The LSUHSC N.O. Email Archive

Introduction

The LSUHSC N.O. email archive permanently retains a copy of all email items sent and received by LSUHSC N.O.
Academic email users. Email items will be accessible in the email archive within 1-2 days of when they are sent or
received by a user’s mailbox. Even if email items are deleted from a user’s mailbox, the email items will be retained in
the email archive. Email items cannot be deleted from the email archive. A folder named “Archive LSUHSC” has been
added to users’ mailboxes that allows users to browse for, search, and view archived email items.

The email archive system is configured to delete email messages older than 180 days from users’ mailboxes. This
process will only delete email messages from users’ mailboxes; it will not delete Contacts, Calendar entries, Notes,
Journal entries or Tasks. All items that are deleted by this process will reside in the email archive system and can be
accessed through the “Archive LSUHSC” folder in users’ mailboxes.

Table of Contents

INEFOTUCTION ettt ettt e sab e sttt e bt e e s bt e e bt e e sabeesabeeesabeeaabbe e abeesabae e sbeesabeeeaseeesabeesabbeeanseesabeeesaseesnnes
ACCESSING thE AFCHIVE .eeieeee et e e e s ettt e e st e e e e s ateee e eaabeeeeeasbeeeeeanseeeeeanbeeeeenaseeeesanbeeessnnseeeesnnsens
Image 1: “Archive LSUHSC” Folder in Microsoft OUtIOok 2010 ........coiiiiiiiiiiiiiieeeciiee et e e e sare e e s sereee s
Image 2: “Archive LSUHSC” Folder in Microsoft OUtlook WED ACCESS ......cccecuiiieeiiiieecciee ettt e e e eaaeee s
NY=E 14 o T I < T T RO OO P PP RUSTUPPOP
QUUICK SEAICI ..ttt b e s bt s h et s at e et e e bt e e b e e sa e e e at e e e bt et e e bt e bt e eheeeaeeeate e beesheesaeesmeesabeeabe e beennees

[a g =T R O 1N ol QY =TT ol VRSP

L AV T Tol=To BT =TT o] F SO OUUR USSR

[ a b Y=ol R Yo (Y T g Yol =To IRY=Y: ol o [T
BIOWSE T ..ttt h ettt et e bt e bt e eb et s at e ea et et e e ke e eh e e ehe e eae e eabe e bt e be e bt e b e e ehe e eheeea bt enteenbeenheesaeesarenane
N LY== L T ] T - TP
FOIEI CONTENTS PANE...ciiiiiieiieiie ettt ettt st st e e e bt e bt e s bt e sat e s bt e bt e b e e b e e e beesaeesan e et e enbeesaeesanesanesane
PrEVIEW PaN@.....ciiiiiiiiiiiii e bbb a e s b e s rae s
IMAEE 51 BIrOWSE LD 1oiiiiiiiiiiiiiiie ettt e ettt e e et e e e st te e e e eataeeeeaateeeeestaeeeeansaeeeessaeeeanssaeeeensaeeeeansbeeeeansraaen

U SEI Pl @ @I CES ... uvvveteieeeeeeeeetieeeeeeeeeeeeteeeeeeeeeeeeeaeeeeeaeeeaseeesasaeeaeeaeeeseeeesaeee s e e e eeee e e e e e e s e et e e se s e s e e e ae e e e e e e e eeeeeeeeeeeseseeeseneeenaeenenenenenrrans

AV A= g o]0 I o 1151 o] o 2P PPPPPPPPPPPPPPPPPRt
SEANCIN & BIOWSE ..ceiueieiiiiieitiee ettt ettt et et e st e sttt e sbte e sabe e e abeesabeesabaeesabaesabbeesabeesabaeesabaesabeeeabeesabaeenabeesabaeebteesbaeenrbeen
FIltEr DrOP-DOWN IMIBNU ..coiiiiiiiieieiiee e ceitee e ettt e e ettt e e e ette e e s ebteee e s baeeeeasbtaeesanseaeesanseeeeaanstesesansaaeesanseseesanseseesastneessasseeessnsseeeesnns

Image 7: Filter Drop-Down Menu - Display or Hide Email History and Deleted Items..........cccveeveeieeccciiiieeee e,




Image 8: Filter Drop-Down Menu - View Contents as 0f DAt ......cccceccciiiiiiii et etrrre e e e e 8

