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Login

With Search, you can easily view your archived emails in a web browser. Logging in is done by accessing a

dedicated link from your internet browser.

When logging in from the customer's internal network, no login is required. You are authenticated through

your network login. This requires an ADFS connection.
If the archive is accessible externally, proceed as follows:

In the login screen, enter your username and password. These are the same credentials you use to log into
your Windows computer. In most cases, login is handled via Single Sign-0n, so you will not see the

following login screen.

OCCi/ = search

User Name: [N
Password: [

Depending on your permissions and license, the Email Archive, eDiscovery, and Audit for revision are

available to you. For the user, the "Archive" section is usually selected automatically.

Archive eDiscovery Audit
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Navigation

Browse Gbergreifende Suc +
Archive
Inbox

Sent ltems

Contacts 7]
Sensitive

sit-Regelarchiv

Quick search... Q

Go to Last Viewed

From

"Alex Stanculescu” <A....

"Microsoft Teams” <n...
"Figma" <support@fi...
"Microsoft Teams" <n...
"Microsoft Teams” <n...
"Microsoft Teams" <n...

"Microsoft Teams" <n...

"SIT_Test Sept 2024" <...
"Dominik Mainka in Te...

"Microsoft Teams" <n...

"SharePoint Online” <...

"Andreas Riediger" <A...

"SharePaint Online” <...

"Microsoft Teams” <n...

Subject

Automatic reply: Merge Report | AutoMergeBOT

Sie wurden zu einem Team in Microsoft Teams hinzu...

Werify your email address

You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You've joined the SIT_Test Sept 2024 group
Dominik sent a message

You have been added to a team in Microsoft Teams

Heads up! We noticed that you recently deleted a lar...

Test

Heads up! We noticed that you recently deleted a lar...

You have been added to a team in Microsoft Teams

Advanced Search ~

Date

11/12/2024 13:04
10/12/2024 08:12
0571272024 12:52
06/11/2024 11:42
05/11/2024 09:48
28/10/2024 14:22
21/10/2024 15:11
14/10/2024 14:31
01/10/2024 14:59
30/09/2024 08:48
21/09/2024 19:45
20/09/2024 12:39
08/07/2024 14:49
03/04/2024 08:34

Preferences ~

Sent / Received ~

11/12/2024 13:04
101272024 08:12
05/12/2024 12:52
06/11/2024 11:42
05/11/2024 09:48
28/10/2024 14:32
21/10/2024 15:11
141072024 14:31
01/10/2024 14:59
30/09/2024 08:48
21/09/2024 19:45
20/09/2024 12:39
08/07/2024 14:49
03/04/2024 08:34

4

Search Automatically

-

m.mustermann@sitaas.de ~

Folder

fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox

d»

>
14 items found

After successfully logging into the archive, you will see your homepage. In the left column, the folder

structure of your archived mailbox is displayed, as well as all locations that have been set to visible for you.

In this example, several locations are selected and visible. As a user, you will generally only see your own

archived data and the archived data of your delegate.

In addition to your inbox, every folder you have created and archived is visible.

Empty folders and items that have not yet been archived are not displayed.

Archived calendars, notes, contacts, and tasks are also available.

Your personal mailbox is archived, while shared folders are archived under the data owner.
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Search Function
Quick Search

Using the quick search function, you can quickly and efficiently search your archived data for keywords.

Quick search... Advanced Search ~

Overview of the Most Important Search Types:

The "Automatic Search"is a convenience feature that allows Search to start the search automatically as
soon as you make a selection. You can disable this feature if you do not want the search to be automated.
The data preview is only updated upon your request. This speeds up the system in case the search needs

to be narrowed down using multiple criteria.

Advanced Search

Under “Advanced Search,” you can filter the desired search criteria of a message according to specific

parameters.

For example, you can choose to search for keywords only in the subject line or the body of the email. It is

also possible to search for specific recipients or senders within defined time periods.

If you perform a search with three words, such as “needs deleted cleaned,” Search will look for items that
contain all three keywords somewhere in the message header (subject, sender, recipient)and text, without
requiring them to appear together.

