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1 Using GFI MailArchiver

Read this chapter for information related to:
» Logging in GFl MailArchiver

» Browsing archived emails

»  Working with emails

» Searching for archived emails

» Accessing multiple mailboxes

» Changing the display language

1.1 Logging in GFI MailArchiver

Navigate to Start » GFIl MailArchiver » GFI MailArchiver. GFI MailArchiver will load in
your default internet browser. Key in your domain credentials (username and password
used to login your Microsoft Windows installation) when prompted.

Alternately, from your internet browser, key in the following URL:

http://<GFI MailArchiver host name>/<GFI MailArchiver virtual folder name>
For example:

http://mydomain.com/MailArchiver

By default, GFI MailArchiver does not require any login credentials while logging in. It will
instead use the credentials of the currently logged in user. Closing your browser session
logs off the currently logged on user from GFl MailArchiver.

To login as a different user, log off your profile and log in using a different
Microsoft Windows user.

[y

If you are logging in from a computer that is not joined to the domain where GFI
MailArchiver is installed, you will be prompted to key in the credentials used to
log in the domain where GFI MailArchiver is installed.
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1.2 Browsing Archived Emails

1. From GFI MailArchiver, select Archive tab.

GFI MailArchiver Welcome, Administrator

“ ARCHIVE CONFIGURATION OUTLOOK CONNECTOR AUDITING HELP

Search user to odd v | g n P8 Archive Store: July-Sep2011 w | (EMIZ] | Search all archived ema F R|l&
Browse conversations for: \ Conversation Emails Last Email on ‘ ) 2
] Hi Jose,
(Al Users) v Problem with computer 1 10/06/2011 01:04 ‘
) = . || Apologies for my late reply
Administrator EW: Problem with computer 10/06/2011 0104 || bt 1 wias travelling. Could we
‘ From John Doe To Jose 3KB = || meet first thing tomorrow
R B morning?
ks | NowSsesLead 1 10/06/201101:04 ‘
John Doe ® New Sales Lead 10/06/2011 01:04 | ;szme know if it works for
‘ From John Doe To Jane Roe; Jose 2KB &l |
v Meeting 3 10/06/2011 01:00 ‘ Bpsk ragands,
Meeting 04/06/201102:21 || John
From Jose To John D B |
rom © John Doe 2KB John Doe
N RE: Meeting (\Jiopusiezivel | Sales Area Manager =
R
I From John Doe To Jose L )| TCStores
»
RE: Meeting 10/06/2011 01:00
From John Doe To Jose 3g = || From: Jose
|| Sent: Saturday, June 04,
i T \ > New Backup procedures 2 06/06/2011 23:52 2011 2:21 AM
Classifications ‘ To: John Doe
[ Subject: Meeting
Large email ®
[ Hi John,
Emails in last 30 days ®
Can you please let me know
Emails in last 7 days 2 when you have a 30 minute
slot next week so we can
discuss your new hardware
requirements? L.
Thanks,

Screenshot 1 - Browsing Archived Emails

2. In the Archive tab, you can view emails archived for all the mailboxes that you have
been granted access to. You can also perform several actions as described in Table 1
below.

Table 1 - Archive tab options

OPTION DESCRIPTION

Enables you to search for emails. Key in the words or phrases to search for

Search all archived emails fo =04 click &, Results are displayed in the emails pane.

Hides the email preview pane.

Shows the email preview pane.

= Toggles the email preview pane from displaying emails at the bottom to
LIE_| displaying emails at the side of the email list page.

Displays emails in message view.

o Displays emails in mailbox view.

b

Displays the list of mailboxes the currently logged in user has access to.
il From the accounts list, select the Archive Store to view mailboxes for form
the List accounts in archive option. Click Close to exit Account list.
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By default, GFI MailArchiver displays 25 emails per page. To change this value,
—_| click the user name displayed on the top right hand corner of your screen and
‘=1 change the value of the Number of emails to display per page option. Click
Save.

1.3 Working With Emails

Within the GFI MailArchiver Archive tab, you can view and take action on archived emails.
To view an email, select the email from the mailbox or message view. This will display the
selected email in the preview pane. Double click an email to view it in the email view
window.

