. /Our vision of technological evolution A

% techarrow

contentACCESS Portal

Manual - version 6.0

7

DECEMBER 12, 2022

~ TECH-ARROW ass.
KAZANSKA 5, 821 06 BRATISLAVA, SLOVAKIA
All Rights Reserved

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 1/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

y/tec harrow
Contents
What is CONTENTACCESS POITaI? ...ttt e e esenenen 5
Main contentACCESS Portal fFUNCLIONS: ...ttt sttt sttt sttt st st ss sttt ssns 5
REGUITEBMENTES ...ttt ettt e s e e s essese s s e b e s e s essensensessesseseesessensensensensensessesessentensensensensennensen 5
(1o T C=Ta [T =T 0 0T PP 5
SOftWAIE FEQUINEIMENTS ..ivtiiiie i iee it e s s e e s e e s e e s e e s e s e e ea s e e s eaa e s ea e s ea e e rnsernnenns 6
(@ u gL g Yo (U1 =T 1= 0 PP 6
YU o] o o] g (=Te [ 0] €01 VL= PP 6
INSTAIIATION ..ttt ettt bbbttt sttt ettt ettt et tas 6
Logging iNto CONLENTACCESS POIal ..ottt te e ee e e st e e s e e ssesessesassebe s esessebessesassesarsesansesensens 8
CONLENTACCESS POrtal USEr INTEITACE ... e e nens 8
B0 oY=t o I o T o U P 10
contentACCESS Portal’s navigation Pane .........ccuiiiiiiiiiii e e ea 12
Item liSt @Nd ItEM PrEVIEW ...ivueiieii i e e e s s e s e r e s ea s e ea s e eassnnnsennaes 14
0= 01U =T =T o o ] PP 15
Download from the item list/item preview in contentACCESS Portal .........ccoviiviiiiiiiiiiiiiiinienceen e, 16
[ 10 T 43 1 10 eV Tt T 18
Sorting in CONteNtACCESS POMAl ......cvuiiiiiiii e e r e s e e a s enenanes 18
O L= g o 0] 1 [ T Lo = PSPPSR 20
ULy 1 =g = Lo IR =T =1 u ] o[ 22

Search functions in contentACCESS Portal: “Connect to search”, quick search, advanced search, GDPR

SCAICR ettt s e e st e e d e a ettt et e et ettt et et et et et ettt 26
SEArCh QUENY laNQUAGE ....uuiieiiiieiiii ettt e et s s s s e r s e e s e e s e ea s s e s esa s e e e e enn s aenn e e ensennnnennnaes 26
B0 Y=ot o I Y= o o 39
1T =T =T= o 39
U1 Y= o P 42
AAVANCEA SEAICR ..iivuiiiiiti e e 43
o= T or= =T o o 48

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 2/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

y/tec harrow
LD 7= | o o 53
Editing Quick, Basic and Advanced search Criteria ..........cuuiiiimi i e 60
LoD a0 )< Y 0] 0] 61
Folder SEleCtioN METNOMUS. ..o e e e e nes 64
LU L= 1= o o PP 64
Recursive folder SEIECHION ......cuvuuiiiiiiiii e e 65
Tasks supported DY entiti€s (MOAEIS) ...ttt ss s be et st bebesesssnone 68
Enabling/disabling tasks .........ieieeiiiei e e e e 69
L@ T 1N (=] 00 o P 71
Y TE =T a a1 I PP PPPPPPTPTPUP 73
[ =Ta =1 I o) (o O PSPPI 82
LIS E53 ] 87
QLI 1S3 S 0= o 1= 88
Do)V a1 oF=Ta o) lr=>q 0l ] ft= o u 1] o L3S 89
Manifest file aNd IitS SEHINGS. . uuu i 89
FIlE SYSTEM ANCRIVE ...ttt ettt et et e bbb e b e s b essebessebessebessebessesensesensesansebensesensesensesensesensesensesens 93
1 LR o 93
1 S ol g TN = 1P 95
EMNQIT AFCRIVE ottt sttt sttt st sttt sttt sttt st sttt st st sttt sttt sttt s bbbttt ettt ebetsssbesssssnstes 100
EMail ArChive tasKS ... .cuuuiiiiei it e e 101
SNArEPOINT ArCRIVE......eeee et sene 106
Item versions in SharePoiNt @rChiVe ........c.uiiiiiiiiii e 107
SharePoint @rchive TaSKS. .......ccuu i e e e e e e e rn e e e e e eenas 108
ONEDIIVE ArCRIVE ..ttt st sttt sttt sttt sttt sttt es 110
Item versions in ONEDIVE @rChiVe .......cooiuuiiiiiiii e e 110
ONEDIIVE @rChiVe TASKS. . .ceuuiieeeeieiieee et e e e e e e e e e e e s e e s s e e s e een s e e eann s e eennn s eennnsenennneennnn 110
S AMTING ettt ettt et et et e b et e st e s et e s b e s st e st e s s s e s st e s st e s st e R st e Rt b e b et e s st e s st e R st e s st ess b essebessesensesenssenen 111
N3] = Lo 7= N 111

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 3/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow
T RAMIS ATCIIVE .ttt ettt etee st et ee st e eae et st eesee st eeseestesseest et eest et eese et asseestensaest et aestentenseentenseestensaesteseseentenseentansesssen
IS LT 0 1Y = 1)
=111 0 F= 1A= e A TSR =1 <

