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Notices 

Copyright © 2005 Saxonite Limited. All rights reserved. 

No part of this book, including its interior design, and icons, may be reproduced, stored in a 
retrieval system, or transmitted in any form by any means, electronic, mechanical, 
photocopying, recording or otherwise, without the express written permission of Saxonite 
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LIMITED LIABILITY; DISCLAIMER OF WARRANTY 
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MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY 
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Mailbox Manager for Exchange Overview  

ArtiSan integrates seamlessly with the Outlook mail client and provides individuals and 
administrators with tools that satisfy both the desire for freedom and the need for control 
over their mail store. With ArtiSan, both archived and non-archived email remains 
accessible to the end user, yet can be controlled and managed by administrators, providing 
the best of both worlds.  

• For IT Administrators , ArtiSan is a policy-based tools for managing the size, 
performance and service level agreements regarding the enterprise mail server  

• For the legal department, ArtiSan  helps to eliminate risk, exposure and policy 
violations  

• For the enterprise, ArtiSan significantly reduces overhead costs by:  

o Centralizing email storage and reducing the burden on the enterprise mail system  

o Optimizing email storage for ready access by users  

o Eliminating the risk and exposure that the use and abuse of personal mail folders 
can cause  

• For the individual mailbox owners, ArtiSan eliminates the problem of lost email, while 
still allowing the end user to enjoy all the freedoms and benefits of a personalized, infinite 
mailbox. All email remains available to the end user, per corporate retention policies, 
regardless of how old. Archived mail is represented by an archive icon in Outlook, that 
when opened, initiates retrieval and viewing from the ArtiSan Archive  

Key Features  

ArtiSan’s key features include the following:  

• Optimizes email storage, thus significantly reducing overhead costs in a risk-free 
environment  

• By reducing mail store size, mail server stability, performance and total capacity are 
greatly enhanced  

• System administrators can set archiving policies to be implemented based on firm, 
group or employee. Policies can initiate archive based on message size, message age, 
mailbox size, mailbox owner or a combination of these and other attributes. Archiving 
can be set up on a pre-defined schedule (hourly, daily, weekly, monthly) or on 
demand.  

• Message restore capability  

• Provides and immediate ROI, especially as part of a larger migration project that can 
cut the number of mail servers and licenses required by more than 50%.  

• Dramatically improves mail server recovery time and minimizes the 
backup/recovery windows for critical enterprise mail servers  
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Getting Started 

ArtiSan integrates with your current Outlook mailbox, allowing you to archive and review 
archived email. You have full functionality of your existing Outlook mailbox, with the 
added benefit of access to archived email that can be easily retrieved, reviewed and/or 
restored.  

Outlook User Interface Highlights  

In addition to the normal features and toolbars available in Outlook, ArtiSan provides 
added functionality. You can now view or restore your archived messages.  

 

Figure 1: Sample Outlook Interface  

Archived Message Icon  

When an email has been archived, the preset Mail icon that appears in the Message List 
window next to each email will be replaced with an “Archived” icon. See figure below.  

 

Figure 2: Sample Message List pane with Archived icons  

Previewing Archived Messages  

Archived email will remain accessible from your Outlook mailbox. However, when you 
preview email in the Preview/Reading Pane – or Open the email - you will notice that the 
body is replaced with a message stating the email has been archived.  
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Figure 3: Sample archived email as seen in the Preview/Reading Pane  

Note: Depending on your Outlook security settings, you may be able to preview the 
content of the original email in the Preview/Reading pane.  

When previewing archived email in the Preview/Reading pane, you will notice the 
addition of three action buttons:  

• View – opens the archived message in a browser window  

• Restore – restores the archived message to it’s original state (un-archive)  

A note regarding “Replied To” and “Forwarded” Messa ges  

If a “Replied To” or “Forwarded” message has been archived, the Archived icon does not 
appear. These messages will show their preset corresponding icons (Replied To; 
Forwarded). You will see that the body of the message appears as they do in the above 
figures, as do all archived messages. Although the icon has not changed, the message has 
been archived.  
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Performing Actions on Archived Messages  

ArtiSan allows for one-click reviewing and restoring of archived email messages. 
Archived email is accessible directly from your Outlook mailbox.  