RE: Urgent Meeting [u]
A L 1
o E QI QR e
RE: Urgent Meeting
Jane Foe
To: John Doe
Sent On: Tuesday, May 24, 2011 8:27:15 PM

Archived On: Tuesday, May 24, 2011 5:27.44 PM
Identification

Code: emldddlaiec-e45a-4773-5190-1c0f263235158-21474835638

Hi John,

[ am free tomorrow morning until 10.30am, so we could meet at around 9.00am? Should we meet in my office ar you
prefer we use one of the meeting rooms on the top floor? I checked and there is one available for 1 kb, from 9.30 1o
10.20am.

who is your prospect? Perhaps [ can prepare some material before the meeting if you let me know the name.
Best regards,

lane

From: John Doe

Sent: Tuesday, May 24, 2011 7:36 PM
To: Jane Roe

Subject: Urgent Meeting

Good morning lane,

I need to speak to vou urgently re: one of my prospects who has become wery hot. I believe that if we work on this one
together we will close a fantastic sale for the second quarter!

Can you meet me sometime tomorrow, preferably in the maorning, as I need to give a reply to my customer by close of
business tomorrow,

Tharks,

Johin

Screenshot 2 - Working with emails within GFI MailArchiver
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In the email view window, the emails contents are displayed and several actions can be
performed. These actions are listed and described in Table 2 below.

Table 2 - Email view actions

OPTION DESCRIPTION

View email headers.

i Click to view email internet headers. These are displayed in a panel. Click this button again
or select close to close panel.

View conversation thread

Click button to view the whole conversation in the mail view window. All emails forming
part of the conversation are listed. Click this button again or select close to close the panel.

Edit email labels (Personal and Global
»_» ( )

Enables you to categorize emails through labelling. This feature is useful during searches for
specific mail types, For example search all emails labelled as “Important”.

To add a label:

1. From ‘Available Labels’, key in a new email label or select an existing one.
2. Click Label Email to label email with the keyed in or selected label.

To remove a previously assigned label:

1. Select a previously assigned label.

2. Click Remove label.

Click this button again or select close to close panel.

NOTE: Labels are displayed in the ‘Labels’ field in black. Labels assigned at an organization
level through categorization policies are in red. You cannot remove categorization policies
labels from an email.

v Restore email

= Restores emails using the OneClick Restore feature that restores an archived email to a
specific mailbox or forwards a copy to an email address.

In the restore email panel, key in the email address where to send a copy of the current
email and click Restore Email.

£ Save email to disk (EML format)

- Downloads the whole email to disk including any attachments, in .eml format. This format is
compatible with a number of email clients such as Microsoft Outlook Express, Windows Mail,
and Mozilla Thunderbird. In the File download dialog box, select Save, and select the
location where to save the file.

Save email to disk (MSG format)

. Downloads the whole email to disk including any attachments, in .msg format, which is
compatible with Microsoft Office Outlook. In the File download dialog box, select Save, and
select the location where to save the file.

Print email

Displays email in a printer friendly format in a new browser window. Use the print function
of your browser to print the email.

Show images in email

Use this button to display embedded images within the email.

Mark as not SPAM

s Use this button to mark as not SPAM an email that was previously identified as SPAM by an
anti-spam solution. Requires a SPAM retention policy to be set up

1.4 Searching Archived Emails

Within GFI MailArchiver, you can search for emails using the Search Archived Emails text
box. When searching for emails, GFl MailArchiver will query the email index retrieve any
matching email and its respective attachment.

Apart from the Search Archived Emails text box, GFI MailArchiver also provides you with
an Advanced Search feature that provides an extensive range of search options.

— | For more information on using the Advanced Search feature, refer to the
—1 Advanced Search section within this chapter.
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In the Search Archived Emails text box, you can also use wildcards as described in Table 3
below.

Table 3 - Wildcard description
WILDCARD DESCRIPTION
? Matches any single character.

* Matches any string of characters.

For example:

To search for emails containing the word ‘Swiss’, key in ‘sw??s’ or ‘sw*s’ in the Archived
Emails text box.

Emails matching the search query are displayed in the emails pane. GFl MailArchiver
displays up to 25 emails per page. If more than 25 emails are matched for each search
query, GFI MailArchiver will spread the emails out on separate pages. Use the slider at the
bottom of the email pane to change from one page to the next.

1.4.1 Advanced Search

The Advanced Search is an extension of the Search feature that enables you to use a wide
range of search criteria when searching for emails.

y

1. From the Archive tab, select #% .

Search emails for: Archive Store: Sent Date:
(Al Users) - All - Anytime -
Includes all = of these conditions 4k Excludes all of these conditions: b
Whole Email A b 4

Mo condition added

Search Eeset Save @ Tell me more...

Screenshot 3 - Advanced Search Options

2. In the Advanced Search Options area, use the features described in Table 4 below to
perform an advanced search.

Table 4 - Advanced Search options

Archive Store Defines the Archive Store where the search will be performed. Select one or
more Archive Stores from the available list of Archive Stores.

Sent date Defines the date when the email to search for was sent.