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 4/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow
What is contentACCESS Portal?

contentACCESS Portal is a client application of contentACCESS, which is used for viewing items
processed/archived by contentACCESS via a web browser. A user can access contentACCESS Portal

using thefollowing sample:

http://[contentACCESS Portal_Server_Name]/contentACCESS Portal/
The only condition to access the archive with contentACCESS Portal is to have contentACCESS Portal

access permissionsthat can be granted in contentACCESS Central Administration. For more infor-
mation about how to grant access permissions please refer to the respective chapters of the conten-
tACCESS Manual.

contentACCESS Portal is also accessible from all mobile devices. Pages fitting mobile device screen
and simplified navigation contribute to ease of use. The searching, item listing, filtering, recovery
and export functions of contentACCESS Portal make the work with these documents more com-

fortable and intuitive.

Main contentACCESS Portal functions:

Quick and easy access of the processed emails/documents over the Internet;
Easy access from mobile devices;

Searching between the items according to their parameters (To, From, Subject, etc.)
Searching in the content of the documents (using File Content Extractor plugin).
Zero term search, quick search and advanced search.

Easy item sorting and downloading options.

Exporting into .pst and .zip format.

Manual recovery of the archived items.

Active/inactive document view in the File system archive.

Document versions are accessible in the File archive.

One-click login with external providers.

Saving the last view of the logged in user.

Requirements
The hardware, software, other requirements, and the web browsers supported by contentACCESS Por-

LA

AN

tal will be detailed in the following subchapters of the guide.

Hardware requirements

Minimal Recommended
Intel P42 GHz Dual Xeon
processor

2GBRAM 4GBRAM
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Software requirements
0 Operating System (64bit): Windows 2012 R2 and higher;

0 Internet Information Services 7.0 and higher;
o .NETFramework4.8

The following prerequisites are needed if you would like to browse email archive in contentACCESS Portal:
o MS Outlook 2010 x64, MS Outlook 2013 x64, MS Outlook 2016 x64 or MS Outlook

2019x64

Note: Outlook binaries are needed, software does not have to be licensed or activated.

Other requirements

o Create SSL certificate for secure connection and apply in lIS for https bindings.

Supported browsers

Windows Internet Explorer 10 and higher;
Mozilla Firefox 12 and higher;

Apple Safari 5and higher;

O O O o

Google Chrome 18 and higher.

Installation
contentACCESS Portal can be installed as a contentACCESS component when running the contentACCESS in-

stallation package. Download and run the setup package and select “contentACCESS Portal” with checking the
appropriate checkbox in the 2nd step of the installation process.
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*¥ contentACCESS Setup X

/ contentACCESS TECH SOLUTIONS MOVING YOUR LIFE FORWARD

Steps
Components
EULA Select the components which you would like to install.
Components
contentACCESS
erserey [T - (B ] - (B - [ - |

Proxy settings

contentACCESS Central Administration

contentACCESS Portal H

Central login

contentACCESS Web Services (Proxy)
Virtual drive

Search service

SMTP server
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Logging into contentACCESS Portal

How to log in to contentACCESS Portal over the web browser? The user can log into the user interface
using one of the supported web browsers. After browsing the contentACCESS Portal URL
(http://[contentACCESS Portal_Server_Name /contentACCESS Portal/Login.aspx), the central login
window gets displayed. Users are asked to enter their name and password. Third party authentication
providers can be also used for logging in (they must be configured in contentACCESS Central Admin-

istration). After logging in, the contentACCESS Portal archive interface opens.

Note: It is important to bear in mind that the end user must have contentACCESS Portal user permis-
sions to loginto the corresponding archive. These permissions can be granted in contentACCESS Cen-
tral Administration.

contentACCESS Portal user interface

The contentACCESS Portal user interface is divided into the following sections:

P contentACCESS Portal

Z|« contentACCESS Portal / Email archive e peralta@tech- om | I e search text here 13. Search (jake.peralta@tech-arrow.com!

OEEES

Lc R

aea

o

B0 OROROR0O00ROREREAEE@Q

® R RS ®RRRRR

YRR RR®

TEA properties RETEST

ODE sttachment

Date

2022.05.10.
2022.05.10.
2022.05.10.
2022.05.10.

2022.05.10.
2022.05.10.
2022.05.10.

To

row.com>

rabullock@tech-

SMTP 3\ Fékusz

From

Date
To

Cc

Expiration date 2023.05.10.

This email is shared Show details

A hétvégén a Fokusz Gyermekszinpad
Vajdasagban vendégszerepelt: a XIV.

i Gyer

Mdhelytaldlkozén 18 vajdasagi
gyermekesoport, valamint egy eszéki
(Horvétorszdg) vendégesoport
mutatkozott be.

