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Mailbox Manager for Exchange Overview

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

e For IT Administrators, ArtiSan is a policy-based tools for managing thiee,
performance and service level agreements regatbdengnterprise mail server

e For the legal department ArtiSan helps to eliminate risk, exposure andicyo
violations

« For the enterprisg ArtiSan significantly reduces overhead costs by:
o Centralizing email storage and reducing the buatethe enterprise mail system
o Optimizing email storage for ready access by users

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

« For the individual mailbox owners, ArtiSan eliminates the problem of lost email, k&hi
still allowing the end user to enjoy all the freetoand benefits of a personalized, infinite
mailbox. All email remains available to the end rygger corporate retention policies,
regardless of how old. Archived mail is represertigdan archive icon in Outlook, that
when opened, initiates retrieval and viewing fréma ArtiSan Archive

Key Features

ArtiSan’s key features include the following:

» Optimizes email storage, thus significantly radgcoverhead costs in a risk-free
environment

By reducing mail store size, mail server stajilierformance and total capacity are
greatly enhanced

» System administrators can set archiving politiebe implemented based on firm,
group or employee. Policies can initiate archivedobon message size, message age,
mailbox size, mailbox owner or a combination ofsthe@nd other attributes. Archiving
can be set up on a pre-defined schedule (hourlyy, daeekly, monthly) or on
demand.

» Message restore capability

* Provides and immediate ROI, especially as paa lafger migration project that can
cut the number of mail servers and licenses reduiyemore than 50%.

e Dramatically improves mail server recovery timenda minimizes the
backup/recovery windows for critical enterprise Insarvers
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Getting Started

ArtiSan integrates with your current Outlook maiballowing you to archive and review
archived email. You have full functionality of yoexisting Outlook mailbox, with the

added benefit of access to archived email thatbsarasily retrieved, reviewed and/or
restored.

Outlook User Interface Highlights

In addition to the normal features and toolbarsilabke in Outlook, ArtiSan provides
added functionality. You can now view or restoreilyarchived messages.
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Figure 1: Sample Outlook Interface

Archived Message Icon

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

& Inbox - Microsoft Outlook [_[O]x
| Ele Edt view Favortes Took Actions Help
J [ew - | =] ‘ 5 ¢ | GoReply €80 Reply to Al 8 Forward ‘ = send/Receive | 2oFnd % Organize ‘ - | @ .
Inbox ik
Folder List x| 4] 1| g From | Subject |Received -
-3 Outlock Today - [Maibox - Tm Tic. Ly Jans Srrith RE: Mesting Tues AM Thur 6/3/04 10:45 AM
oA Calendar =) John Doe Mew opportunity Thu &/3/04 8:15 AM
2 Contacts Jane Srmith RE: Mesting Tues AM Wed 6/2/04 6:58 PM
‘{3 Deleted Items (4) B4 John Doe RE: looking for assistance Wed 6/2/04 4:32PM
S Drafts John Doe RE: Inoking for assistan Wed 6/2/04 4:27 PH
6 Tnbox (5) i Wi nes d se I 2:01 PM
& Joumal [=] Sally Brown RE: Thank you Wed 6/2/04 11:22 AM
gﬂi? @ wiilliam Jones RE: Morthly Reports ed B/2/04 10:43 AM
& E:nt ?;ms =] John Doe looking for assistance Wed 6/2/04 10:12 AM
@ Tasks =] Jane Doe Meeting Tues Ak Wed &/2/04 9:08 AM
@ Public Folders =] Jane Doe sc.hedule time to meet Wed 6/2/04 G442 AM
=) Bob Thormpson Mis c. outstanding terms Tue £/1/04 9:03 PM =l

Figure 2: Sample Message List pane with Archived icons

Previewing Archived Messages

Archived email will remain accessible from your @ok mailbox. However, when you
preview email in the Preview/Reading Pane — or Gperemail - you will notice that the
body is replaced with a message stating the eraaiblkeen archived.
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Figure 3: Sample archived email as seen in the Preview/Rgdelame

Note: Depending on your Outlook security settings, youyrba able to preview the
content of the original email in the Preview/Readiane.

When previewing archived email in the Preview/Regdpane, 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 origirséegun-archive)

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

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

ArtiSan allows for one-click reviewing and restgrirof archived email messages.
Archived email is accessible directly from your @ok mailbox.

Viewing Archived Email

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

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

3) Click View from within the Preview/Reading pane. The emaipldigs in a browser
window, and contains the original body content
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Folder List n Deack - @ - (A [2) b Psearch oFaveies @ | (- oW - E 33
Al Folders A| address [] http:/feric local. net/ArtiSan/request_msg.asp?Acc=artisan aFdr =%2finboxa1d=BKMEBDIBHLP INONGHEACKACEBCGIKDGH_ = | [E] Go
E‘%i—%“ml" 'dﬁ”"san =1|-| Google[[G el & | &> () settings

3 Calendar =
[85] Contacts B ;I
3] Deleted Items " From “artisan” <artisan@localnets Sent 22/01/2007 09:20:00
LA Drafts | d To: "artizsan” <artisan@localnet
[} Inbox Subject Update Notification
S Joumal —
[ Junk E-mail 3
k| Notes |=| |This is a mail to naotify you that there has been an update to the documentation for ArtiSan 3 1. The new version now
[3) outbox | |supports a range of permissions options and the new Smart Rules evaulation (which should greatly improve rescanning
[ Sent Items | | |archived folders). You can find the new information on the web site and in the source control system.
7] Tasks
hﬁiSear\:h Folders “| |Also, I have taken the opportunity to update the architecture documents and other collateral information
= [
ariicraer || | regars
—| |Seth Baynes.
(3 mail . 0
4]
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&Ej Contacts || This message was archived by the Mailbox Manager.
Z Tasks L
»
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Figure 4: Accessing archived email
4) Close the window when finished — the email remaén archive
Note Regarding Opening Archived Messages from the M essage List Pane
If you open an archived email from the Message p#te as you would a non-archived
email (i.e. double-click), it will appear in a stird Outlook message window. You will

see the message that the message has been areimgedi]l 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 archivedl éongiew in the Preview/Reading
pane

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

3) The selected email is restored and the Archieed 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 emailssages with the included Search
Service.

