inb Select all itens 3 1 65, L 120177201
B usernni [2] However. .. Inh| Restare a copy 3 1 3B.. 1 12{16/201...
bl usernol [2] Howewver... Inb Restore to 3 1 Fo. 1 1zf16f201...
A userooi [2] Howewer,.,  Inb 3 1 EF... 1 1zf1gfz201..,
B userooi [2] Howewver...  Inb Save search result to file 3 1 2E.. 1 1zf16fz201...
B userooi [2] Howewver,..  Inb Export data 3 1 0D, 1 12M16/201... «
<] >
ark for deleti
Page: | 1| of 1 Ak Tor deletion | First | ‘<Prev | | et > | | Last |
Recover document
Found 12 ikems.

2. The Restore window opens.

Restore

Restore options

Delete all versions of the item

[] restore shortcut only

| Accept || Zancel |

e Check Delete all versions of the item to restore the email to the mailbox and delete all
other versions.

e Check Restore shortcut only to restore only the shortcut.

NOTE: Either the shortcut or the email is restored to the mailbox even if the original
shortcut/email is also in the mailbox, i.e. duplicate items can be created. If no check
box is selected, the whole email is restored to the mailbox without marking any version
for deletion.

3. Click Accept.

Restore To

One or more archived emails can be restored to another location.

Steps to restore emails to another location

1. Right-click the selected email(s) and choose Restore a copy from the context menu.
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# Advanced archive search

PERE

Messages Settings
Find items that match these criteria: Iﬂl
And/Or  Field Operator Yalue Clear
+ x[O |Sub]ect v | |Contains v | |However |
+ Add new clause
Search only in the following malboxes
User From  Subject Folder Received Size  Retention Yersion  GUID Table  Archive date ~
B4 useroni [2] However,., Inbo: 3f27)2017 2124 AM 10, 3 1 5. 1 1zf17fz201...
| useroni [2] H = Hafe ] 3 1 20.. 1
B4 usernni [2] However,.. Inb Select all items 3 1 65. 1 12/17/201..,
B usernnl [2] However,.. Inbi Restore a copy 3 1 3. 1 12f18fz01...
B useroni [2] However,., Inbi Restore to | 3 1 Fa.. 1 12f18fz01...
B useroni [2] Howsewver,..  Inbi 3 1 EBF... 1 12f18f201...
B user0nl [2] However,..  Inbi Sawve search result to file 3 1 ZE.. 1 12f18f201...
B user0ni [2] However...  Inbi Export data 3 1 0D.. 1 1216/201...
<] >
Mark for deleti
Page: | 1| of 1 arkTor delenon | First | | < Prey | ‘ Hext = | | Last |
Recover document
Found 12 items,

2. The Restore window opens.

Restore options
Destination:

Delete all versions of the item

[] restore shortout only

Skark

Zhange

| Zancel

a. To specify a destination mailbox folder click Change. The Mailbox folders window opens.

b. Click Change to choose another mailbox or click Refresh to display the folders in the

selected mailbox.
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B Mailbox folders B

Mailbo:

|devikasharma

|| Zhange. .. || Refresh |

Mailbox folders:

=) Calendar

L.{[3) Birthdays

£ Contacts

-{Th Conversation Action Settings
{7y Deleted Ttems

- Drafts

{7y ExternalContacts

4T Inbox

-5 Journal

-4 Junk Email

Ty Notes
-y Outbox

-

-|[3) Sent Items

EJ Tasks

Ok

|| Zancel |

c. Select afolder from the list of folders and click OK to close the window.

Restore

]

Restore options
Destination:

Mailbox: Devika Sharma [4]
Folder: Sales Event

Delete all versions of the item

] restore shortout only

Change

Skart

|| Cancel |

d. Check Delete all versions of the item to restore the email to the mailbox and delete all

other versions.

e. Check Restore shortcut only to restore only the shortcut.

1 | NOTE: Either the shortcut or the email is restored to the mailbox even if the original

shortcut/email is also in the mailbox, i.e. duplicate items can be created. If no check
box is selected, the email is restored to the mailbox without marking any version for

deletion.

3. Click Start to restore the selected emails to the new destination.
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Save search result to file

You can export all the items in the search result to an XML file.