1. “Connect to” menu: From this menu the user may connect to the associated entities. An entitycanbean

email archive mailbox, file systemarchive folder etc., soanything processed/archivedby a certain conten-

tACCESS plugin type and displayed in thismenu;

2. Breadcrumbs: The logged on user may see here the entity that he is currently connected to in

the “Connectto” menu;
3. contentACCESS Portal pane: based on the selected button at the bottom of the pane (3a) the folder

structure; the active/inactive item filtering settings or double-click settings are displayed in thepane

a) Folders button: used to display the selected entity’s folder structure in the navigation pane;

Active/inactive items button: active/inactive item view can be applied from here;

Settings button: the double click on item function may be applied from here;
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b) Folder selector buttons: Here you can enable folder selection and then select/deselectthe entire folder
structureinthe pane;
c) Layout selector buttons: Use this to adjust the reading pane to the right/left side;

4. Toolbar buttons - Refresh, Export to ZIP, Export to PST, Create report, Share item(s), Recovery, De-

lete, Legal hold (the processing options are dependent on the selected entity);

5. Item list view with the corresponding item properties;

Note: An item is a file/email from the list view that has been previously processed by thecontentAC-
CESSserver;

6. ltem preview;

7. Periodical search list — here the user can find list of all available Periodical search

8. Legal hold: allows to create a Legal hold case, where documents can be put - these documents can't
be deleted from the system until the case expires;

9. Tasks list;

10. Administrator’s settings menu: Common settings and Ul settings may be applied from the “Settings”
menu item (available and visible only for System administrators); click “Logout” to log out from con-
tentACCESS Portal

There is also the option, which allows to open the Central Administration directly if the user has ac-

cess to it (like Tenant admin or System admin)

Administrator ~

contentACCESS Central Administration @

My profile
Settings
Change user

Logout

And the option to open the User profile page.

&) ~ Administrator -

contentACCESS Central Administration

Settings

Change user

Logout
RESERVED
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11. Switch to mobile version;

12. Language selection menu: the user may select a language here;

13. Fulltext search and Advanced search menu;

14. Simple search textbox with selector for level of searching - Current folder, Current folder and sub-

folders, Subfolders only;
This manual will fully describe the above mentioned sections of the contentACCESS Portal user inter-

face and will provide the reader with information about how to handle the processed items.

Definition of terms:

Item = a file, an email or a folder that is present in the contentACCESS Portal archive.

I [
Entity = a mailbox (in case of Email archive), a root (in case of File system archive) ...; to connect to anentity

selectitinthe “Connectto” menu

“Connect to” menu
In the left upper part of the header bar click on the “Connect to” menu to unfold the associated enti-

ties that you can connect to (to which an access permission is granted). Under EMAIL ARCHIVE the
associated archived mailboxes can be seen; under FILE SYSTEM ARCHIVE the associated archived

folders from the file system are visible etc.

Y contentACCESS Portal # connect to « B B ® Jake Peralta ~
# contentACCESS Portal | Email ard_ Type search text here Search (jake peralta@tech-arrow.com) - E@engishe (]
Is|il cha 4 P A e Search in: Curment folder B SMTP3\Fékusz [ Share
Archive Subject . o - From Jake Peralta
- Coniar Public folders <jake peralta@tech-
= Test mail 20225.10 2022.05.10. 76 K8 amow.com>
Deleted Items , Date 20220510, 15:24:18
= SMTP Test mail 2 202205.10. 76 K8 To andrs Bulloce
Drafts =] SMTP Test Mail 202205.10. sandra.bullock@tech-arrow.com 76K8 <sandrabullock@tech-
Inbox g [TECHNBOO1S] G SMTP 3\ Fékusz 202205.10. sandra bullock@tech-arrow.com 500 k8 c: 2 >
Junk Email <
\\demo-fulltext\Share
= SMTP 2\ Vajdasagban vendégszerepelt a Fokusz  2022.05.10. sandrabullock@tech-arrow.com 500 K8
B L\DEMO tenant FSA - SMTP / Bes s a kozosségi mediardl 202205.10. sandra.bullock@tech-arrou.com 276 KB
= Jake Peralta <jake peralta@tech- SMTP / Bes s a kozosségi mediard] 202205.10. Sandra Bullock <sandra.bullock@tech-arrow.com> 248 K8
]
=] @  jakeperalta@tech-arrow.com TEA properties RETEST 202202.03. sandra.bullock@tech-arrowi.com 76 K8 Tis arelEaiEE Show details
]
= € Ope 20220203 1ME A hétvégén a Fékusz
= T 20220203 foks Gyermekszinpad Vajdasdgban
= T < fents only 2022020 . ToKe vendégszerepelt: a XIV.
= e TEAsend as zip - from properties 202202.03. sandrabull - 28MB scsteketehegyi Gyer j
= @ TEAsend as attachment from properties 202202.03. sandra bullock@tech-arrow.com 76 K8 Miihelytalalkozén 18 vajdaségi
= e TEAsend as ZIP - single item 202202.03. sandra bullock@tech-arrow.com 428 K8 gyermekesoport, valamint egy eszéki
= e TEAsend as attachment - single item 202202.03. sandra.bullock@tech-arrou.com 376 KB (Horvitorszag) vendégesoport
=] e TEAsend as attachment - multiple items 202202.03. sandrabullock@tech-arrow.com 608 KB mutatkozott be.
=] e TEAsend as attachment - multiple items 202202.03. sandra.bullock@tech-arrowi.com 92K8
=] SPA sharing - single item 20220202, melissa.mccarthy@tech- 80KB
= e SPA send as ZIP - single item 20220202 ’ 216 K8
= & SPA s tachment - single item 20220202 140 KB \\
=] &  jakepersl arrow.com SPA send as zip - multiple items 20220202 sandrabull 37MB ~ /)
= & jakepenal arrow.com SPA send as attachment - multiple items 20220202 sandrabull 39MB ’_‘ 1'
= jake peral arrow.com FSA sharing RFA 20220202 sandrabull 808 4 j"?¢-‘_ -
= jake peral arrow.com FSA sharing - multiple items 20220202 76 K8 »
[ | =] @  jake.peral

ech-arrow.com FSA drag and drop 2022.02.02. sandra.bullock@tech-arrow.com 520KB ¥
At the top is a Browse button. After clicking on it, a pop-up opens.
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2% Connect to -

