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Introduction

The Metalogix Archive Manager Outlook Add-in offers end users the capability to archive,
retrieve, restore and search for archived email items directly from the Outlook client installed on
their computers. This guide describes the all these features and other capabilities of the Outlook
Add-in.

When the Outlook Add-in is installed, the Archive Manager tab appears in the Outlook toolbar.
The various functions available in the toolbar ribbon are shown in the illustration below. For
more information about the installation and permission settings that control the functions in the
ribbon, see the Metalogix Archive Manager for Exchange 8.3 Outlook Add-in Installation Guide.

Inbox - nikiportman@democorp.com - Outlook

File Home Send / Receive Folder View ARCHIVE MANAGER Q  Tell me what you want to do

=t == 2 @

Restore Delete Versions Search Offline falder Options Info
synchronization
Archive Restaore Full text search | Offline folder synchronization ' Options Info ~
+ Favorites Search Current Mailbox & | Current Mailbox | | [ Reply [£2Reply All £} Forward
Bbosi 20 davidwebb@democorp.com Niki Portman 9/11/2020
Sent ltems All Unread By Date ~  Mewest & i
Animal Farm
4 Last Month v
Drafts
Deleted Items iuanchristie@demuc... Metalogix Archive Manager + Getmore add-ins
Mrs. Dalloway 9/11/2020
Clarissa Dalloway is the kind
4 nikiportman@democorp.com - = Na? writer has ever been more naked in his cgntempt for power, cfr more ruthless in his
davidwebb@democ... % critique of those who abuse it, than the Englishman born Eric Blair, better known to the
(2 &0 :”""a'tFa:" . 211/2020 world as George Orwell. In Animal Farm he restages the hypocrisies of the Russian
o writer has ever been
Drafts Revolution with the principal figures played by, of all things, farm animals. By presenting
Sent ltems timashford@democo... atrocities in the terms of a fairy tale, he makes them fresh, restoring to readers numbed
Deleted ltems White Noise 9/11/2020 by the 20th century?s parade of disasters a sense of shock and outrage. Paradoxically, by
Affable Jack Gladney is turning Trotsky and Lenin and their followers into pigs and horses and chickens, he
Junk Email
reveals them as all too human.
pabloneruda@demo...
Outbox The Witches Are Coming 9/11/2020
RSS Feeds With her signature wit, brio, Regards
3 David
Search Falders ninatanaka@democo...
The Mysterious Island 9/11/2020
After hijacking a balloon
karljordan@democor...
Mobody's Victim 9/11/2020
In the age of dowxing,
juanchristie@demaoc...
Laws of Human Nature 9/11/2020
In this detailed and
N ishnamohan@democ...
o= o g e Hood Feminism 9/11/2020
Long a pillar of Black Twitter, h
ltems: 22 Unread: 20 All folders are up to date.  Connected to: Microsoft Exchange O BE - 1 + 100%

When email items are archived, special icons are used to indicate the nature of the archived
email item as described in the table below:

Icon Description
=) Archived e-mail. A bold font indicates that the email is archived and unread.

i:{; Archived email that has been replied.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Icon Description

= Archived email that has been forwarded

NOTE: When you open Outlook for the first time after installing the Archive Manager
Outlook Add-in, it will take longer than usual because the Add-in is loaded and configured
automatically. When you open Outlook the next time, the interval will be shorter. The
Archive Manager toolbar is also listed in the File > Options > Customize Ribbon window.
All Outlook Add-in actions are logged to a log file located in the $AppData%
\Metalogix Software\Archive Manager\Log\Archive Manager folder.

Outlook® is a registered trademark of Microsoft Corporation. All features of the Archive
Manager Outlook Add-in are valid of Outlook 2013 and later.
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Archiving emails

You may choose to archive several e-mails or documents at once. When archived, emails will be
residing in the archive until its retention time elapses. The archived email can be even deleted
from Outlook, however, it will be still accessible e.g. via fulltext search.