Accessing the Search Service

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

1) Open Internet Explorer

2) Enter the URL provided by your administrator.eT8earch Service displays as
shown in the figure below
[ Arisan search service - icrosoft Intemet Explorer provided by Savonte ol

Ble Edit View Favorites Tools  Help ‘ e
QBack ) -+ [ [2) (h] O search FoFavorites @) | Cir b Wl - B 33

Address [&] http: jeric Jocal net/artisanfind asp B>
Google|[C~ rleo | B v | €% sookmerisr B a0blocked | % check + ? () settngs™

Al ArtiSan Search Service

Search for:

in Subject i
in Body (incl. Attachments) i

Sender:

and »

Recipient: (incl. CC and BCC)

fom: |
Tw [

Size: IE KB

AutoPreview [

¢ @

[&] pore [T [ [ [ [N Localintranet V.

Figure 5: Search Service

Search Message Archives

The Search Service can search archived messaged basSubject and body content,
Sender/Recipient, received date range, messagetyPand message file size.

1) Open the ArtiSan Search Service

2) In the left-hand pane, make desired selecti¥os. may make selections from one or
more of the following critesi:

a) Search for: — search for words or phrases within the Subjeet, Ibody content, and
any attachments. Results contain all forms of thedw

i) Enter words or phrases for which you wish torekea

Separate words/phrases with a space to searelmyaf the words/phrases
entered

Separate words/phrases with the wadlD to search forall of the
words/phrases entered

Use quotation marks to search for exact phraseezhte
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Place the wildcard operator * at the end of a wtwdfind words
“beginning with” the word entered (i.e. enteringil*, will return messages
with bothmail andmailbo®

ii) Checkin Subject to search in the Subject line for the words/phrasgered
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 mécipie

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

i) Selectand/or from the dropdown box

iii) In the Recipient: entry field, enter an email address or “friendlyred if you
wish to search by recipient; this will include C&1d BCC: recipients

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

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

i) Click the down arrow () next to the To: entiglfl to select an end date fro the
pop-up calendar

d) Priority: — search based on the Priority with which the ngsseas sent
i) Select the desired operator from the first dimpd box (=, > =, < =)

i) Select the desired priority level from the sedadropdown box (All, Highest,
High, Normal, Low, Lowest)

e) Mail Size: — search based on the message size
i) Select the desired operator from the dropdow (b9 <)
i) Enter the desired size limit, in kilobytes
f) Messages in AutoPreview search results will show/hide message preview

i) CheckMessages in AutoPreviewo 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 througk Results List pane and select a
message of interest to view in the Message DetaiepThe Results List pane will display
selected search criteria, as well as the numbsearfch results.

Figure 7: Search results page layout

If the search results in more than 30 messages withOAutoPreview — the results will
display in multiple pages. In this caseMare button will display at the bottom of the
Results list, as well as the number of total paggsur results set. When viewing results
on pages beyond the first pagdack 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 desiredsage by clicking the message
subject (will appear as a hyperlink)

2) The selected message will display in the Mes&ajail pane

View Attachments

If a message selected in the Results List paneatmntan 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 attactimame hyperlink

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

To return to the message, click the message Subjédne Results List pane.

Save Search Results

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

To save Search Results:
1) Run a desired search according to the stepsabov
2) Check the box next to the message(s) you wisiave.
To save all messages on the current page, chedothim the column header row.
Note: Saving Search Results saves the results from thentipage only.

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

The saved Search Results appear as a sub-foldeigthwith 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 ajpies original messages, and
will be subject to any Rules that apply to the ioidd messages.
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Optional Mailbox Manager Toolbar

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

Mailbox Manager Toolbar Overview

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

Figure 13: ArtiSan toolbar

Installing Mailbox Manager Toolbar

Prior to installation you will need to close anyeopinstances of Outlook and get the
installation file and the ArtiSan web server namuarf your administrator.

1) Copy theArtiAddin.dll file to your computer
2) Click Start>Run to open a command prompt

3) Typecmd

4) Click OK

5) Type the directory of the location of the Artidid.dll file (i.e.C:), and pres&nter
on your keyboard

6) Type C:\winnt\system32\regsvr32.exe ArtiAddin.dllon 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, clicklser Settings

10) Type the name of the ArtiSan web server, aint OK

Archiving Email Messages

1) In the Message List Pane, select one or mordegua wish to archive
2) Click the Archive button from the ArtiSan tootba

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

Restoring Archived Email

1) In the Message List Pane, select one or moféved emails
2) Click the Restore button from the ArtiSan toolba
3) The email(s) selected now display the preset Mdan

Note: If you restore an email that was automatically axeth according to the current
Rules setup by the ArtiSan Administrator, your oestwill remain for 5 days — after
which time the email will be returned to the arehiv

ArtiSan Settings

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

Figure 15: SampleArtiSan Settings dialog box

Note: You should not change this information unless d@edy your administrator.
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