# contentACCESS Portal | Email a'(‘_ Ty

MAIL ARCHIVE

Jake Peralta -

Search (jake.peralta@tech-arrow.com) - EiZ English - Q

HIl ] cl A : t & sMTP 3\ Fékusz [ st
ke peralta@tech-arrow.com nare
Archive Subject . o e o ~  From Jake Peralta -
s public folders <jake peralta@tech-
o Celendar =] Test mail 20225.10 2022.05.10. sandra bullock@tech-arrow.com 76 KB amowcom>
Deleted ltems =} SMTP Test mail 2 202205.10. drabullock@tech 76K8 Date 20220510, 152410
est mail 3 sandra bullock@tech-arrow.com o o Bullock
Drafts = SMITP Test Mail 2022.05.10. sandra bullock@tech-arrow.com 76KB <sandra.bullock@tech-
Inbox g [TECHNBOOIS] C: SMTP 3\ Fokusz 2022.05.10. sandra.bullock@tech-arrow.com 500 KB amow.com>
P c Melissa McCarthy
unk Emar malicea merarthu@tach- v
\\demo-fulltext\Share “ e
=] SMTP 2\ Vajdasagban vendégszerepelt a Fokusz  202205.10. sandrabullock@tech-arrovicom 500 KB
B HADEMO tenant FSA - SMTP Beszélgetés a kiszésségi médiérd| 2022.05.10. sandra bullock@tech-arrow.com 275 k8
=2 Jake Peralta <jak h- SMTP/ Beszélgetés a kozosségi medidrd| 2022.05.10. Sandra Bullock <sandra.bullock@tech-arrow.coms 2488
=] @  jskeperatta@tech-arrow.com TEA properties RETEST 20220203 sandra bullock@tech-arrow.com 76K8 This email is shared Show details
= @  jskeperatta@tech-arrow.com ODE - send as attachment 2022.02.03. sandra bullock@tech-arrow.com 1 M8 o i -
A hétvégén a Fokusz
“m= ke peralta@tech-armow. TEA sharing - with i 2022.02.03. lissa.mccarthy@tech-arrov 80 k8 . A
JakE pera‘ a@ ech arrow.com = sharmg wi urgamza‘ ion eneo: mel :sabm;(a kf@ :( arrov.com e ¥ Gyermekszinpad Vajdasdghan
=] jake.peralta@tech-arrow.com sharing - recipients only I sandra bullock@tech-arrow.com vendégszerepelt: a XIV.
= @  jskeperatta@tech-arow.com TEA send as zip - from properties 2022.02.03. sandrabullock@tech-arrovi.com 28 M8 Bacsfeketehegyi Gyermekszinjd
=] & jokeperahe@tech-arrowcom TEA send as attachment from properties 2022.0203. sandrabullock@tech-arrovi.com 76 K8 Mahelytallkozén 18 vajdasagi
=2 &  jakeperalta@tech-arrow.com TEA send as ZIP - single item 2022.02.03. sandra bullock@tech-arrow.com 428 K8 gyermekesoport, valamint egy eszéki
=2 &  jakeperalta@tech-arow.com TEA send as attachment - single item 20220203 sandra bullock@tech-arrow.com 375 K8 (Horvatorszag) vendégcsoport
=] @  jskeperatta@tech-arrow.com TEA send as attachment - multiple items 20220203 sandra bullock@tech-arrow.com 508 KB mutatkozott be.
=] @  jskeperatta@tech-arrow.com TEA send as attachment - multiple items 20220203 sandra bullock@tech-arrow.com 928
= jake peralta@tech-arrow.com SPA sharing - single item 20220202 melissa.mccarthy@tech- 808
&  jskeperatta@tech-arrow.com SPA send as ZIP - single item 20220202 sandra bullock@tech-arrow.com 215 K8
= @  jekeperatta@tech-arrow.com SPA send as attachment - single item 20220202 sandra bullock@tech-arrow.com 140 KB
= @  jekeperatta@tech-arrow.com SPA send as zip - multiple items 20220202 sandra bullock@tech-arrow.com 37 M8
= @  jkeperatta@tech-arow.com SPA send as attachment - multiple items 20220202, sandra.bullock@tech-arrowicom 39 M8
=] jakeperalta@tech-arrow.com F5A sharing RFA 20220202, sandrabullock@tech-arrovi.com 80 KB
=2 jake peralta@tech-arrow.com FSA sharing - multiple items 20220202 melissa.mccarthy@tech-arrow.com 76K8
L] =2 &  jakeperalta@tech-arow.com FSA drag and drop 20220202 sandra bullock@tech-arrow.com 50K v

Here the user can browse the available entities. The grid allows to filter them by tenant and model

type and it is also possible to search in them.