Selected e-mails and documents are archived by clicking the Archive command on the Archive
Manager tab

HEI .'-_||:-| = Inbox - Adrinistrator@5ddernol.local - Outlool
FILE HCkE SEMD S RECEIVE FOLDER WIEMY ARCHIMWE bAAMAGER

b4 ty Bk g3l 68 A g O

<Default: -

Archive Restare Delete Wersions Search Offline folder Options  Info
syhichranization
Archive Restore Fulltext search  Offline folder synchronization Options Info

In the adjoining drop-down box you can choose which retention category will be used when
archiving the selected email. (Retention category defines attributes of archiving, i.e. the time for
which the item will be archived, if the shortcut should be created etc. For more information on
retention categories see the “Archive Manager for Exchange Administration Guide”.)

You may also archive e-mails and documents from a Public Folders folder. For that, however, you
need to be assigned certain rights. Those rights can be assigned in Archive Manager for
Exchange Administration Center (AMAC).

During the archiving process the Archiving messages box appeatrs.

Prugress -E

Archiving messages. .. E
ot

Message 01

Cancel

The archived e-mail can be opened simply by double-clicking. It can take some time while
Outlook retrieves respective e-mails from the archive.

Downloading archived message...

Please waik!

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Restoring archived emails

By using the Restore command on the Archive Manager tab, you can restore selected archived e-
mails from the archive.

Hﬂ -L_|I:I: 5 Inbiox - Administrator@5ddernol.local - Outlook
FILE HOME SEMD / RECEIVE FOLDER WIEW ARCHIVE MANAGER
] " B
= g ke @ @ O
<Default:
Archive Restare Delete Versions Search Offline folder Options  Info
I/\\, synchronization
Archive Restare Fulltext search  Offline folder synchronization Options Info

Upon clicking on the Restore icon, the following dialog box appears.

HEstOTETNESSdES

[./E Restoring messages...

[ ] Delete from archive Restore :ﬁ ( Cancel

The Delete from archive check box points to the selected item in the archive. By selecting this

check box you will mark the selected e-mails in the archive for deletion. They will be deleted

from archive when their retention period expires. However, it is still possible to find these

archived emails via Archive Manager Search function (e.g. ArchiveWeb) until they are physically

deleted from the archive upon expiration of their retention period.

By not selecting the Delete from archive check box, the respective e-mail will be restored only

and it will not be marked in the archive for deletion. Its shortcut will be replaced on the MS

Exchange Server with the original e-mail.

1 | NOTE: If you delete archived e-mails from your mailbox using the Outlook Delete
functionality (i.e. no Archive Manager functionality), it is still possible to find them via
Archive Manager Search. However, only the administrator of Archive Manager can restore

them back into the mailbox.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Deleting archived emails

With this menu option the archived e-mails are deleted from the Exchange Server. They can also
be marked for deletion from the archive and consequently, they will be deleted when the
retention period expires.

ﬂﬂ % s Inbiz - Adrministrator@3ddernallocal - Qutlook
FILE HOME SEMD f RECENVE FOLDER WIENY ARCHIVE MANAGER

D T2 %k e 48 " o O

) zDefault: . : ;
Archive Restore Delete Wersions Search Offline folder Options  Info
synchronization
Archive Restu% Fulltext search Offline folder synchronization Cplions Infao

By not selecting the Delete from archive check box only the respective e-mail shortcut will be
deleted from the Exchange Server. However, it will not be marked for deletion in the archive.
Such item is displayed as lost in the AMAC. It can be restored by the administrator during its
retention period until the Shortcut synchronization job runs (see the Metalogix Archive Manager
for Exchange Administration Guide).

Delete from archive

*i You have selected 1 messages.

Do you really want to delete?

[T Delete from archive C Delete Q I::_ Cancel )

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Search

In this chapter:

e Full-text Search

e Advanced Search

Full-text Search

Full-text search is used for searching through archived e-mails and attachments. It is possible to
search for text in pictures (OCR search) although this technology has some limitations, e.g. too
small text may not be correctly recognized. Full-text search can be used even for searching
through archived and subsequently restored mails. This search is accessible from the Archive
Manager tab in Outlook.

Inbox - domadmin@democorp.com - Outlook

File Home Send / Receive Folder View Help ARCHIVE MANAGER Q Tell me what you want to do

B | WP | W 3 @ | ©
ault
Restore Delete Versions Search Offline folder Options Info

synchronization
Archive Restare Full text search | Offline folder synchronization | Options Infao -~

By clicking on the Search on the Archive Manager tab, the following window will be displayed.

