Using the Baracuda Message Archiver
Warren County Career Center

Go to https://archiver.mywccc.org
Log in as if you were logging into your work computer
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Barracuda Message Archiver

Please enter your login and passwaord
Language: | English
Usemame: David.Caims
Password: s,
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First, click on the Folders & Tags button.
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The folder structure you see will be as your mailbox was mid-July of 2011. All emails received or sent since mid-July
2011 have been captured at the Exchange Server prior to your placement into folders and will be located under All Items
at the top of the tree. Inside of the Archiver, you will rely on Tags to Organize yourself. Thus, searching will become
important to you. Please click the Advanced hyperlink next to the search button.

Notice by default, All Items (include Folders) and Any tags are selected. These fields can be modified. Your messages
will not have tags unless you have tagged them in the archiver.

The + - buttons allow you to add or subtract search parameters using a Boolean AND or OR connector. Thus, if | want to
search for all emails from Charles Nottingham that contain information about printing, it might look like this:
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Please notice that the preview window on the right displays a bit of the message. If you double click on the email in the
in the center pane, it will actually open the email for you. Also, note the paper clip icon used to indicate email
attachments. Now, if | wanted to tag the emails returned in the search, | would click on Tools, Tag Selected, and enter
the tag | desired.

| did tag the first message in the list using Print for the tag. | will show you later what that will look like.

Notice under the Tools menu, you have the ability to Export and Forward messages. You can forward messages out of
the archiver and back into your Exchange Mailbox. The Export Feature will create a PST file which can be opened in
Outlook.

Also, Notice that in the menu bar, it indicates Displaying 1 — 28. There is a possibility that your search will return
multiple pages of emails forcing you to either add additional search parameters or flip through the pages.

By clicking on the Boolean AND button, the connector will change to OR. Now if | renew my search, | get many more
hits. | have clicked on view > Messages Per Page and set that for 200. The small play arrows <> in the upper left corner
of the menu allows me to move between pages. In the graphic below, | am on page 2 and have both a previous page
and a next page available. Also note that by using the Boolean OR connector, | am seeing email From Charles
highlighted in yellow and email from others unlighlighted.
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\ & printer reassignments_xlsx (14KB)

If | want to save a search for future use, there is a Save Search button under the search parameter fields at the top of

the page.

Here is what item tagging will do for you — this is how, if you desire, to organize your items in the archvier:
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There’s really not a lot more to it! At work, we have installed a quick search plugin for Outlook which you may have
already noticed.
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@ Extra line breaks in this messaoe were removed.

This plugin allows you to do a basic Archiver search without leaving Outlook.

Under Client Configuration, there is also a stand-alone search utility that you may want to install at home, on your
laptop, or your work computer if you are an Outlook Web Client user.

Frwanx david.cairns
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Microsoft Outlook Add-In

Qutlook Add-In Installer Download Mow Only for Qutiook XP, Outlook 2003, Outiook 2007, and Outlook 2010 32-bit.
Stand-Alone Search Utility
msi for installing the Search Utility on a system to allow archive searches without using either
Stand-Alone Search Utility Download Mow Outlook Add-in, or having to log inte the Web interface. Oniy for i based
systems.
Lotus Notes Plugin
exe for installing the Barracuda Message Archiver Lotus Notes Plugin onto a Microsoft Windows-
Lotus Motes Plugin Download Now based system running Lotus Notes 8.0 or later. Note: Requires pre-installation of the Stand-Alone
Search Utility.

Please keep in mind that the Archiver is not a backup solution nor is it as fast or responsive as Exchange. Nothing can
replace quality of taking the time to keep your email neat and organized. The primary purpose of the Archiver is to keep

our organization legally compliant. It will archive everything that Exchange processes including calendar items, notes,
and tasks in addition to email.