(The Boolean operator AND is applied to all three search terms.)

If you prefer to search for an exact phrase, please enclose it in double quotation marks. If you enter multiple

keywords into the “Search” field, such as:
e needs deleted cleaned
Enclose all three keywords in double quotation marks:

e ’"needsdeleted cleaned”
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Search

Message [EAiETd Il

Brg Subject matches @
! w
{
Sender matches @ 1/20,
)/20.
Any Recipient (To,CC,BCC) matches @) B
| 5/20.
3/20.
Body Contains @ 3/20;
a4 1/20.
° 1/20.
Sent/Received date range - -
Filter 1/20:
)/20;
La
Date Range @ : : 1720:
/20.
3/20:
Item Types 3/20:
Pg
Personal subject matches @
Re
0
Category contains €
Cq
»
Pl ) =
Protection Label @)
Custom

A custom search is a search that you create based on the parameters you specify.

Attachment: Searches the attachments of archived messages using the defined search criteria.
Through “Advanced Search,”you can choose between “Message” and “Attachment,” as described earlier

under the "Message” section.
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Attachment

Message

Brqg

Filename matches @
1
} File Size Range @
Body Contains @)
i
Proximity search (body)
S

Select the “Attachment” tab to define certain search criteria exclusively for attachments.

Cross-searches: Multiple searches can be conducted. To do this, use a new “Search” tab, which you open

", n

via the "+" symbol.

Browse
Archive

Inbox
Sent ltems

Contacts 7]

Sensitive

sit-Regelarchiv

Quick search... Q

Go to Last Viewed

From

"Alex Stanculescu” <A...
"Microsoft Teams” <n...
"Figma" <support@fi...
"Microsoft Teams" <n...
"Microsoft Teams" «<n...
"Microsoft Teams" <n...
"Microsoft Teams" <n...
"SIT_Test Sept 2024 <.
"Dominik Mainka in Te...
"Microsoft Teams" <n...
"SharePoint Online” <...
"Andreas Riediger" <A...
"SharePaint Online” <...

"Microsoft Teams" <n...

Subject

Automatic reply: Merge Report | AutoMergeBOT

Sie wurden zu einem Team in Microsoft Teams hinzu...

Werify your email address

You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You have been added to a team in Microsoft Teams
You've joined the SIT_Test Sept 2024 group
Dominik sent a message

You have been added to a team in Microsoft Teams

Heads up! We noticed that you recently deleted a lar...

Test

Heads up! We noticed that you recently deleted a lar...

You have been added to a team in Microsoft Teams

Advanced Search ~

Date

11/12/2024 13:04
10/12/2024 08:12
05/12/2024 12:52
06/11/2024 11:42
05/11/2024 0948
28/10/2024 14:32
21/10/2024 15:11
14/10/2024 14:31
01/10/2024 14:59
30/09/2024 08:48
21/09/2024 19:45
20/09/2024 12:39
08/07/2024 14:49
03/04/2024 08:34

Preferences ~

Sent / Received ~

11/12/2024 13:04
101272024 0812
05/12/2024 12:52
06/11/2024 11:42
05/11/2024 09:48
28/10/2024 14:32
21/10/2024 15:11
141072024 14:31
01/10/2024 14:59
30/09/2024 08:48
21/09/2024 19:45
20/09/2024 12:39
08/07/2024 14:49
03/04/2024 08:34

4

Search Automatically

-

A cross-search retains the search results from the previous search. This allows you to perform a new

m.mustermann@sitaas.de ~

Folder

fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox
fInbox

1/20.
)/20.
»/20.
5/20.
»/20:
8/20.
1/20.
1/20.

d»

>

14 items found 2

search function in the new tab with the already filtered search results to obtain even more targeted

results. You can repeat this process until you have found the desired data.

Boolean operators and symbols: Boolean operators are symbols like the plus (+) or minus (-) signs, which

form the basis of the search engine. Every time you search for a keyword or a partial keyword, Boolean

operators precisely define this process. Search supports almost all Boolean operators, including AND, OR,

NOT, BUT, NEAR, and so on.
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Settings

Under Settings, you personalize the views in Search.
Here you control the preview options for emails, change the chronological order, and set the correct time

format. The language can be optionally changed to English, French, Spanish, or German.