Steps to export data

1. Right-click anywhere in the search result list and choose Save search result to file from the
context menu.

4 Advanced archive search =EE

Messages || Settings
Find items that match these criteria; Search

And/Or  Field Operabor Walug Clear

+ X [0 ‘Subjact vHConta\ns VHHowevar |

<+ Add new clause

Search only in the Following mailboxes
| |l ]

User From = Subject Folder Received Size  Retention Version GUID Table Archive date -

i useroni [2] However... Inbox 3272017 9:24 AWM 10, 3 1 85. 1 1zf17f201...
| usernDl [2] g Cood ! 3 1 2 1 12
B useronl [2] However...  Inb 3 1 1 1zj17f201... =
B4 useroni [2] However.,. Inb Restore a copy 3 1 1 1zf18f201...
i useroni [2] However... Inb Restore ta 3 1 . 1 1zf16fz201..,
i useroni [2] However.,. Inb 3 1 BF.. 1 1zf16/201..,
B usernni [2] However...  Inb Save search result to file | 3 1 ZE. 1 12f16f201...
B usernnl [2] However,.,  Inb Export data 3 1 0o, 1 12/16/201..,
< >
Page: | 1| of 1 LardiorCEltion | First | |<Prev | ‘ Newt | | Last |
Recover document
Found 12 ikems.
2. The Save export file window opens.
3. Specify the name of the file and click Save.
& Save export file x
T » ThisPC » Documents » v 0 Search Documents yel
Organize » New folder Bz - o
L Name Date modified Type Size
7 Quick access
[] Conference Emailsxml 11/25/2019 9:51 PM XML Document 1KB
[ Desktop -
* Downloads  #
Documents o
& Pictures -
Resources
&8 This PC
[ Desktop
Documents
; Downloads
J‘! Music
&= Pictures
_ W
File name: | Sales Event Emails.xml w
Save as type: | XML files (*xml) ~
A Hide Folders Cancel
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Export

data

Archive Manager for Exchange allows exporting of found items to a mailbox or PST file by running
export tasks. Administrator can even export emails saved in several search result files by adding

one or more documents to one export task.

Steps to export search results

1. Right-click in the result list and from the context menu choose Export data.

+ ndvanced archive search FER

Messages Settings

Found 12 items,

Recover document

Find items that match these criteria;
And/Or  Field Operator Walue Clear

+ X O Subiject W | |C0nta|ns ] | |H0wever

+ add new dause

Search only in the Following mailboxes

User From  Subject Folder Received Size  Retention wersion  GUID Table Archive date ~
B useroni [2] However... Inbox 3I27I2017 224 AM 10, 3 1 85.. 1 12f17f201...
| usernni [2] Ho = R = 3 1 20.. 1 12 a
B usernni [2] However...  Inb Selectall items 3 1 ES... 1 1zj17jz01... | 2
bl useroni [2] However...  Inb Restore a copy 3 1 3B. 1 1zf16f201...
el useroni [2] However... Inb Restore to 3 1 Fa.. 1 1zf1gfz01...
i useroni [2] However,., Inb 3 1 FBF... 1 1zf1gfz01...
i useroni [2] However,., Inb Save search resultto file 3 1 ZE.. 1 1zf1gfz01...
B4 useroni [2] However... Inb Export data 3 1 0D.. 1 12/16/201...
< >
Mark for deleti

Page! | 1| of 1 ark ter deletian | First | | < Fraw | ‘ et > | | Lazt |

2. The Export tasks window opens. You can also open this tool when you click Export tasks from
the Tools menu. For more information about exporting data see Export Tasks.

Mark for deletion

This option marks selected documents as deleted. Only documents marked as deleted can be
purged from the archive after their retention time expires. They will be completely deleted with
the Delete Files job, if such a job is scheduled. Documents that are not marked as deleted will
never be purged unless you have defined a retention time for them.

Steps to mark items for deletion

1. Right-click the selected item in the search result list view and select Mark for deletion option
from the context menu.
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* Advanced archive search

ErPER

Messages Settings
Find items that match these criteria:
And/Or - Field Operator Value Clear
+ X [0 Subject ~ ‘ |C0ntains v | ‘However
+ Add new dause
Search anly in the Following mailboxes
User From = Subject Folder Received Size  Retention Wersion  GUID Table Archive date  ~
Bl usernol [2] Howewver,.. Inbox 3f27/2017 24 AM 10, 3 1 85... 1 1zf17fz01...
[ useroni [2] = ERITET] 3 1 z0.. 11z .
B usernni [2] Haowever... Inb Selectall items 3 1 E5.. 1 1zi17jz0n,., | 2
beA  userool [2] However,..  Inb Restore a copy 3 1 3B. 1 1zfi6f201...
B userooi [2] However,.,  Inb Restore ta 3 1 Fa.. 1 1zj16f201...
Bd  useroni [2] Howewer,.. Inb 3 1 EBF.. 1 1zf1efz01...
BeA  useroo1 [2] Howewver... Inb Sawve search result to file 3 1 ZE.. 1 12f16f201...
BeA  usernnl [2] Howewver... Inb Export data 3 1 0D... 1 1216201,
< f : >
Mark for deleti
Page: | 1| of 1 | ark for delehian | First | ‘ < Praw | | Mt > | | Last |
Recover docurnent
Found 12 items,