V¢ contentACCESS Portal £ Connect to - Jake Peralta -

# contentACCESS Portal | Email archive / jake peralta@tech-arrow.com T Search (jake.peralta@tech-arrow.com) - E@Engish- [
~ ~ . - - .
a|lll B | © 7 oremsi/es B sMTP 3\ Fokusz [ share
Archive From Connect to “ 1 «  From Jake Peralta -
oens <jake peralta@tech-
o elendar = jakeperalta@tec | Tenant « ¢ | Model -7 | Entity . ks smowcom>
Deleted Items a PR b Date 20220510, 15:2418
st Jake.peralta@ted To Sandra Bullock
rafts .
= ke peralta@t K8 <sandrabullock@tech-
Inbex = jake peralta@tec DKB arow.com
Demo Email archive public folders e Melissa McCarthy
Junk Email cmalices mecanthu@tarh.
Demo File system archive [TECHNBC015]
= jake peralta@ted KB
= ekeperatogied | P File system archive \demo-fulltext\Share 7 g
= Jake Peralta <ja | DemO File system archive HADEMO _tenant_FSA e
o Demo GDPR Application Demo._app
= @ jskeperats@tec | Demo GDPR Application DEMO_GDPRApplication ) RS Show detais
o Demo GDPR Exchange jake.peralta@tech-arrow.com
= jake peralta@tec : @rech- B ik [ -
€ jskep Demo GDPR Exchange melissa.mecarthy @tech-arrow.com Ahétvégen a Fokusz
=] jakeperalta@tec | pemo GDPR Exchange sandra.bullock@tech-arrow.com Ke R Gyermekszinpad Vajdasagban
2 jakeperalta@tec | pamg GDPR File system h\DEMO_tenant_GDPRFile kB vendégszerepelt: a XIV.
= €  jkepersita@iec oo, OneDrive archive Jake Peralta piE Bacsfeketehegyi Gyermekszinjatszo
= ke peralta@t K8 il slkozs idass
€ jskeperalta@tec [ o SharePoint archive DEMO Miihelytalalkozon 18 vajdasagi
2 @ jakeperalta@teq | - 3 KB gyermekcsoport, valamint egy eszéki
= € jakeperalta@tec Page 1 0f 2 (20 items) EH : ) pe (Horvétorszag) vendégesoport
=] @  jakeperalta@tec - 3 KB mutatkozott be.
= €@ jokeperalta@tec | Reload data K8
= jake peralta@ted K8
=1 @ jkeperatta@tec oK Cancel | 5KB
= €  jakeperalta@tech-amowcon SR SENU @S GUETENT - SIgrE e P SaNUTEDUNOCK@ECT-arTowCom a0 KB
= €  jakeperatta@tech-arrow.com SPA send as zip - multiple items 2022.02.02 sandra bullock@tech-arrow.com 37 MB
= €  jakeperatta@tech-arrow.com SPA send as attachment - muitiple items 2022.02.02 sandra bullock@tech-arrow.com 3.9 MB
= jake peralta@tech-arrow.com FSA sharing RFA 2022.02.02 sandra bullock@tech-arrow.com 80K8
= jake peralta@tech-arrow.com FSA sharing - multiple items 2022.02.02 melissa.mccarthy@tech-arow.com 76K8
] = €  jakeperatta@tech-armow.com FSA drag and drop 2022.02.02 sandra bullock@tech-arrow.com 520KB v

The user can select one entity and click OK or double click on an entity to connect to it.

Note: Once you have connected to a desired entity, the corresponding breadcrumbs will be visible under the
header bar of the contentACCESS Portal user interface.

/'(contentACCESS Portal

# contentACCESS Portal

File system archive j}

ADEMO_tena

At the bottom of the connection list is a Refresh button. This may be used if any newly processed

items have not been displayed yet and the list should be refreshed.
contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
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OntentACCESS Portal

#¥ Connectto

Z techarrow

Jake Peralta

# contentACCESS Portal

a[lll L]

File syster

Jake. peralta@tech-arrow.com [SKE|
TEAMS ARCHIVE

.~ DEMO_Team

<

TEAMS CHAT ARCHIVE

Size Created
Jake Peralta

B 127 KB 2022.04.07. 15:53:28
| Melissa McCarthy itown Abbey.doox 123.2KB 2022.04.07. 15:53:24