Full text search mER
Search for the word(s) || | | Search | | Clear |
Advanced search
=]
Advanced " Mailboxes " Settings ]
And/Or  Field Operator Value

=+ Add new clause
Search results:

From Subject Attachment Size Version Received Archived date  Folder

< >
| Laad || Save ‘ == | Display | Close

The entered keyword is searched in the:
- subject

- email body

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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- attachments

The result of the search is then displayed in the Search results window

Full text search PER

Search for the word(s) |ﬂ1& | | Search | | Clear |
Advanced search
Search results: 4 messages found
From Subject Attachment Size Version Received Archived date  Folder
(=i davidwebb... Animal Farm 8.28KB 1 9/11/2020 2:33:5... 10/29/2020 5:48:... Inbox
(=i davidwebb... Can'tEven: How Milenn... 9.29 KB 1 9/11/2020 2:33:5... 10/28/2020 5:48:... Inbox
(=} davidwebb... Commerce ] 1L8KE 1 9/11/2020 2:33:4...  10/25/2020 5:48:... Inbox
(=} davidwebb... Division of Labour ] 10.71KB 1 9/11/2020 2:33:3... 10/29/2020 5:48:... Inbox
£ >
| Laad | | Save ‘ - | Display | Close

You can retrieve an archived email by either selecting the email and clicking Display or by double-
clicking the email.

Search Expressions

Search expressions are a combination of keywords and logical operators that enhance the search
capability. Keywords can be used in combination with the logical operators AND, OR. The
operator AND is not mandatory. If no logical operator is included, the full-text search query
engine searches for documents containing all the given words.

Full text search =ER

Search for the word(s) |hello OR welcome | | Search | | Clear |
Advanced search

Search results: 5 messages found

From Subject Attachment Size Version Received Archived date  Folder

(=i Domain ... CEO nomi... 5.25KB 1 10/4/2019 6:22:1... 11f25/2019 6:09:... SentItems

(=i Domain ... Hello 3.25KB 1 1012019 7:00:3... 11f25/2019 6:09:... SentItems

(=i Domain ... Hello 7.39KB 1 1012019 7:00:3... 11f25/2019 6:09:... Inbox

(=i Domain ... Welcome 7.43KB 1 1012019 12:51:... 11f25/20196:09:... Deleted Items

(=4 Domain ... Welcome 3.2TKB 1 10/1/2019 12:51:...  11/25/20196:09:... SentItems

< >
| Laad | | Save ‘ == | Display | Close

Example 1:

Search results forhello AND welcome are the same as search results for the stringhello
welcome Oof welcome hello.When youintend to look for an exact phrase (a group of words that

functions as a single unit in the syntax of a sentence) you should use quotation marks

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Example 2:

Archive Manager Search supports other operators: NOT, + and -. Single and multiple character
wildcard searches are supported as well:

Character

NOT

Description

single character wildcard; replaces any
single character

multiple character wildcard; replaces
0 or more characters

requires that the term after the "+"
symbol exist somewhere in a the field
of a single document

excludes documents that contain the
term after NOT. This is equivalent to a
difference using sets. The symbol !
can be used in place of the word NOT

Note: The NOT operator cannot be
used with just one term. For example,
the following search will return no
results: NOT "test server".

excludes documents that contain the
term after the "-" symbol

Example

te?t matches text, test etc.

test* matches test, tests, tester etc.

+test data

searches for documents that must
contain "test" and may contain "data"
"test data" NOT "test server"

searches for documents that contain
"test data" but not "test server"

"test data" -"test server"

searches for documents that contain
"test data" but not "test server"

i NOTE: The above mentioned wildcard specification characters, i.e. ? or * etc., cannot occur

as first 2 characters of the search phrase. The search query as such cannot other contain
special characters as ":", "\", "I", "A" "t~

You can use the Save / Load buttons to save / load search criteria you have specified. Itis
especially useful e.g. when you have set special settings for Advanced search (see further).



Advanced Search

Advance search lets you specify your search criteria in more detail.

Steps to use advanced search

1. Click the plus (+) sign to expand the advanced search section.

Full text search ER
Search for the word(s) | | | Search ‘ | Clear |
Advanced search
Search results: 0 messages found
From Subject Attachment Size Version Received Archived date  Folder
€ >
| Load | | Save | —a Display Clase

2. Click the Advanced tab.
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.

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.