Includes all/any Defines whether to display emails that match all conditions or emails that

match any of the conditions. From the drop-down list select:
»  All - Displays emails that match at least one of the conditions specified.
»  Any - Displays emails that meet all the conditions specified.
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OPTION DESCRIPTION

dh Click this button to add conditions. Available conditions are:
»  Subject - Search for emails having a specific subject.

»  Sender - Specify the email address or Active Directory display name of
the email sender for which to search emails.

»  Recipient - Specify the email address or Active Directory display name of
the email recipient for which to search emails.

»  Sent Date - Search for emails sent before, after or exactly on a specific
date. Key in or select a date, and select Is before, Is after or Is exactly.

»  Received Date - Search for emails received before, after or exactly on a
specific date. Key in or select a date, and select Is before, Is after or Is
exactly.

»  Size (KB) - Search for emails that are bigger, smaller or equal to a
particular size. Key in a size and select Is greater than, Is smaller than
and Is exactly.

»  Message ID - Search using the ‘Message ID’ field contained in the email
header. Key in or paste the message ID of the email to find.

»  Whole Email - Search for emails that have some specific content
anywhere in the email (including the body, headers and attachments).

»  Body - Search for emails that have some specific content in the body.

»  Attachment - Search for emails that have some specific content
anywhere in the attachment.

»  Folder - Search for emails contained in a specific mailbox folder.

»  Folder/Subfolders - Search for emails contained in a specific subfolder
within a mailbox folder.

»  Label - Search for emails labeled with a specific label.
NOTE: Click * displayed next to a search condition to remove it.

Exclude emails with Defines a list of conditions that the email will NOT have to meet to be
the following returned as a search result. Click 5F and select the conditions to apply. The
conditions conditions that can be selected are similar to the ones described above.

NOTE: Click # displayed next to a search criteria to remove it from search.

Search Starts the search for the archived emails. Results are returned as per the
conditions selected.

Reset Resets the search conditions and enables you to start all over again.

Save Saves the search conditions as a saved search query that can be triggered at
any time.

1.5 Email Search Using Smart Phones

Within GFI MailArchiver, you can search for emails using a smart phone.

This feature is supported by the following mobile Operating Systems:
- » Android 2.1+
—  » Apple iPhone iOS 4

» Blackberry OS5+

To perform a simple search:

1. Launch the Internet browser on your smart phone and key in the URL where GFI
MailArchiver is located in the following format:

http://<GFI MailArchiver host name>/<GFI MailArchiver virtual folder name>
For example:

http://mydomain.com/MailArchiver
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% m & s:14am

EAhttp:/#192.168.5.20/Mail... | 5

GFI MailArchiver

Username:; john
Password: FEENEEEEAEEREER
l Login J

Screenshot 4 - Smart Phone Login Screen

2. Sign in using your credentials.

% m B:16 am

2 http://192.168.5.20/Mail... |4

GFI MailArchiver

| Search

et

Sign out

Screenshot 5 - GFI MailArchiver Home Page for Smart Phones

— The Mobile User Interface uses the same language settings as those configured by
::L the user in GFl MailArchiver. For more information on how to change the
e language of GFI MailArchiver, refer to Changing User Preferences section.
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3. Key in the text to search for and click Search.
58 Il (&5 2:08
Elhttp://192.168.5.20/Mail... b4

GFI MailArchiver

xfirstword

Search

== Test Email 0
From john.doe@test.com  7:45 PM
View Conversations

== Test Email 1
From john.doe@test.com  7:45 PM

View Conversations

= P -y

Screenshot 6 - Search Result by Smart Phone

4. Browse through the displayed results using the controls provided. Results are sorted by
date in descending order.

—_ | The mobile search feature returns 10 emails per page. You can browse additional
=71 pages using the controls provided. The maximum number of results is 5000.

%ME:OBAM
Elhttp:/7192.168.5.20/Mail... | 54
From: <=janeroef@tcdomainb.com=
To: <johndoe@@tcdomainb.com:=,

<jose@tcdomainb. com=
Date: 10 June 2011 03:07
Subject: RE: New Sales Lead

e Jobi,

[ ahall e eavelbing newr week. 1 this s uegens we could
trv a video confersnes,

Lez me koo what is besr,
Begards,
Janz Foz

= o Back | Sign out
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Screenshot 7 - Conversation View Smart Phone

5. Click the Email subject to display the email or click View Conversation to display
related emails.

— | The mobile user interface is focused on searching email archives. For advanced
=1 search and browsing features, access GFI MailArchiver from your computer.

E:L The mobile user interface enables users to access ONLY their mailbox.