Maman.docx 124 KB 2022.04.07. 15:53:25

Sandra Bullock

W 167 k8 2020,09.28. 15:02:42
B ~ Jes_of slegance and strengthipd 31Ke 2021.05.28. 1021413
BB BBC_News_ 25K8 2021.05.28, 1021415
BB BBC_News_ Culure_Theather Why_sisters_have_the.greatest_love_of allpdt 4981 KB 2021.05.28, 1021416
I} B BBC_News_Culture_Art_La_Peregrina_The_worlds_most_famous_pearl.docx 223.9 KB 2021.05.28. 10:21:13
B B BBC_News_Culture The.truth_behind_Ancient_Rome's_most_controversialwomansxt 43 KB 2021.05.28. 1021413
B B Belgiumwebp 217K8 20220407, 15:53:25
=] B Brazil.webp 2246 KB 2022.04.07. 15:53:25
] B Business Account Agreemens.pdf 3527 KB 2020.09.28. 15:02:42
] B Business Changes Checklist.pdf 1.1MB 2020.09.28. 15:02:43
] B Checkfree.pdf 139.2KB 2020.09.28. 15:02:45
0 B Chicago_Sister Cities.xlsx 11.1KB 2021.05.04. 09:47:42
I} B Computer.docx 1026 KB 2020.09.28. 15:02:45
[~} B Cow.webp 1227 KB 2022.04.07. 15:53:26
n R Credit-Bureau-Contact-Information.pdf 3295 KB 2020.09.28. 15:02:45
2] Disability Services Request Form.pdf 270.8 KB 2020.09.28. 15:02:46
[~} B Fantastic Beast_The Secrets of Dumbledore.webp 56.7 KB 2022.04.07. 15:53:27
B B High speed online deposits user guide peff 13MB 2020.09.28. 15:02:46
n IB_BAS Program Planning Sheet.pdf 6185 KB 2020.09.28. 15:02:49
B B Interprating Services Request Form pdf 1249 KB 2020.09.28. 15:02:49
=] B Mastercard guide to benefits.pdf 4731 KB 2020.09.28. 15:02:50
n »] new_student_information_form.pdf 4211 KB 2020.09.28. 15:02:50

contentACCESS Portal’s navigation pane
By default, the contentACCESS Portal pane displays the folder structure of the selected entity. By us-

Search (HADEMO_tenant_FSA) o

Search in: Current folder

Modified Versions.

2022.04.01. 10:13:06
2022.04.01. 10:21:54

2022.04.01. 10:15:46

2021.10.11. 12:09:51
2021.05.28. 08:46:32
2021.05.28. 08:50:47
2021.05.28. 08:52:03
2021.05.28, 08:48:50
2021.05.28. 08:42:21
2022.04.01. 08:52:03
2022.04.01. 08:52:59
2021.04.28, 07:32:56
2021.04.28, 07:32:56
2021.04.28, 07:32:56
2020.12.17. 13

116

2021.05.04. 09:58:22 34
2022.04.01. 10:10:20
2021.04.28, 07:32:56
2021.04.28, 07:32:56
2022.04.01. 10:11:54

2021.04.28, 07:32:56

2021.05.04. 09:59:05 24
2021.04.28, 07:32:56
2021.04.28, 07:32:57
2021.04.28, 07:32:57

10 film to watch this April_The

[ Share

- Northman.txt

This item is shared Show details

Size
9088

Created
20220407.
15:53:27

Created by
Job #356 (Tenant #11)

Modified

20220401, 10:14:18

Path

HADEMO_tenant_FSA\10 film to watch this
April_The Northman txt

Mark for delete

False

Expiration date
2023.0407. 02:00:00

) Online help

ing the buttons at the bottom of the contentACCESS Portal pane, the user may switch between 2

views:

contentACCESS Portal

2 Connect to -

Jake Peralta -

# contentACCESS Portal

a/lll
Archive

5) Calendar
Deleted Items
Drafts
Inbox

Junk Email

a)

Email archive

jake.peralta@tech-arrow.com

ftems: 1/ 66

From

jakeperalta@tech-arrow.com

oa

jakeperalta@tech-arrow.com

1]

jake peralta@tech-arrow.com
jake peralta@tech-arrow.com
Jake Peralta <jakeperalta@tech-

jake peralta@tech-arrow.com

B EOr

jake peralta@tech-arrow.com

1]

jake peralta@tech-arrow.com

jake.peraita@tech-arrow.com

oo

jake.peralta@tech-arrow.com

1]

jake peralta@tech-arrow.com
jakeperaita@tech-arrow.com
jake peralta@tech-arrow.com
jake peralta@tech-arrow.com
jake peralta@tech-arrow.com

jake.peralta@tech-arrow.com

@ QRO

jake peralta@tech-arrow.com
jake peralta@tech-arrow.com
jake peralta@tech-arrow.com
jake.peralta@tech-arrow.com

jake peralta@tech-arrow.com

® Qe

jake peralta@tech-arrow.com

jake.peraita@tech-arrow.com

I B c I c O c ORI A c IR AR R

jake peralta@tech-arrow.com

1]

jake peralta@tech-arrow.com

arch

Subject Date

Test mail 20225.10 20220510,
SMTP Test mail 2 2022.05.10.
SMTP Test Mail 2022.05.10.
SMTP 3\ Fokusz 2022.05.10.
SMTP 3\ Fékusz 2022.05.10.
SMTP 2\ Vajdasigban vendégszerepelt a 2022.05.10.
SMTP / Beszélgetés a koz6sségi médiaré! 2022.05.10.
TEA properties RETEST 2022.02.03.
ODE - send as attachment 20220203
TEA sharing - with organization 20220203
TEA sharing - recipients only 2022.02.03.
TEA send as zip - from properties 20220203
TEA send as attachment from properties 2022.0203.
TEA send as ZIP - single item 2022.0203.
TEA send as attachment - single item 2022.02.03.