2. Thenclick Yes. As aresult the item will be marked for deletion. It will neither be accessible in
the Archive Manager for Exchange sever nor in the ArchiveWeb application. It can be only be

found with the Advanced Archive Search.

Recover document

Email items that are marked for deletion but available in the archive are displayed with blue
icons in the search results list. It is possible to recover these documents and view them in Archive

Manager for Exchange server and in ArchiveWeb.

To recover document marked for deletion:

1. Right-click the selected item in the search results list view and select Recover document
option from the context menu.
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# Advanced archive search

Messages Settings

PERR

Ikems pet page: 1000

[] search in deleted documents

[ Search only in deleted documents

[[] search in versions. The makch will be shown For each version separately.

Search

2. Asaresult the deletion mark will be removed and the item will be again displayed on the
Archive tab in the Archive view as a lost item. It will be also be accessible also ArchiveWeb.

User From = Subject Folder Received Size  Retention Version  GUID Table Archive date

=

Select all iterns

Restore a copy

Restore to

Save search result to file

Export data
< | Mark for deletion ‘ >
Page: | 1| of 1 | Recover document | | First | | < Frew | ‘ Hest | | Last |

Found 1 item,
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Appendix

e How to create a customized HTML shortcut template

How to create a customized HTML shortcut
template

On the Shortcut tab of the Archive Manager for Exchange (Tools/Options/Archive
settings/Shortcut tab) you can configure Archive Manager for Exchange to create HTML shortcuts
for archived emails. The appearance of the archived email in the Outlook Preview pane depends
on the template which you choose on that Shortcut tab. Besides the default template for the
shortcuts you can create your own templates satisfying your criteria and thus modify the design
of the Outlook preview pane for archived emails.

To create your own template:
1. Go to <installdir>\ Metalogix\MAM4Microsoft Exchange\Tools\Templates.

2. Inthe Template directory create a new folder. Its name will be the name of your new
template displayed on the Tools\ Options\ Archive settings\ Shortcut tab of Archive Manager
for Exchange (in our example the name of the template is Beautiful).

& C:\Program Files',Metalogix',PAM4exchange’, Tools' Templates = IEIILI
File Edit Vew Favorites Tools Help ‘ :,'
Qback ~ o) - T | - search | Falders | & o X 6 | -
Address I_} C:\Program FilesiMetalogix\PAMaexchange! Taols) Templates j Go
Mame = | Sizel Type | Date Modified | Attr\butesl
[IDefault File Folder L1/24]2008 11:05 AM
fg‘]nttachmentLink.html LKE HTML Document 2{27§2007 4:56 PM A
g‘]samplenttachmentunk.htm\ 1 KB HTML Document 2/2712007 4:56 PM A
& | sampleHTMLShortcut, html FKE  HTML Document 6/14/2007 3:13PM A
Beautiful File Folder 11/25/2008 4:03 PM

3. Copy the sampleHTMLShortcut.html file to the new template folder (in our case to Beautiful).
Or copy the html file from the Default folder, if the sample is not available.

4. Rename the sampleHTMLShortcut.html to HTMLShortcut.html.

5. Now you can modify the HTMLShortcut.html file in the new folder to create your desired
template. To do so, open the file in Notepad and edit the HTML code.

Important variables:
%ATTACHMENTS% - email attachments

%BUTTONS% - buttons
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%BODY% - message body

%PROPERTIES% - message specific properties needed for Macintosh clients

The original HTML:

<! DOCTYPE ht m PUBLI C

"http://www. w3.org/ TR/ xhtm 1/ DTD/ xht m 1-strict.dtd">
<htm xm ns="http://www. w3.0rg/ 1999/ xhtm ">

<head>

<meta http-equiv="content-type"

<title>
</title>
<style type="text/css">
<! --
body {
margi n: O;
text-align: center;
paddi ng-top: 10px;
}

td. hlavicka {

di spl ay: bl ock;

hei ght: 20px;

col or: white;
background-col or: #6699FF
font-famly: arial
font-size: 14px;
text-align:left;