1.6 Accessing Multiple Mailboxes

From within the Archive tab, you can also browse other users’ archived emails. The users
for which you can access emails depend on the access granted from the GFl MailArchiver
Access Control feature.

— | Search user to add feature is disabled if currently logged on user does not have
=1 access to other user’s mailboxes, or if there are no emails to view.

G" MaiIA Irc h i ver ; Welcome, Administrator

ARCHIVE CONFIGURATION OUTLOOK CONNECTOR AUDITING HELP

m

‘ Search user to odd v| 4 Iu 93 Archive Store:  July-Sep2011 = | H L;j F ;Q— -
Browse conversations for: Conversation Emails Last Email on | _
[ 1| HiJose,
(All Users) v Problem with computer 1 10/06/2011 01:04
» — 2 Apologies for my late reply
Adrminicteator FW: Problem with computer 10/06/2011 01.0f || but I'was travelling. Could we
From John Doe To Jose 3K8 = || meet first thing tomorrow
Jane R z morning?
S v NewSales Lead 1 10/06/2011 01:04
o pbe i New Sales Lead 10/06/2011 01:04 ;2: e B X ooy
From John Doe To Jane Roe; Jose 2KB s |
Best ds,
| v Meeting 3 10/06/2011 01:00 bt
Meeting 04/06/2011 02:21 || John
From Jose To John Doe g
[ : i Vi John Doe
N RE: Meeting 06/06/2011 2323 |g Sales Area Manager
i From John Doe To Jose axg = | TC Stores
g
RE: Meeting 10/06/2011 01:00 |4
From John Doe To Jose 3kg 24 || From: Jose
Sent: Saturday, June 04,
S e | > NewBackup procedures 2 06/06/2011 2352 ‘ 2011 2:21 AM
Classifications To: John Doe
Subject: Meeting
Large email ®
Hi John,
Emails in last 30 days ®
Can you please let me know
Emails in last 7 days B when you have a 30 minute
slot next week so we can
discuss your new hardware
requirements? =
Thanks,

Screenshot 8 - Accessing multiple mailboxes
To view archived emails for a different mailbox:

1. Key in the name of the mailbox for which to view emails in the Search users to add
search box . A list of names matching the one keyed and for which you have access to will
be displayed.

2. Select the user and click 4= next to the search field.

3. Select the newly added user from the Browse conversations for: field.
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4. Browse or search the displayed emails using the controls provided.

1.7  GFI Maillnsights

GFI Maillnsights is a reporting facility within GFI MailArchiver that leverages archived
emails to deliver information related to email usage and trends. Use this feature to
generate management and HR reports that provide insight on email and resource use or
misuse.

TL GFI Maillnsights is only enabled for users with full access rights. For further

—_ . information refer to: Adding Groups to the Full Access Group in the GFI

MailArchiver Administration and Configuration Manual.

The available reports are:

» Communication Flow - Monitor user/group communication patterns inside and outside
the organization.

» WebMail Use - Identify top users exchanging email with webmail services. Identifies
potential data leakages and inappropriate email use.

» Email Responsiveness - Gain insight into the average time it takes users to reply to
internal and external email.

» Storage Use - Understand the impact of attachments on email storage costs. Use this
report to create appropriate retention policies to control email-related storage space.

» |nactive Accounts - Returns a list of user accounts that received email but have not
replied within the specified time.

» |nappropriate Words - Track inappropriate language in email that violates company
policy.

Generating Reports

Generated reports are sent by email to logged in user (as an attachment in PDF format).
To generate a report:

1. Select Maillnsights tab and choose desired report.

2. Use available filters by selecting a value to filter by.

3. Click Generate Report, located at the bottom of each report page.
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1.7.1 Communication Flow

The Communication Flow graph provides an overview of emails exchanged between
selected users/groups and their contacts.

. L -
GFI MailArchiver Weicome) limiios
HomE ARCHIVE MAILINSIGHTS COMFIGURATION DUTLOOK COMNECTOR
Ve Use this report to find out who a user or a group of users are
-\-"-‘ +  communication Flow commumicating with mside, or outside the organization.
| e b
rgr R e ucicon ]
SCope Last 3 Menths - W icees#aci com 3
‘ (p et Report for: User h
S WebMail Uze
Search User -
- (I
Recipients Al =
- T
. Include: Top 20 -
‘-; Email Responsiveness + T
Generate Repont D
) -
| Storage Use
4 5
" |

@ Inactive Accounts

o""'ﬂ\I Inappropriate Waords

Screenshot 9 - Maillnsights Communication Flow
Filter the report using the following criteria:

Table 5 - Communication Flow Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting. You can only select dates in the last 6 months.
Report for Select Active Directory user or group.

Recipients Select Internal, External or All.