Search in: Current f

To

sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
Sandra Bullock <sandra.bullock@tech-arrow.com>
sandra.bullock@tech-arrow.com

sandra.bullock@tech-arrow.com

sandra.bullock@tech-arrow.com

sandra.bullock@tech-arrow.com
melissa.mccarthy@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com

sandra.bullock@tech-arrow.com

TEA send as attachment - mult

'{ TEA send as attachment - single item F

ra.bullock@tech-arrow.com

TEA send as attachment - multiple ftems

SPA sharing - single item 2022.02.02.
SPA send as ZIP - single item 2022.02.02.
SPA send as attachment - single item 2022.02.02.
SPA send as zip - multiple items 2022.02.02.
SPA send as attachment - multiple items 2022.02.02.
FSA sharing RFA 2022.02.02.
FSA sharing - multiple items 2022.02.02.
FSA drag and drop 2022.02.02.

sandra.bullock@tech-arrow.com
melissz.mccarthy@tech-

sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com
sandra.bullock@tech-arrow.com

melissamccarthy@tech-arrow.com

Search (jake.peralta@tech-arrow.com) - English - 0
- SMTP / Beszélgetés a koz6sségi [ Share
médiardl
Size
From Jake Peralta S
76 KB <jake.peralta@tach-
e aroncon>
Date 2022.05.10. 14:38:51
76 KB To Sandra Bullock
500 KB <sandra.bullock@tech-
aroncoms
484 K8 ce *demo_journal@demo-
500 KB fulltext tech-arrow.com™ T
76 KB
This email is shared Show details
1MB il
80 KB . . o
=e |+ DBeszélgetés a
2.8 MB .. e 7 . ’ Y
. kozosségi médiarol,
428 KB ~
a techcégek
376 KB
coe ke szerepérol és a
92KB
core demokratikus
216 KB . ra rs
ore nyilvanossagra
3.7MB
akorolt
39MB gy
w018 hatasukrdl a Kikoto -
76 KB < »
520KB ¥

sandra.bullock@tech-arrow.com

Folders button: Displays the selected entity’s folder structure in the navigation pane. To view the

content of a desired entity in contentACCESS Portal, connect to it in the Connect to dropdown list
first. Select the Folders button in the navigation pane and unfold the structure of the desired folder.
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% techarrow

T contentACCESS Portal A% Connect to - Jake Peralta -

# contentACCESS Portal / Email archive / jake peralta@tech-arrow.com Search (jake.peralta@tech-arrow.com) - | E@Engisn- ]
- ~ o i Corent foer rorie o ke
THIlI] 51 -] (54 Items: 1/ 66 Search in: Current fol -] SMTP / Beszélgetés a kézésségi [ Share
médiardl
Archive From Subject Date To Size
-~ Catendar From Jake Peralta .
= jake.peralts @tech-arrow.com Test mail 20225.10 202205.10. sandra.bullock@tech-arrovi.com 76K8 <jake.peralta@tech-
Deleted [tems =] jake.peralta@tech-arrow.com SMTP Test mail 2 2022.05.10. sandra.bullock@tech-arrow.com 76 KE arrew.com>
Bt Date 2022.05.10. 14:38:51
rafts = jake peralta@tech-arrow.com SMTP Test Mail 20220510, sandra.bullock@tech-arrawi.com 76KB To Sandra Bullock
Inbox = jake peralta@tech-arrow.com SMTP 3\ Fékusz 20220510, sandra.bullock@tech-arravi.com 500 KB <sandra bullock@tech-
>
Junk Email =2 Jake Peralta <jake.peralta@tech-  SMTP 3\ Fokusz 20220510, Sandra Bullock <sandrabullock@tech-arrowcom> 454 KB e
c demo_journal@demo-
= jake.peralta@tech-arrow.com SMTP 2\ Vajdasigban vendégszerepelta  2022.05.10. sandra.bullock@tech-arrowi.com 500 KB fulliext fech-amowcom® T
= jak : SMTP / Beszélgetés a kozosségi médidrsl  2022.05.10. sandra.bullock@tech-arrovi.com 276 KB
]
= @ jakeperalta@tech-amow.com TEA properties RETEST 2022.02.03. sandra.bullock@tech-arrowi.com 76KB
] This email is shared Show details
= @  jakeperalta@tech-amow.com ODE - send as attachment 2022.02.03. sandra.bullock@tech-arrowi.com 1MB
=} jake.peralta@tech-arrow.com TEA sharing - with organization 2022.02.03. melissamccarthy@tech-arrow.com 80KB . , -
=) jake peralta@tech-arrow.com TEA sharing - recipients only 2022.02.03. sandra.bullock@tech-arrow.com 76KB > Beszelgetes a
= @  jakeperalta@tech-amow.com TEA send as zip - from properties 2022.02.03. sandra.bullock@tech-arrowi.com 28Me kézBsségi 2disrol
= @  jakeperalta@tech-amow.com TEA send as attachment from properties 2022.02.03. sandra.bullock@tech-arrowi.com 76K ozossegl mediarol,
= ake.peralta @tech-arow.com TEA send as ZIP - single item 2022.02.03. sandra.bullock@tech-arrowi.com 128 K8 4
& Jatep o a techcégek
@  jakeperalta@tech-amow.com TEA send as attachment - single item 2022020, sandra.bullock@tech-arrowi.com 376 KB
@  jakeperalta@tech-amow.com TEA send as attachment - mui{ TEA send as attachment - single item Prabullock@tech-arrow.com 508 KB szere pero| és a
= @  jakeperalta@tech-amow.com TEA send as attachment - muliple ifems sandra.bullock@tech-arrovi.com 52k8 .
=2 jake.peralta@tech-arrow.com SPA sharing - single item 20220202, melissamecarthy@tech- 20 K8 demokratikus
=] @ jakeperalta@tech-amow.com SPA send as ZIP - single item 20220202 sandra.bullock@tech-arrowi.com 216 KB iva s
= @  jakeperalta@tech-amow.com SPA send as attachment - single item 20220202 sandra.bullock@tech-arrovi.com 140 KB nyilvanossagra
= @  jakeperalta@tech-amow.com SPA send as zip - multiple items 20220202 sandra.bullock@tech-arrovi.com 3718 gya korolt
= @  jakeperalta@tech-amow.com SPA send as attachment - multiple items 20220202 sandra.bullock@tech-arrovi.com 3918
s . el gz
=) jake peralta@tach-arrow.com FSA sharing RFA 20020202, sandrabullock@tech-arrow.com 20Ke hatasukrodl a Kikoto -
= jake.peraita @tech-arrow.com FSA sharing - multiple ftems 20220202 melissa mccarthy@tech-arrow.com 76K8 q b
E = @  jakeperata@tech-amow.com FSAdrag and drop 20220202. sandra.bullock@tech-arrow.com 520K v _ .
) Oniine help Click