Viewing Archived Email  

1) In the Message List Pane, select an email displaying the Archived icon.  

2) In the Preview/Reading pane, you will notice that the body has been replaced with a 
reference that the message has been archived  

3) Click View from within the Preview/Reading pane. The email displays in a browser 
window, and contains the original body content  

 

Figure 4: Accessing archived email  

4) Close the window when finished – the email remains in archive  

Note Regarding Opening Archived Messages from the M essage List Pane  

If you open an archived email from the Message List pane as you would a non-archived 
email (i.e. double-click), it will appear in a standard Outlook message window. You will 
see the message that the message has been archived, and will need to use the View button 
to view the original content of the email.  

Restoring Archived Email  

1) In the Message List Pane, select an archived email to view in the Preview/Reading 
pane  

2) From the Preview/Reading pane, click Restore. You will receive a confirmation 
when the action has completed  

3) The selected email is restored and the Archived icon is replaced with the preset 
Mail icon  

Note: If you restore an email that was automatically archived according to the current 
Rules setup by the ArtiSan Administrator, your restore will remain for 5 days (+/-, 
depending on your company’s policies) – after which time the email will be returned to 
the archive.  
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Searching Archived Messages  

ArtiSan allows you to search your archived email messages with the included Search 
Service.  

Accessing the Search Service  

Your administrator can provide you with the appropriate URL access the ArtiSan Search 
Service via a browser window.  

1) Open Internet Explorer  

2) Enter the URL provided by your administrator. The Search Service displays as 
shown in the figure below  

 

Figure 5: Search Service  

Search Message Archives  

The Search Service can search archived messages based on Subject and body content, 
Sender/Recipient, received date range, message Priority and message file size.  

1) Open the ArtiSan Search Service  

2) In the left-hand pane, make desired selections. You may make selections from one or 
more of the following criteria:  

a) Search for: – search for words or phrases within the Subject line, body content, and 
any attachments. Results contain all forms of the word.  

i) Enter words or phrases for which you wish to search.  

�� Separate words/phrases with a space to search for any of the words/phrases 
entered  

�� Separate words/phrases with the word AND to search for all of the 
words/phrases entered  

�� Use quotation marks to search for exact phrase entered  
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�� Place the wildcard operator * at the end of a word to find words 
“beginning with” the word entered (i.e. entering mail*, will return messages 
with both mail and mailbox)  

ii) Check in Subject to search in the Subject line for the words/phrases entered 
above  

iii) Check in Body (incl. Attachments) to search within the body and any 
attachments  

b) Sender/Recipient: – search based on the message sender and/or recipient  

i) In the Sender: entry field, enter an email address (john.doe@company.com) or 
“friendly name” (John Doe) if you wish to search by sender  

ii) Select and/or from the dropdown box  

iii) In the Recipient: entry field, enter an email address or “friendly name” if you 
wish to search by recipient; this will include CC: and BCC: recipients  

c) From:/To: – search based on message received date  

i) Click the down arrow () next to the From: entry field to select a start date from 
the pop-up calendar  

ii) Click the down arrow () next to the To: entry field to select an end date fro the 
pop-up calendar  

d) Priority: – search based on the Priority with which the message was sent  

i) Select the desired operator from the first dropdown box (=, > =, < =)  

ii) Select the desired priority level from the second dropdown box (All, Highest, 
High, Normal, Low, Lowest)  

e) Mail Size: – search based on the message size  

i) Select the desired operator from the dropdown box (>, <)  

ii) Enter the desired size limit, in kilobytes  

f) Messages in AutoPreview – search results will show/hide message preview  

i) Check Messages in AutoPreview to show the message preview in the Results 
list  

3) Click Search. The Search Results display.  
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Figure 6: Sample Search results with AutoPreview off and on  

View Search Results  

After performing a Search, you can scroll through the Results List pane and select a 
message of interest to view in the Message Detail pane. The Results List pane will display 
selected search criteria, as well as the number of search results.  