Include Specify number of results up to a maximum of 1000 recipients. Default value is Top 20.
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Communication Flow Report For: Top 20 Users

John Doe Emails between D1/08/2011 and 011102011
Summary
“Total Contacts Total Internal 70;: Internal Total External Top Extemnal
13 5 Jane Roa L] name.sg@hotmall.com
100% of Total Contacis J% of Total Contacis 27 61% of Total Contacts 3
_.'_-'.I'I\'.II\J Lu..k-_.__

Bl jors@anl.com

mitaloPyahogco,uk —

[ hotmail.com

phroar@hatmail_com -

L namasGhotmad.com Y
—
sl Faul Browm
| grmail.oom )] r
e
Jsmath@gmail com 3 /

peterdEgemail com

Mote:
@ Mode's diameter indicates frequency of email communication.

The cobor indicates same email domsin.

Communication Flow

Contact Email Sent Emails Received Emails Total Emails Last Communication
& |aneme@icdomainb.com 17 10 27 017102011 01255
*  |osa@itcdomalnb.com 15 [ 23 D101 01255
*  microsoftexcha.. tedomainb.c o 4 £ 01110011 01213
*  name.sg@hoimal.com 3 o 3 D101 01255
*  m.taloyahoo.co.uk 2 o 2 300011 D0C0S
*  |oes@a0l.com 2 o 2 O110/011 D1:54
*  peterdg@gmall.com 1 o 1 2000911 19:53
* Dbjones@aol.com 1 o 1 3009011 D007
*  porowng@ihoimal.com 1 o 1 3009011 D007
*  paulbrown@icdomalnt. com 1 o 1 300011 D0:10
* bobjones@icdomainb.com 1 o 1 300011 D0:10
* |smithg@gmall.com 1 o 1 300011 D0:06
*  porowngBigmall.com 1 o 1 300011 D0:06
GFI Mallinsights Page 1071 Generated on /1002011 01:59

Screenshot 10 - Maillnsights Communication Flow Report

Senders can be a user or group displayed as a single entity in the middle of the report.
Contacts are segregated by domains. Each domain cluster is shown in different color. Edge
width between the nodes shows the strength of the email relation between different
entities.

The table below the graph shows the following information:

Table 6 - Communication Flow Report criteria

OPTION DESCRIPTION

Contact Email Contact email address
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OPTION DESCRIPTION

Sent Emails Total number of sent emails

Received Emails Total number of received emails

Total Emails Total number of sent and received emails
Last Date and time of last sent/received email.
Communication

1.7.2 WebMail Use

The WebMail Use area enables you to generate a report that shows interaction of internal
users with web email accounts.

. - -
GFI MailArchiver Walcome. johndoe
m MALINSIGHTS CONFIGURATION OUTLOOK CONNECTOR AUDIHG HELP
Ve This report helps you identify who is exchanging the most email with
H .,!- +  Communication Flow b s, useful to identify potential data leakage or ‘WebMail Uze Report Fon
g ¥y, Comi atic W
¥ : use of email, Everyone
5 Summary
- h -
tlp Scope This Month T — o
] 1 i
Webhiail Use
e p ] Everyone - Seard Sand Sent:3
% Report fon very e [rer Reced 0
Tnclude: Tep 20 -
*.; Ernail Responsiveness Genarate Report "
g 4

E

Storage Use

REREL

@ Inactive Accounts

c’ﬂ* Inappropriate Waords

Screenshot 11 - Maillnsights WebMail Communicators
The report can be filtered using the following criteria:

Table 7 - WebMail Communicators Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting. You can only select dates in the last 6 months.
Report for Select Active Directory user or group.
Include Specify number of results up to a maximum of 1000 recipients, default value is Top 20.
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WebMail Use Report For:

John Doe Emails between 26/09/2011 and 03/10/2011
Summary
All Gmiail Hotmail Aol Yahoo
13 4 4 3 2
Sent: 13 Sent 4 Sent: 4 Sent 3 Sent: 2
Received: 0 Received: 0 Received: 0 Received: 0 Received: 0
B
5
2 4q
S
K|
L
2 Iy
1
0
8% % 2% ) [ % [y N
N i bt i i e s et
L B ¥ & ¥ ot ot L
o Al P SE o e o o
A e Enais g Received Eiils
'WebMail Use
User Total Emails Sent Emails Received Emails AverageDay Total Percentage
Jonnopegiteaemalnt. com 13 13 a 163 I 00

Screenshot 12 - Maillnsights WebMail Communicators Report

The line graph represents

total emails sent and received in specified period. A Summary

area at the top of the report shows the top WebMail providers, with a summary of sent and
received emails per provider.