BT R Y e A I T USSR 8
Show “Archive LSUHSC” FOIAEr iN FAVOITES ....cc.eitieiieiieriee ettt ettt sttt ettt e b e i s sb e e b e b e snees 8
Image 9: “Archive LSUHSC” FOIAEr iN FAVOIITES ...ccuviiiieiiiieecieee ettt ettt e e sttre e e e sata e e e e saaa e e e sasae e e sentaeeesnsseeesnnnseeens 9
Double-Click to Open EmMail Item in NEW WINAOW ....ccuuviiiiiiiiicciiieee ettt e s tve e e e s atee e e sateeeseabeeesenbaeesenneeeeensens 9
Image 10: Open or Save Dialog Box after Double-Click to Open Email Item in New Window .........ccccccvvveeeeeeecccnnnnneen. 9
Resolve Information Bar Prompt When Double-Clicking to Open Email HEMS.......ccovvviiiiiiiiiiiniee e 9
IMage 11: INformation Bar PrOMIPL ... ..o cuiii ittt ettt e st e e e st e e e s st e e e e ssbaeeeeabaeeeessaeeesnsseeesnnseeeean 9
Forward an Email Item in the Archive as an Attachment ..o 10
IMage 12: FOrward as AttAChMENT.....ccocciiii et e e e s e e e e e be e e e sateeeeenstaeeesnbaeesensbaeeeennreeesennsees 10
YT T o T T o TP 10
UE ol S o Yo ] [oE Yl O] o T=T g | o PP 10
SEAICH WIthin RESUILS ...ttt ettt bb e e s bt e e s ab e e s bt e s bbeesabeeesbeesateeenbeesabeeennens 10
IMage 13: SEArch WiIthin RESUILS ......coii ettt e e e st e e e et e e e e e atee e e ensteeeeennbeeesesteeeeennreeesensens 11




Accessing the Archive

When using Microsoft Outlook or Outlook Web Access, click the “Archive LSUHSC” folder to access items in the email
archive. If prompted, enter your login credentials. Precede your user ID with the domain name Isumc-master, followed

by a backslash, e.g. Isumc-master\UserID. Upon successful login, the email archive user interface opens in the right pane
of your email client.

Image 1: “Archive LSUHSC” Folder in Microsoft Outlook 2010
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Image 2: “Archive LSUHSC” Folder in Microsoft Outlook Web Access
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The email archive interface offers two types of search, Quick Search or Advanced Search, to help you locate specific
email items in the archive. The Advanced Search option allows you to specify more search criteria than the Quick
Search. The content of all email items and attachments is fully indexed in the archive to enable keyword searching.

Quick Search

To perform a quick search:
1. Inthe email archive interface, click the Search tab (see Image 3 below)
2. Inthe Look For text box, enter the word or phrase you want to find. Note:
a. You cannot search for words that exceed 32 characters
b. Replace characters such as ?, <, >, :, and / with a period ‘.” when you search for a string that contains
such characters. For example, if you search for http://, search for only http... or http
3. Click the Search button to perform the search
4. The search results appear in the Results pane
5. The Preview pane displays a preview of the email item highlighted in the results pane



https://mail.lsuhsc.edu/

Once the search is executed and email items are returned, a single click on an item in the Results pane displays it in the
Preview pane, and a double-click opens the item in a new window. From the new window, you can forward or reply to
the email item.
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Advanced Search
Advanced Search enables you to enter additional search criteria, such as size, address and date fields.

To perform an advanced search, complete the following steps:
1. Inthe email archive interface, click the Search tab (see Image 4 below)
2. Inthe Look For text box, enter the word or phrase you want to find. Note:
a. You cannot search for words that exceed 32 characters
b. Replace characters such as ?, <, >, :, and / with a period ‘.” when you search for a string that contains
such characters. For example, if you search for http://, search for only http... or http.
3. To define the scope of your search, from the In drop-down list, select one of the following options:
a. All message types
b. Browse — Search for specific message types, such as Calendar entries, Contacts, or e-mail messages
4. To select the location to search, from the Location drop-down list, select one of the following options:
a. Search your entire mailbox
b. Select Folders — Search specific folders in your mailbox
5. Click Advanced Search to display additional search criteria
6. Specify the required Additional Search Criteria.
Note: the value selected in the Select sub types drop-down list dictates the criteria that you can specify for the
search. For example, if you choose Messages as the sub type you can specify search criteria such as who the
message was addressed to, who the recipients were, the size of the message, etc. If you choose Contacts as the
sub type, you can search specific fields inside the Contact such as company, business address, email address, etc.
Some of the additional search criteria include:
a. Fields in the email item to search for the specified keyword, such as subject, attachment, notes
b. Address fields such as sender, recipients, meeting organizer, meeting attendees
c. Date fields such as sent date, received date, date modified, start date, end date




7. Click the Search button to perform the search
8. The search results appear in the Results pane (see Image 3 above)
9. The Preview pane displays a preview of the email item highlighted in the results pane.