4. To add more criteria clauses, click Add new clause or +. To remove a clause click . You can
additionally select the logical operator. The default operator is And.

i | NOTE: You can group clauses to create nested search criteria by selecting consecutive
check boxes and clicking the [=icon.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Full text search ER

Search for the word(s) | | | Search ‘ | Clear |
Advanced search
=
Advanced | Mailboxes | Settings
AndfOr  Field Operator Value

+ X0 |Subject v||= w ‘ |Hell0 |

+ X [] |Or V||SthEEt v||= ~ ‘ |Welcome |

=+ Add new clause
Search results: 0 messages found

From Subject Attachment Size Version Received Archived date  Folder

< >
| Load || Save | =& Display Clase

5. Toview the scope of the search on mailboxes, click the Mailboxes tab. By default only the
current mailbox is added. You must select more mailboxes manually if you want to search
additional mailboxes.

NOTE: If you do not see additional mailboxes, the Administrator must follow the steps
below to expand the search scope to more mailboxes:

a. Openthe Address Book Manager in the Archive Manager for Exchange
Administration Center (AMAC).

b. Click Mailboxes to open the list of mailboxes.

c. Right-click the mailbox you want to add and select Permissions from the context
menu. The Mailbox rights window opens.

d. Click Add and select the Outlook user who will run the search. Then click OK to close
the windows.

e. Open the Advanced search window again and click the Mailboxes tab to view the
additional mailboxes

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Search for the word(s) | | | Search ‘ | Clear |
Advanced search
=]
Advanced || Mailboxes " Settings ]
Mailbox
Niki Portman
Ishna Mohan
Devika Sharma
Search results:
From Subject Attachment Size Version Received Archived date  Folder
€ >
| Load || Save | =& | Display | Clase

6. To setthe search scope on email item types, click the Settings tab.

Search for the word(s) | | | Search ‘ | Clear |

Advanced search
=

Advanced "Mailboxa "Settmgs ]

Limit search results to: 10000 =

[] search in deleted documents

[[] Search only in deleted documents

[] Search in wersions. The match will be shown for each version separately.

Search results:

From Subject Attachment Size Version Received Archived date  Folder

€ >

| Load | | Save | =& | Display | Clase

Configure the settings as described below:
a. Limit search results to - the number of emails that are returned in the search result list.

b. Search in deleted documents - select this check box to search through emails that are
marked for deletion and the latest version of archived emails.

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. Search inversions - select this check box to search through all versions of the archived
emails and each match will be returned in the result list.

7. Click Search to search for archived emails based on the selection criteria, the mailboxes
specified and the settings that are applied.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Full text search

EER
Search for the word(s) | | | Search ‘ | Clear |
Advanced search
=]
Advanced " Mailboxes " Settings ]
AndfOr  Field Operator Value
+ X [0 |SubJect ~ | | = ~ ‘ |He||o |
+ X0 |Or V||SubJECt v||= VHWe\come |
+ Add new clause
Search results: 4 messages found
From Subject Attachment Size Version Received Archived date  Folder
(=i Domain ... Hello 7.39KB 1 10f1/2019 7:00:3... 11/25/2019 £:09:... Inbox
(=i Domain ... Hello 3.25KB 1 10/1/2019 7:00:3... 11/25/2019 6:09:... SentItems
(=i Domain ... Welcome 743KB 1 10f1/2019 12:51:... 11/25/2019 6:09:... Deleted Items
(=1 Domain ... Welcome 3.27KB 1 10/1/2019 12:51:...  11/25/20196:09:... SentItems
£ >
| Load | | Save | = | Display | Close

8. Click Save to save the search criteria as an XML file. The saved search criteria does not include

the list of mailboxes used in the search scope. Click Load to load a previously save search
criteria.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Versions

Each time you edit an archived e-mail a new version of that e-mail is created in the HSM Store.
Different versions of an archived e-mail can be checked in the Versions window. To do so just
click the Versions command on the Archive Manager tab.