The table below the graph contains the following information:

Table 8 - Communication Flow Report criteria

OPTION DESCRIPTION

User User email address.

Total Emails Total number of internal contacts.

Sent Emails Total number of sent emails.

Received Emails Total number of received emails.
Average/Day Average emails sent and received per day.

Total Percentage Percentage of total web emails.

14 | Using GFI MailArchiver

— WebMail Use report covers the following webmail providers: Hotmail; Gmail;
—_L Yahoo!; Live; AOL; Facebook; Yandex.ru; Seznam.cz; Gawab.com; Gmx.com;
Mail.ru; Hushmail.com; Rediff.com
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1.7.3 Email Responsiveness
The Email Responsiveness report shows how long it takes employees to reply to emails.

- . -
GFI MailArchiver Welcome, jonadoe
HoME ARCHIVE MaLInzIGHTS CONFIGURATION OUTLOOK CONKECTOR
E Gain insight into the average time it takes users to reply te internal and
P T Average time to reply to an email
: ;._i Communication Flaw external email . N )
]
Scope Last 7 days -
omve T “Eerrage Tpzme Tim
raingcon
tl-u?d WebMail Use Report for: Everyone h B
Include: All [z 1000 users) -
Sarting By Marme -
o _ P . I
\J" Email Responsiveness & - e

Generate Repon

Storage Use

RRREL

@ Inactive Accounts

v“'w Inappropriate Words

Screenshot 13 - Maillnsights Email Responsiveness
Filter the report using the following criteria:
Table 9 - WebMail Communicators Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting (Last 7 days). You can only select dates in the
last 6 months.

Report for Select Active Directory user or group.
Include Specify number of results up to a maximum of 1000 recipients, default value is All.
Sort By Specify sorting method. Options are:

» By name (default)
» By responsiveness
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Email Responsiveness Report For:

Top 1,000 Users

EV&I’YDH& Emails between 26/09/2011 and 03/10/2011
Summary
Fastest Response Time Slowest Response Time Average Response Time
johndosi@tedomainb.com janerce@tcdomainb. com
58 mins 176 hrs 7 mins 43 hrs 57 mins

WiorocoftEwcha.. tedamairb. com

jose@todomaini. com

Iohndaetodamnano, com

janeroe@icdamainD. com

7 hrs 'Y mins

42 hre 15 ming

L76 hrs 7 mins

n] o1
Email Responsiveness
User Average Responsiveness
|aneragitcdomalrio.com 175 hrs 7 mins
Jeandoegtcdomalnb. com 55 mins
Jeseg@tcdomalna, com 7 hrs 9 mins

MicrosofExchangei29e71ec8838461500C3

fabsce41 108eEoaomainD, com 48 s 15 mins

Screenshot 14 - Maillnsights Email Responsiveness Report

Hours

Average Internal Responsiveness
176 hrs 7 mins

56 mins
T hrs 9 mins

48 hrs 15 mins

100

Average External Responsiveness
MiA
HiA
Mis

MiA

The bar chart represents users on the y-axis and responsiveness in hours on the x-axis.

Data is sorted according to defined criteria.

Additional data is displayed in a table below the chart with the following information:

Table 10 - Communication Flow Report criteria

OPTION DESCRIPTION

User Name or email address of user
Average All Email (Hours)
responsiveness

Average Internal Internal Email (Hours)
responsiveness

Average External Email (Hours)
external

responsiveness
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1.7.4 Storage Use

The Email Storage report shows how much space is used by different attachment
categories.

GFI MailArchiver Welcome, johndoe

Home ARCHIVE MAILINSIGHTS CONFISURATION OUTLOOK COMNECTOR ALDIMNG

TE Use this report to understand the impact of attachments on email
:‘_: Communication Flow storag‘re cosl'?. .You can use this rgpc-r‘. to create the appropriate

o retention pelicies to control email-related storage costs,

Scope This Month -

t‘ﬁ Webhail Use

o B Report for: Everyone -

B videos: 0.0 % [l Images: 5.6 %
Genarate Raport Music: 0% Documerts: £3.1 %

Ernail Respensiveness

6

Storage Use

r__
e

& Inactive Accounts

\l‘"’t Inappropriate Waords

Screenshot 15 - Maillnsights Email Storage Usage
Filter report using the following criteria:

Table 11 - Email Storage Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting (This Month). You can only select dates in the
last 6 months.
Report for Select Everyone (default), Active Directory user or group
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Storage Use Report For: Sent And Received Emails