Once the search is executed and email items are returned, a single click on an item in the Results pane displays it in the
Preview pane, and a double-click opens the item in a new window. From the new window, you can forward or reply to
the email item.
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Browse Tab
The Browse tab allows users to navigate through the folders in their mailbox and look for email items without having to
specify search parameters. The Browse tab consists of three panes; the Navigation pane, the Folder Contents pane, and

the Preview pane (Image 5 below).

Navigation Pane

The Navigation pane displays the list of mailbox folders stored in the email archive. The navigation pane retains the
same folder structure that you currently have set up in your mailbox. Select a folder by clicking on the name of the
folder, not by clicking the check box next to it.

Folder Contents Pane

The Folder Contents pane displays the email items in the folder that you selected in the Navigation pane. To change
how to sort the email items and files, click the name of the column heading. When you sort the items under the column
heading in ascending order, the column displays an up arrow (*) symbol. If you sort the items in descending order, the
column displays a down arrow (v) symbol. To adjust the width of each column, drag the separator lines between the
column headings.

Preview Pane

The Preview pane displays a preview of the email item highlighted in the Folder Contents pane. A single click on an item
in the Folder Contents pane displays it in the Preview pane, and a double-click opens the item in a new window. From
the new window, you can forward or reply to the email item.




Image 5: Browse tab
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User Preferences

The email archive allows you to set preferences such as the user interface language, the number of items displayed on
one page, the number of items returned from a search, etc. To access User Preferences, on the toolbar click Options
and then select User Preferences (Image 6 below). There are three tabs in the User Preferences dialog box; the General
tab, the Version History tab, and the Search and Browse tab.

Image 6: Open User Preferences
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The General tab of the User Preferences dialog box allows you to specify the user interface language that is used in
menus, dialog boxes, help files, and other features of the archive interface. You can also configure the number of items
per page to display. This value affects the number of items per page that will be displayed in the Results Pane when a
search is performed, and in the Folder Contents pane when using the Browse tab.

Version History
The Email History and Deleted Items section at the bottom of the Version History tab allows you to configure whether
to Hide or Display Email History and whether to Hide or Display Deleted Items.

Email History is defined as moved or modified email items. If you were to move an item from your Inbox to another
folder and Display Email History is enabled, the email would appear in both the Inbox and in the other folder that the




message was moved to. If Hide Email History is enabled, the message would only appear in the folder that the email
item was moved to.

If Display Deleted Items is enabled, email items that have been permanently deleted from your mailbox will be visible in
the email archive. If Hide Deleted Items is enabled, these items will not be visible. All email items that have been
deleted, either by you or by the email archive system cleanup process (described in the Introduction section above) are
considered deleted items.

Note that the File Version History and Deleted Items section at the top of the Version History tab does not have any
effect on the email archive and can be ignored.

Search & Browse
The Search and Browse tab allows you to configure whether items are displayed by their Archived Date or Received
Date, the number of items returned by a search, and the period to limit quick searches to.

If you choose Archived Date items are filtered by the date they were added to the email archive. If you choose Received
Date items are filtered by the date they were received in your mailbox, regardless of when they were archived to the
email archive.

In the Show Results Up To text box you can specify a search results limit. When your search results exceed this number,
it displays the results and prompts you to cancel and refine the search, or continue searching.

In the Limit Search Period in Quick Search to drop-down list you can select a date range to limit quick searches to. You
can choose to limit quick searches to the Past Month, Past Two Months, Past Three Months, Past Six Months, or
specify no limit by selecting None specified. Selecting a short period can speed up search performance.

Filter Drop-Down Menu

The Filter drop-down menu in the top left of the email archive interface allows you to configure whether to Hide or
Display Email History and whether to Hide or Display Deleted Items. The functionality of these settings is identical to the
settings on the Version History tab of the User Preferences dialog box, but only apply to the current tab that you are
accessing (Search tab or Browse tab).