Hﬂ -"_|E-I 5 Inbiox - Adrministrator@54dermot.local - Outlook
FILE HOME SEMD / RECENE FOLDER WIENY ARCHIVE MANAGER

3 oz U= o - e O

<Defaults
Archive Festore Delete Wersions Search Offline folder Options  Info

syrchronization

Archive Restore Fulltext search ' Offline folder synchronization  Options Info

The Versions window appears, showing all the versions of the respective archived e-mail. You
can choose to display each version (by clicking the Display button), restore them or create a new
e-mail from the selected version. By restoring a selected version, the respective version of that
e-mail will be retrieved and deleted (optional) from the archive. By selecting a version and then
clicking on the Create new copy button you create a new e-mail based on that respective
version. This newly created e-mail is not archived.

Versiuns !'_E_ﬂ'_

Version From Subject Size | Received Archived on
srv_exchange Outlook 2000 test IT 112KB  1/14/2010 4:46:11 AM 1/22/2010 3:03:40 PM
= sry_gxchange Cutlook 2000 test 1T 73.61KE  1/14/2010 4:46: 11 AM 1/22/2010 2:37:20 PM
( Restore ) ( Create new copy :) —a ( Display ) ( Close )

If you want to make a new version of an archived e-mail, just open it for editing. After saving the
changes, a new version is saved in the archive.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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H < ¢ + ¥ = manual - Message (HThL)

MESSAGE
7 \gnare ( ED Meetin B Move to: 7 9—) To Manager ; < Rules ~ E/-HQ, [ [ ] >
o € Lo Feln - 1]
E3 Tearn Ernail v Done _@ Onelote
Delete  Reply Reply Forward Mloee Mark Categorize Follow
Junk - ply ply 5 More - & - - ; g
3@ 21 m & Reply & Delete ¥ Create Mew |— - "3 Actions ™ |nread 2 Up -
Delete Respond Cuick Steps [ Edit Message I
Tue 2/26/2013 12:50 AR re' Recall This Messa
user001 Te§ Resend This Mess Edit Message
View in B Edit the contents c
manual Wiews in Browser )
To  Administrator DOther Actions
Message L'J Archive Manager Search.pdf [2 ME]

The full-text search engine searches for keywords in every version of an e-mail. Therefore search
results may contain more than one version of the same e-mail.

Fulltext search Ll Sl
Search for the word(s) Itestl ( Search ) ( Clear :’1
- Advanced search H
Search results: 4 messages found
From | subject | ramk | size | version | Received | Archived on | Folder
isrv_exchange  test g 999 B 2 14,12,2009 08:5.,,  14,12,2009 15:5... Inbox
isrv_exchange  test g 1696 B 1 14,12,2009 08:5.,.  14,12.2009 1%L, Inbox
65 YMware Tech.., RE: YMware Su... L 7L0L007 12,36 KB 1 07.05.2009 07:1...  15.12.2009 15:1... TEST/PSTco
iZisrv_exchange  new manuals WL LI Lr L7 300.54KB 1 30,12,2009 08:5,,,  30,12.2009 20:0... Sent Items

1] | !
( Load )( Save ) —al [ Display .( Close )

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Offline synchronization

Working with archived e-mails is possible even when you use your MS Exchange Server mailbox
offline.
Before switching to offline mode you must synchronize your Outlook mailbox with the MS
Exchange Server. If you also plan to work with your archived e-mails you need to synchronize in
Archive Manager as well.
To work offline with archived e-mails:

1. run Outlook synchronization

2. synchronize offline with Archive Manager (click on the Archive Manager tab and then on
Offline Folder Synchronization)

Bﬂ -"_|E-I 5 Inbio - Adrministrator@iddernol.local - Outlook
FILE HORAE SEMD / RECEIVE FOLDER WIEWS ARCHME MANAGER
=) ™
b= U v 2 O
} «Default= . ] ;
Archive Restore Delete Wersions Search Dffline folder Options  Info
synchronizatio
Archive Restore Fulltext search  Offline folder synchranization  Options Infa

i | NOTE: Auto synchronization is also possible. See the “Cache settings” section.

After working offline and reconnecting to your MS Exchange Server, first you need to synchronize
your Outlook mailbox with MS Exchange Server. Then you need to synchronize your OQutlook
mailbox with Archive Manager Server as well —by doing so you will update your Outlook mailbox
with its current status on the MS Exchange Server.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Options

The Options window has three tabs - Archive, Offline, and Other.