EV&WDI“IE Emails between 26/09/2011 and 03/10/2011
Summary

Top Storage Type Bottom Storage Type Top Date

Music - .41 Mb Documents - 368.93 Kb 29/09/2011 - 19.53 Mb

1z -
10 ]
u 7
[
in &
4
[6.41 Mb]
2 -
o — . __| | EEEEITY
Enormous Huge Very large Largs Medium Small B videos: 252 % [ Dmages: 17,5 %
= 15Mb L0-15Mb S-10Ma 1-5h0 S00kb-1ME 0-500kb Music: 3.7 % Diocumenks: 4.3 96
I vid=os I Imaces Music Documents [0 Sther P cther: 223 %
Storage Use:

Date Total Size Videos Size Images Size Music Size Documents Size Other Size
03102011 G.67 Kb 1.58 Kb 0 Mb 0 Mb 0 Mb 5.07 Kby
02110/2011 10,37 Kb 203 Kb 0 Mb O Mb 0O M BAS KD
0110/2011 3847 Kb 340 Kb 0 Mb O Mb OMe 3547 Kb
30082011 3139 Kb 0 Mb 0 Mb O Mb N30 ER 0 Mb
20/00/2011 1253 Mb 4.3 Mb 340 Mb 641 Mb Q3T 54 Kb 444 Mb

Screenshot 16 - Maillnsights Email Storage Report

The graph consists of stacks representing different attachment categories. The graph’s x-
axis shows the different size brackets and the y-axis shows the attachment size.

— | Attachment categories for Email Storage report are: Images, Documents, Music,
—1 Videos and Others

The table below the graph contains the following additional information:

Table 12 - Email Storage Report criteria

OPTION DESCRIPTION

Date Date email was received.

Total Size (KB) Total size of attachment.

Images (KB) Total size of attachment for category Images.
Documents (KB) Total size of attachment for category Documents.
Music (KB) Total size of attachment for category Music.
Videos (KB) Total size of attachment for category Videos.
Other (KB) Total size of attachment for category Other.
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1.7.5 Inactive Accounts

The Inactive Accounts area enables you to generate a report that shows internal accounts
that are no longer active.

GFI MailArchiver ey

Home ARCHIVE MAILINSIGHTS CONFISURATION OUTLOOK COMNECTOR

B This report returns a list of accounts which received email but have not
& - Communication Flow replied within the specified time. mactive Accounti Repon
i
Summimary
SCope Last 30 days - Total Insctive Luars
:
O i
- Genarate Repor =
TEBIMENE s
TBOMATE shaurts
TEOOMAPE pmeen

\4‘-;" Ermail Responsiveness

Ti Storage Use

ﬁ Inactive Accounts

Lcl"‘m( Inappropriate Words

Screenshot 17 - Maillnsights Inactive Accounts

Filter report using the following criteria:

Table 13 - Inactive Accounts Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting (Last 30 days). You can only select dates in the
last 6 months.

Inactive Accounts Report Between 03/09/2011 and D3/10/2011

Summary

Total Inactive Users
3

Inactive Accounts

User
TCDOMAINE'bobjones
TCDOMAINEgohnsmith
TCDOMAINE\paulbrown

Screenshot 18 - Inactive Accounts Report
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== An inactive account is an account that has received emails but has not sent any emails in the
=3 date range covered.

The report returns a list of inactive accounts.

1.7.6 Inappropriate Words

The Inappropriate Words area enables you to generate a report that identifies any
inappropriate language used in emails. Inappropriate words can include words considered

sexist, racist or swear words.

. L -
GFI MailArchiver Welcome, fohadoe
HomEe ARCHIVE MAILINSIGHTS CONFIGURATION OUTLOOK CONNECTOR AUDITNG HELP
3 Use this report to track inappropriate language En nn.m: useful if you TP e
Ly i Communication Flow want to frack potential viclations of company policy for instance. All Recipients
T
Summany
SCope Last 3 Menths - Togemde 1 Tog Serder 7 Top Sewsder 3

Recipients: Al i
tlg Webhail Use ’

Genarale Rapon

J-; Email Responsiveness

Storage Use

REREL

@ Inactive Accounts

ol"et Inappropriate Words

Screenshot 19 - Maillnsights Inappropriate Words
Filter the report using the following criteria:

Table 14 - Inappropriate Words Report criteria

OPTION DESCRIPTION

Scope Specify date range or use default setting (Today). You can only select dates in the last 6
months.
Recipients Select All, Internal Only, External Only
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Inappropriate Words Report For:

All Reclplents Emails between D1/08/2011 and 03/10/2011
Summary
Top Sender 1 Top Sender 2 Top Sender 3 Total Emails
johndosi@itcdomainb.com jose@tcdomainb.com janercei@tedomaink.com [
Total Emails: Total Emais: Total Emais:
2 2 2