}

td. hl avi cka span {
font-wei ght: bold;
paddi ng-1eft: 5px;
}

td. buttons {
vertical-align: bottom
text-align: right;
paddi ng-right: 10px;
paddi ng- bottom 10px;

}

td. buttons a {

col or: #FFFFFF;
background-col or: #6699FF;
font-famly: arial
font-size: 11px

paddi ng: 5px;

border: 1px solid #333366;
font-wei ght: bold;
text-decoration: none;

mar gi n-left: 3px;

}

td. buttons a: hover {
font-size: 12px;
font-wei ght: bold;
}

td.prilohy {
background-col or: white;

content="text/htm; charset=utf-8"/>
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font-famly: arial
font-size: 12px;

paddi ng: 5px 5px 5px 5px;
text-align:left;

}

td.prilohy a {

col or: bl ack

mar gi n-ri ght: 15px;
mar gi n-top: 15px;
font-style: normal;

}

td.prilohy a:hover {
text-align: center;
font-wei ght: bold;

}

td.ciara {
background-col or: #333366;
wi dth: 100%

}

td.text {

di splay: float;

col or: #2a2a2a;
text-align: center;
background-col or: white;
font-famly: arial
font-size: 12px;

paddi ng: 5px;
text-align:left;

}
td.stred {
border: 1px solid #333366;
}
td. pata {

di spl ay: bl ock;

wi dth: 99.9%

hei ght: 15px;
background-col or: #6699CC
paddi ng-ri ght: O;
}
-=->

</style>

</ head>

<body>

<tabl e wi dt h="100%' border="0" cellspacing="0" cell paddi ng="0">
<tr>

<td bgcol or="white" class="stred" height="100% >

<t abl e wi dt h="100% border="0" hei ght="10" cel | spaci ng="0"
cel | paddi ng="0">
<tr>

<td height="100% <class="hlavicka"> <span>This message was
archi ved</span></td>
</tr>

</t abl e>
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<t abl e wi dt h="100%' border="0" hei ght="10" cel | spaci ng="0"
cel | paddi ng="0">
<tr>
<td height="100%" class="prilohy">%ATTACHMENTS%</t d>
<td height="100%" class="buttons" nowrap>YBUTTONS%</t d>
</[tr>
</ tabl e>
<t abl e wi dt h="100%' border="0" hei ght =" 2" cel |l spaci ng="0"
cel | paddi ng="0">
<tr>
<td bgcol or="#a0c3c9" wi dth="100% hei ght="2px"></td>
</[tr>
</ tabl e>
<t abl e wi dt h="100%' border="0" hei ght =" 10" cel |l spaci ng="0"
cel | paddi ng="0">
<tr>
<td height="100% class="text">
<pre WRAP="hard" >%BODY%</ pre>
</td>
</tr>
</ tabl e>
<t abl e wi dt h="100%' border="0" hei ght="10" cel | spaci ng="0"
cel | paddi ng="0">
<tr>
<td height="100%" cl ass="pata"><b></b></td>
</tr>
</ tabl e>
</td>
</tr>
</ tabl e>
</ body>
</htm >

Install guide
el Gibson

Sample email
Agdrinictrater
Toi el izt
e Sanden Buback
Attachments:

This message was archived
SnapErohizsbmy
Hello,

tals i a sasple email.

Beat regaxds,
Tsax

-]

]

Default HTML shortcut in the preview pane

Example of customized HTML shortcut
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About Us

Quest creates software solutions that make the benefits of new technology real in an
increasingly complex IT landscape. From database and systems management, to Active Directory
and Office 365 management, and cyber security resilience, Quest helps customers solve their
next IT challenge now. Around the globe, more than 130,000 companies and 95% of the Fortune
500 count on Quest to deliver proactive management and monitoring for the next enterprise
initiative, find the next solution for complex Microsoft challenges and stay ahead of the next
threat. Quest Software. Where next meets now. For more information, visit www.quest.com.

Contacting Quest

For sales or otherinquiries, visit www.quest.com/contact.

Technical Support Resources

Technical support is available to Quest customers with a valid maintenance contract and custome
rs who have trial versions. You can access the Quest Support Portal at https://support.quest.com

The Support Portal provides self-help tools you can use to solve problems quickly and
independently, 24 hours a day, 365 days a year. The Support Portal helps you to:

e Submit and manage a Service Request
e View Knowledge Base articles
e Sign up for product notifications

e Download software and technical documentation

View how-to-videos

e Engage in community discussions

Chat with support engineers online

e View services to assist you with your product
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