On the Archive tab the location of Retrieve and Archive servers can be verified. To achieve load
balancing, more than one Archive Manager server could be configured during installation. In that
case the Retrieve serveris used only for retrieving and Archive server for archiving. However,
retrieve and archive server could be the same machine.

When Add-in is installed, the primary retrieve server and archive server are defined. (In some
cases Archive and Retrieve Server fields may be blank. In that case, please fill in the server names
manually.) The Add-in loads the list of available servers from the primary archive server. When
retrieve is performed, the primary retrieve server is used, if this is not available, the next server
on the listis used.

Options [

Archive "Df‘l:line "l'.'llther ]

- Ty = =
LL‘JL’—J—

Retrieve server: https: r

I'-,'rnpam—‘lexchange

Archive server:

I'-,'mparn%xchange

( Reset ko defaulk .., :J

( Reset all setkings :ﬂ

I:: O :Hi Cancel :ﬁ Apply

In case that HTTPS is used in your environment, check the https check box.
When Reset to defaultis clicked, Archive and Retrieve server values are reset to default.
When Reset all settingsis clicked, all settings on all tabs will be reset to default.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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The Offline tab is used for configuring the cache settings —for more details see the next section.
Archive | Offline || Other
i}md]n LIS n

Language |English W

The Other tab is used for selecting preferred language for Addin.

Cache settings

On the Offline tab you can set the time for automatic offline synchronization. Just select either
the Auto synchronize when Outlook starts or the Auto synchronize when Outlook exits option.
You can even schedule offline synchronization to run every “x” minutes which is useful e.g. in
case of unexpected network breakdown. To do so, check Schedule offlline synchronization
every check box and enter the desired time interval in the minutes text box.

If you check the Show progress dialog check box, the dialog will pop up whenever the scheduled
offline synchronization is running.

Metalogix Archive Manager for Exchange Outlook Add-in User Guide
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Archive | Offline " Other ]

[T Auto synchronize when Outlook starts

[T auto synchronize when Outlook exits

¥ Schedule offline synchronization every
155 minutes

¥ Showprogrezsdialog

l( Folder setkings ... -:J

(- Ik j( Zancel -:i(- Apply -:i

When clicking on the Folder settings button, the Offline and cache settings window is displayed.
Here you may check the current location of the Add-in Cache and also specify cache settings.
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tHimeand cacheserhings x

Current location;

|C:'I,Llsers'l,administratcur'l,.ﬂ.ppData'l,Ru:uaming'l,Metalngix Softwareifrchive ManagerlADDIMNCE

Limit: 2045 MB

[] Use Outlook’s offline settings

Setkings. ..

Clear cache. ..

Select Folders For offline synchronization:

Lirnit Falder
EID‘@' Administratori@Sddemol . local A

by size

D_j Conwversation Ackion Sekking I:I ME

~{_|%a] Deleted Items by date

DE Drafts
{17 Inbox darys
chﬂ Journal |:|

- 123 Junk E-Mail
[ 123 Mews Feed

DB_] Mates

{15 tutbox
- 123 Quick Step Settings
- | RS5 Feeds

Sent Ikems W
L S . - . .

( Ik :J( Cancel :] Apply J

You may clear the cache folder when clicking on the Clear cache button. By clicking on the
Settings button the Cache folder settings window appears. Here you can set the global size limit
OR the global date limit for the cache folder. (Do not forget to check the Limit cache by date
check box if you want to apply the date limit.)

(rache tolder settmngs | e

Cache Falder limit:

y = E

Lirnit cache by date

( (0] 4 :i( Cancel :i
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In our example the maximum size of the cache is set to 2050 MB. However, the Limit cache by
date is checked and thus the cache size limit is ignored.

The global date limit is set to 730 days, i.e. emails older than 730 days will not be cached at offline
folder synchronization. User working offline will be able to see the shortcuts of all archived
emails but will be able to work only with those which were received in last 730 days.

1 | NOTE: When reducing the size or date limit, Add-in will ask if you want to delete the oldest
items if the actual status of the cache exceeds the defined values.