Inappropriate Words

Date Sender Subject

200002011 20:07 janerceifitcdomaink. com FW: Reports from helpdesk
200002011 20:08 joseifitcdomainb. com RE: joke of the day
2000072011 12:38 jehndoei@tcdomainb.com joke of the day

2000072011 12:33 janereifitcdomaink.com Fwd: Joke

29/00/2011 12:24 josei@itcdomainb. com Shopping

2900872011 01:11 johndoe@tcdomaink .com Reports from helpdesk

Screenshot 20 - Maillnsights Inappropriate Words Report
Report data is displayed in a table listing the following:

Table 15 - Email Storage Report criteria

OPTION DESCRIPTION

Date/Time Email date and time
Sender Sender email address
Subject Email subject
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1.8 Changing User Preferences

1. Click the user name displayed on the upper right hand corner of the screen.

User Profile B

s= User Profile Preferences

The user profile preferences allow you to specify your language, page size and dateftime format preferences.

R

Language Options
Display GFI MailArchiver in the following language: | English -

Maximum Page Size
Mumber of emails to display per page: | 25 -

Audit Reports Date/Time Format
Fick the dateftime farmat you want displayved onyour audit reports. These settings are applied to your user profile only.
It will not affect how other users see their audit reports.

Larg -

Date: Tuesday, May 24, 2011
Date/Time: Tuesday, May 24, 2011 1:07:08 Ak

0 Tell me maorea... Save Cancel

Screenshot 21 - User profile preferences
2. From the Language options drop down box, select the language to display.
3. From the Maximum page size area, configure the number of emails to display per page.

4. From the Audit Reports Date/Time Format area (available only if logged in as an
administrator), change the date/time format to display on audit reports.

5. Click Save.
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2 Installing GFI MailArchiver Outlook Connector

The GFI MailArchiver Outlook Connector enables users to synchronize their Microsoft
Outlook folders with the data archived by GFI MailArchiver.

1. Click Outlook Connector tab.

2. Select one of the available download options link to download GFI MailArchiver Outlook
Connector. Available options are:

Outlook Connector (32- Download the GFl MailArchiver Outlook Connector for Microsoft Outlook 32-
bit Outlook) bit version.
Outlook Connector (64- Download the GFl MailArchiver Outlook Connector for Microsoft Outlook 64-
bit Outlook) bit version.

2.1 Installing GFI MailArchiver Outlook Connector

1. Select Outlook Connector tab and download:

» MAROC 32bitOutlook.exe (Installer for Microsoft Outlook 32-bit)
» MAROC 64bitOutlook.exe (Installer for Microsoft Outlook 64-bit)

2. Double click on the file and follow the wizard to install

To check installation, from Microsoft Outlook, check that a new folder called GFI
MailArchiver Mailbox is created.

For information on how to use the GFI MailArchiver Outlook Connector, refer to the GFI
MailArchiver Outlook connector manual available from:

http://www.gfi.com/mar/manual/
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Telephone: +1 (888) 243-4329
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Disclaimer

© 2011. GFI Software. All rights reserved. All product and company names herein may be trademarks of their
respective owners.

The information and content in this document is provided for informational purposes only and is provided “as
is” with no warranty of any kind, either express or implied, including but not limited to the implied warranties
of merchantability, fitness for a particular purpose, and non-infringement. GFI Software is not liable for any
damages, including any consequential damages, of any kind that may result from the use of this document. The
information is obtained from publicly available sources. Though reasonable effort has been made to ensure the
accuracy of the data provided, GFI makes no claim, promise or guarantee about the completeness, accuracy,
recency or adequacy of information and is not responsible for misprints, out- of-date information, or errors.
GFI makes no warranty, express or implied, and assumes no legal liability or responsibility for the accuracy or
completeness of any information contained in this document.

If you believe there are any factual errors in this document, please contact us and we will review your
concerns as soon as practical.



	1 Using GFI MailArchiver
	1.1 Logging in GFI MailArchiver
	1.2 Browsing Archived Emails
	1.3 Working With Emails
	1.4 Searching Archived Emails
	1.4.1 Advanced Search

	1.5 Email Search Using Smart Phones
	1.6 Accessing Multiple Mailboxes
	1.7 GFI MailInsights
	Generating Reports
	1.7.1 Communication Flow
	1.7.2 WebMail Use
	1.7.3 Email Responsiveness
	1.7.4 Storage Use
	1.7.5 Inactive Accounts
	1.7.6 Inappropriate Words

	1.8 Changing User Preferences

	2 Installing GFI MailArchiver Outlook Connector
	2.1 Installing GFI MailArchiver Outlook Connector

	Index