 

Figure 7: Search results page layout  

If the search results in more than 30 messages – 10 with AutoPreview – the results will 
display in multiple pages. In this case, a More button will display at the bottom of the 
Results list, as well as the number of total pages in your results set. When viewing results 
on pages beyond the first page, a Back button will also display  
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Figure 8: Results List pagination  

To view an individual message:  

1) From the Results List pane, select the desired message by clicking the message 
subject (will appear as a hyperlink)  

2) The selected message will display in the Message Detail pane  

View Attachments  

If a message selected in the Results List pane contains an attachment, a link to the 
attachment will display in the Message Detail pane.  

 

Figure 9: Sample message with attachments  

To view the message attachment:  

1) From the Message Detail pane, click the attachment name hyperlink  

2) The attachment will open in the Message Detail pane  
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Figure 10: View message attachment  

To return to the message, click the message Subject in the Results List pane.  

Save Search Results  

Search Results can be saved to a folder for further review. By default, ArtiSan will create 
an “MM Searches” folder that will appear in your mailbox.  

To save Search Results:  

1) Run a desired search according to the steps above.  

2) Check the box next to the message(s) you wish to save.  

To save all messages on the current page, check the box in the column header row.  

Note: Saving Search Results saves the results from the current page only.  

3) Enter a name for your search results in the Results List pane and click the Save icon  
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Figure 11: Save Search Results  

The saved Search Results appear as a sub-folder (labeled with the name you entered 
above) under the MM Searches folder.  

 

Figure 12: Folder List with Saved Search Results  

Note: The messages in the saved search results are copies of the original messages, and 
will be subject to any Rules that apply to the original messages.  



 

Saxonite ArtiSan Mailbox Manager User Guide   page 14 

Optional Mailbox Manager Toolbar  

The optional ArtiSan toolbar allows you to Archive or Restore messages without having 
to create PST files.  

Mailbox Manager Toolbar Overview  

Mailbox Manger allows you to Archive and Restore messages easily with the inclusion of 
an additional toolbar. From the toolbar, you can Archive or Restore your email with one 
click. Once installed, the ArtiSan toolbar will appear in conjunction with Outlook 
toolbars.  

 

Figure 13: ArtiSan toolbar  

Installing Mailbox Manager Toolbar  

Prior to installation you will need to close any open instances of Outlook and get the 
installation file and the ArtiSan web server name from your administrator.  

1) Copy the ArtiAddin.dll file to your computer  

2) Click Start>Run to open a command prompt  

3) Type cmd  

4) Click OK  

5) Type the directory of the location of the ArtiAddin.dll file (i.e. C:), and press Enter 
on your keyboard  

6) Type C:\winnt\system32\regsvr32.exe ArtiAddin.dll on the next line, and press 
Enter on your keyboard  

7) Close the command prompt  

8) Open Outlook – the ArtiSan toolbar will appear  

9) In the ArtiSan toolbar, click User Settings  

10) Type the name of the ArtiSan web server, and click OK  

Archiving Email Messages  

1) In the Message List Pane, select one or more emails you wish to archive  

2) Click the Archive button from the ArtiSan toolbar  

3) The email(s) selected now display the Archived icon , and have been archived  

Restoring Archived Email  

1) In the Message List Pane, select one or more archived emails  

2) Click the Restore button from the ArtiSan toolbar  

3) The email(s) selected now display the preset Mail icon  

Note: If you restore an email that was automatically archived according to the current 
Rules setup by the ArtiSan Administrator, your restore will remain for 5 days – after 
which time the email will be returned to the archive.  

ArtiSan Settings  

1) Click the ArtiSan Settings button from the ArtiSan toolbar.  
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2) A dialog box appears, pre-populated with the location (URL) of your ArtiSan Web 
Server. This information was entered when the ArtiSan toolbar was installed.  

 

Figure 15: Sample ArtiSan Settings dialog box  

Note: You should not change this information unless directed by your administrator.  