Email History is defined as moved or modified email items. If you were to move an item from your Inbox to another
folder and Display Email History is enabled, the email would appear in both the Inbox and in the other folder that the
message was moved to. If Hide Email History is enabled, the message would only appear in the folder that the email
item was moved to.

If Display Deleted Items is enabled, email items that have been permanently deleted from your mailbox will be visible in
the email archive. If Hide Deleted Items is enabled, these items will not be visible. All email items that have been
deleted, either by you or by the email archive system cleanup process (described in the Introduction section above) are
considered deleted items.




Image 7: Filter Drop-Down Menu - Display or Hide Email History and Deleted Items
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When accessing the Browse tab, the Filter drop-down menu also contains a View Contents as of Date drop-down list.
The View Contents as of Date filter lets you choose a date as of which you want to view contents in the email archive.
For example, if you select Three Months Ago, the archive interface displays only messages that are at least three

months old.

Image 8: Filter Drop-Down Menu - View Contents as of Date
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Tips and Tricks

Show “Archive LSUHSC” Folder in Favorites

If you are using Microsoft Outlook you can add the “Archive LSUHSC” folder to the Favorites list to make it easier to find
and access the email archive. The Favorites list appears in the top left corner of the Microsoft Outlook window. To add
the folder to the Favorites list, right-click on the “Archive LSUHSC” folder in the folder list and choose “Show in
Favorites”. Note that if you are using the Folder list view in Outlook or other customized views, the Favorites list may

not be visible in your email client.




Image 9: “Archive LSUHSC” Folder in Favorites
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Double-Click to Open Email Item in New Window

A single click on an item in the Browse tab Folder Contents pane or in the Search tab Results pane displays it in the
Preview pane, and a double-click opens the item in a new window. From the new window, you can forward or reply to
the email item. You may receive a prompt to Open or Save a temp.msg file after you double-click the email item.
Choose Open to view the email item or Save to save the email item on your computer.

Image 10: Open or Save Dialog Box after Double-Click to Open Email Item in New Window
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Resolve Information Bar Prompt When Double-Clicking to Open Email Items
When double-clicking an email item to open it in a new window, you may receive an information bar prompt that states
that your web browser blocked the file from being downloaded.

Image 11: Information Bar Prompt
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To resolve this issue add https://emailarchive.lsuhsc.edu to the Local Intranet zone in the Internet browser on your
computer. To do this in Internet Explorer go to Tools > Internet Options, on the Security tab select Local Intranet and
press the Sites button. Press the Advanced button and add https://emailarchive.lsuhsc.edu to the list of sites.
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Forward an Email Item in the Archive as an Attachment

On the email item that you want to forward as an attachment, first follow the steps in the section above - Double-Click
to Open Email Item in New Window. If you are using Microsoft Outlook, from the new window you can add the email
item as an attachment on a new blank email message by clicking the More drop-down menu and selecting Forward as
Attachment, as illustrated in Image 12 below. The same can be accomplished by pressing CTRL + ALT + F from within the
new window.

Image 12: Forward as Attachment
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Search Tips

Use Boolean Operators
You can use Boolean operators in the Look For text box when performing a search in order to refine your search and

yield more focused results. The following Boolean operators help you construct a search criterion:

e AND - Search for messages that contain all specified words. Example: Review AND Meeting

e OR - Search for messages that contain one or more of the specified words. Example: Review OR Meeting

e AND NOT - Search for messages that contains the search phrase prior to the AND NOT operator, but do not
contain the search phrase after the AND NOT operator. Example: Week AND NOT Holiday

Search Within Results

When you search for a word or a phrase, you might receive a long list of items that match the search criteria. You can
narrow your results if you search within the results from a Quick Search. For example, if six emails in the email archive
contain the word “fax” alone and three emails contain the word “fax” and “supervisor”, the initial Quick Search for the
word “Fax” returns all six emails. If you perform another search for the word “Supervisor” from this result set, your
results are three email items. To search within results, complete the following steps:

Perform a Quick Search

Modify the search phrase in the Look For text box

From the In drop-down list, select Search results as illustrated in Image 13 below

To search within the results from the previous quick search, click Search. The Search Results pane displays the

el

results
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Image 13: Search Within Results
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