Advanced Search ~ Preferences ~ m.mustermann@sitaas.de -

ONLINE .
om COMPLIANGE Quick search.. Q
CENTER

HE Highlight Search Terms

Browse Gbergreifende Suc ~ O Expanded Quick Search
Archive Page Format e
From Subject Date O Auto-Save
Sensitive View Format
"Alex Stanculescu” <A...  Automatic rephy: Merge Report | AutoMergeBOT TranmaneTnas X
"Microsoft Teams” <n...  Sie wurden zu einem Team in Microsoft Teams hi No preview Preview
sit-Regelarchiv "Figma" <support@fi..  Verify your email address b Inline preview Language
"Microsoft Teams” <n..  You have been added to a team in Microsoft Tea (] Side pane Date Format
"Microsoft Teams" <n..  You have been added to a team in Microsoft Tea Default Preview Tab Time Format
"Microsoft Teams” <n..  You have been added to a team in Microsoft Teams 28/10/2024 14:32 28/10/2024 14:32 fInbox
"Microsoft Teams” <n...  You have been added to a team in Microsoft Teams 21/10/2024 15:11 21/10/2024 15:11 fInbox
f "SIT_Test Sept 2024" «... You've joined the SIT_Test Sept 2024 group 14/10/2024 14:51 14/10/2024 14:51 fInbox
"Dominik Mainka in Te.. Dominik sent a message 01/10/2024 1459 01/10/2024 1459 fInbox
"Microsoft Teams" <n...  You have been added to a team in Microsoft Teams 30/09/2024 08:48 30/09/2024 08:48 fInbox
"SharePoint Online™ <. Heads up! We noticed that you recently deleted a lar...  21/09/2024 19:45 21/09/2024 19:45 fInbox
"Andreas Riediger" <A.. Test 20/09/2024 12:39 20/09/2024 12:39 fInbox
"SharePoint Online” <.. Heads up! We noticed that you recently deleted a lar...  08/07/2024 14:49 08/07/2024 1449 fInbox
"Microsoft Teams” <n...  You have been added to a team in Microsoft Teams 03/04/2024 08:34 03/04/2024 08:34 fInbox
%]} >

Via the username tab, you can open another archive of different mailboxes (if the permission allows it), and

you can end your active session by logging out.
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Saving Emails

You can export an important email from your archive as a POF document. To do this, click on the desired

email until the preview view appears. The email should now be “expanded” and the information readable.

Browse

Search Automatically

INLINE . -~ . -
“OMPLIANCE Quick search... L4 Advanced Search ~ Preferences ~ -
NTER
dbergreifende Suc +
From Subject Date Sent / Received Folder
"Alex Stanculescu” <A, e tenke Merne Bopopt L AdohlesncROT 11/12/2024 13:04 11/12/2024 13:04 fInbox
"Microsoft Teams” <n... ie . f @nzu.. 10/12/2024 08:12 10/12/2024 08:12 fInbax
: : t Options
“Figma" <support@fi... er 05/12/2024 12:52 05/12/2024 12:52 fInbox

QTS SRR [ attachments/replies | 06/11/2024 11:42  06/11/2024 11:42

[] metadata

Preview [iggelstly =ty

[T] page header/footer

[ highlight search terms

From: "Microsoft Teams" <noregy@

To: “"Max Mustermann® <M.MEist m

Sent / Received: Wed Nov 06 2024 11:42:08 GI

Subject: You have been added to a team in Microsoft leams

Microsoft Teams

L o T i, U N T S

14 items found 2

By clicking on “Print,” a small window with selectable filters opens. Afterwards, for example, the PDF is

loaded.