In the Offline folderssection further configure the offline synchronization. You can define which

folders you want to synchronize. For each selected folder you may choose if you want to set a

limit value for its size or limit it by date, e.g. items received within last 15 days will be cached.

1 | NOTE: The local size and date limits (i.e. limits defined for individual folders) are applicable
only within the range of global limits specified in the Cache folder settings as described
above.

imrerand lcache seLang s 3
—g-—Ea:ha AT

Current location:
i Usershadministrator ApphataiRoamingMetalogix Softwarelarchive Manager\ ADDIMNCA

|

Lirnit: 2045 MEB Settings. ..

E.lff]]na A HErS

[[]Use Cutlook's offline settings

Clear cache. ..

Select Folders For affline synchronization:

IC Folder

*’III

EIDE-_.ﬁ' &dministrator@S4demol.local A
-] Calendar [ | b size
{184 Contacts
|17 Conwversation Action Settin =
~{_|%a) Deleted Items

. Drafts by date
-] 5 Journal k
- 123 Jurk E-mail

- 13 Mews Feed

| Mokes

-5 outbox

- 173 Quick Step Settings

~[ 123 rsS Feeds

-] 24 sert Items "

= _ .

hs 2| daws

I.i (4 :Jl.i Cancel )I.i Apply :J

If Use Outlook’s offline settingsis checked, Add-in synchronize folders that are defined in
Outlook settings. However, it is possible to apply size or date limit for individual folders.

To select your own folders for synchronization you have to unselect the Use Outlook’s offline
settings check box. Then select the desired folders in the list.
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To handle all subfolders of individual folders comfortably, right-click the desired folder to unfold

its context menu:

orHime and cacheSerhng s

@-Eysha-f =g

Current location:

)

Limit: 2045 MB

iJ]n'-_-Fquar;

[ Use outlook's offline settings

Select Folders for affline synchronization:

IC:'I,D::u:uments and Settings)Administratort Application DatayMetalogix Software\PAMAExch

Settings ...

Clear cache ...

L

..... D(ﬁ Jou

..... D&.J Mok
..... Dan_ﬂ Ok

Limnit Folder
= &5t Mailbox - Administrator -
----- [ calendar ¥ by size
----- [¥] &5 Contacts _
----- & Deleted Items |15 E MB
t% Dirafts ™ by date

----- Ol Junk %] Uncheck subfoldsrs
"{, apply the same setting for subfolders

..... O3 ras 25 Clear limits For subfolders

----- O sent Items
E-[]Cd Svnc Issues

- [ER Conflicts
- [#JL§ Local Failures
LR Server Failures

| e B =R

=

(

8]

:Hi Cancel )I::

Apply )

Click Apply the same settings for subfolders command to copy folder settings to its subfolders.

i | NOTE: If you have set the size limit (e.g. to 100MB for Inbox) and clicked Apply the same

settings for subfolders command on the context menu of the selected folder, this size limit
is set for every subfolder (i.e. 100MB for Subfolder1, 100MB for Subfolder2, ...).
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Info

The last menu item on the Archive Manager tab is the Info.

ﬂa -"_||:-| s Inbox - Administrator@54dermaol.local - Outlook
FILE HOME SEMND f RECEIVE FOLDER WIEWY ARCHIVE MAMAGER

O3 s =l v R B g @

_ <Defaults ] ) )
Archive Restore Delete Wersions Search Offline folder Options  Infio
syhichronization
Archive Restore Fulltext search ' Offline folder synchronization  Options Info h

This displays the current version as well as the current status of the Add-in. If you want to disable
(enable) the Add-in, just click on the Disable (Enable) button. In case your Add-in settings have
been changed by the administrator (in the AMAC) in the meantime, make these changes active
by reconnecting to the Archive Manager server. To do so, just click on the Reconnect button and
click OK.

Ahout Archive Manager B

Archive Manager Qutlook, Addin
Version &.0.05
Cutlook WSTO Addin For Archive Manager

Connected with user: Adminiskrator
[Adrinistratar@autokest 13 local]
1 4 Server  AUTO134AM
-l" # 4 .
= If__ Disable -)
s | The Addin is currently enabled
The &ddin is online '::_ Reconnect )
o< )
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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
customers 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 enables you to:

e Submit and manage a Service Request
e View Knowledge Base articles
e Sign up for product notifications

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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