OCC £o

Browse
Arc
Sensitive
sit-Regelarchiv

Search Automatically

S ancE Quick search Q ences - -
ENTE ', . uIck search... L ENces
ibergreifende Suc +

From Subject Date Sent / Received Folder

"Alex Stanculescu” <A... Automatic reply: Merge Report | AutoMergeBOT 11/12/2024 13:04 11/12/2024 13:04 fInbox

"Microsoft Teams” <n...  Sie wurden zu einem Team in Microsoft Teams hinzu...  10/12/2024 08:12 10/12/2024 08:12 fInbox
9 05/12/2024 12:52 05/12/2024 12:52 fInbox
"Microsoft Teams" <n...  You have been added to a team in Microsoft Teams 06/11/21 06/11/2024 11:42

igma" <support@fi...  Verify your email address

Printing to PDF
| Initializing
Pl o ndering body

From:— microsom 1eams — <noreplywemeaemaIeams,microsoTLCom >

Preview

To: “"Max Mustermann® <M.Mustermann@sitaas.de>
Sent / Received: Wed Nov 06 2024 11:42:09 GMT+0100 (Mitteleuropaische Normalzeit)

Subject: You have been added to a team in Microsoft Teams

Microsoft Teams

Nt W 0 s ib_ _ e e s % _ " & ____u

14 items found 2
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ONLINE .
o& Egm?IEK\NEE Quick search... Q Advanced Search ~ Preferences ~ m.mustermann@sitaas.de ~
Browse tbergreifende Suc =

Click Here to download the attachments that could not be rendered to PDF g/ Received ™ Folder
1/12/2024 13:04 fInbox
0/12/2024 08:12 fInbox
5/12/2024 12:52 fInbox

fInbox

Sensitive

sit-Regelarchiv

Preview

Pri

Microsoft Teams

F

Lariszs added you ta tha SIT Tect Tasm Larksa team

ST
Sent / Rece

SIT Test Team Larissa

Sub

v v

vircrosott feams

Pt _ N _ s sl _ e e a4 T a4 ____x
4 S »
Search Automatically

a

After the loading is complete, the email opens in PDF format in a pop-up window. There, you can save the

PDF document to your local computer or print it directly via a printer.
Forwarding Emails

The mail archive stores items in an unchangeable way. To forward an archived email, click on “Forward” in

the preview.

OCC II“ Quick search...

Browse bergreifende Suc +

i
o

From Subject Sent / Received Folder
ST "Alex Stanculescu” <A... Automatic reply: Merge Report | AutoMergeBOT 2/2024 13:04 11/12/2024 13:04 fInbox
"Microsoft Teams" <n...  Sie wurden zu einem Team in Microsoft Teams hinzu... 024 08:12 1 024 08:12 fInbox

"Figma" <suppdftiie

iy ey oM 12/2024 12:52 05/12/2024 12:52

| | ‘ & "Microsoft Tear * D6 11,2024 11:42 06/11/2024 11:42 finbox
Forward

fInbox

Preview [ i \i’) Forward the message back to your mailbox?

Sent / Received:

Subject: You have been added to a team in Microsoft Teams

Microsoft Teams

Nt _ W 0 s il _ e s % _."___ & ____u

Search Automatically

d|p

»

L

14 items found EE‘

14 items found &

With this function, the archived email is sent to your mailbox. From there, you can work with the email as

usual.
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Access to Additional Archives, Old Archives

In addition to your own archive, you can also access archives from other mailboxes. This may include, for
example, your old Mailstore, REDDOXX, or Barracuda archive, which can be assigned to you upon request.
For this, you necessarily need the appropriate permissions. If the rights to other archive mailboxes have

been delegated to you, you will also see the folders and emails of the respective other mailbox on your

homepage.

In the list under the “Folders” column, you will find, besides the locations of your archive data, the folders of
all users for whom you have received so-called proxy access.

This allows you to better distinguish which archived emails belong to your account and which belong to the
mailbox for which you have proxy access. Just like with your own emails, you can also view, filter, search,

forward, and print the archived emails of these mailboxes with proxy access.

Depending on your permissions, different folders will be displayed
to you within the archive. These folders include Inbox, Sent Items,
Calendar, and Contacts. On the left side, the folder structure of
the additional archive will also appear below your personal

archive.
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