on the folder in the pane and the content of the selected folder will be displayed in the item list.

For more information about the folder selection types in the navigation pane refer to section Folder selection
methods below.

b) Active/inactive items button: Active/inactive item view can be applied from here. For more in-
formation check section Filtering of active/inactive file system archive documents.

MeRtACCESS Portal ¥ Connectto -

# contentACCESS Portal | Email archive | ja , - Search (jake peralta@tech-arrowcom) -~ Eengish- [

1=/ B T onemsi/es Search i Curen flde B Testmail 2022510

Active/inactive items From Subject Date To sae o = From ! 2
O Active only 1?“: 2022.05.10. 1‘-’1_l4 1-C
o sanda bullock@recn:
O Inactive anly a jake persita@tech-arrow.com 2022.05.10,
B Actve and inactive ake peratai@tech-amowicom 220510 « )
a ake peraita@tech-arow.com 20220510 Bee dcissa McCarthy
a Iake Peraita <jake peraita@tech 20220510 crmelica merathatoch. T
a P i vendégszerepelt a 20220510
a Jake Peralta <jake peralta@tech. 2022.05,10, sullock@tech-arro
" This email is shared Show details
e ¢ 2220203
® Test mail 2022.5.10
a &  jakeperalta@tech-armow.com ODE - send as attachment. .03, .
‘ Jake peraita@tech-arron haring - with organization .03, i
a Jjake peralta@tech-ar haring - recipients only 3. "
&  jakeperalta@tech-amon £A send as zip - from properties 3.
a &  jakep o o and as attach properties 20220203,
& jake perattaptech-arrow.com A send as ZIP - single tem 20220203,
a & P e = end ttach 1t - single item 2022.02.03.
a L ake.peralta@tech-armow.com end as attachment - multiple tems
a L jake.peralta@tech-arrow.com send as attachment - multiple items sandra.bul
a ake perataiBtech-amowicom single item melissamccanthyGrech
a &  jakeperalta@tech-amow. sandra.bullock@
a & = e ttachment - single item sch-amow.com
a &  jakepersita@tech-armow.com SPA send as 2ip - multiple sch-amow.com
&  jakeperalta@tech-amow.com SPA send as attachment - multiple items ch-armow.com
a jake persita@tach-amow.com FSA sharing RFA ch-amow.com
Jake peralta@ FSA sharing - multiple ftems melissa mecarthy@tech-armow.c
a & pi o o FSA drag and droj sandrabullock@tech-an -

c) Settings button: The double click on item function may be applied from here. For more information

refer to section Download from the item list/item preview in contentACCESS Portal.
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¢ contentACCESS Portal #% connect to + Jake Peralta -

# contentACCESS Portal / Email archive | jake.peralta@tech-arrow.com Type search text here. Search (jake. peralta@tech-arrow.com) - Ef3 English ~ Q
Ia|lll B T rems1/6 Search in: Current folder Y Test mail 2022.5.10 [ Share
Double click on item From Subject Date To size From ;:rk;‘ff;’l‘ta@‘““' -
O Noaction Date 2022.05.10. 17:14:10
To sandrabullock@tech-
® Download Jake.peralta@tech-arrow.com SMTP Test mail 2 2022.05.10. sandrabullock@tech-arrow.com 76 KB P

= jake.peralta@tech-arrow.com SMTP Test Mail 2022.05.10. sandrabullock®tech-arrow.com 76 KB [ dema_Iba@demo-
“ = jake.peralta@tech-arrow.com SMTP 3\ Fékusz 2022.05.10. sandra bullock @tech-arrow.com 500 kB s ’ﬂ:ﬁige&té’:lﬂh‘;‘"m

Jake Peralta <jake.peralta@tech-  SMTP 3\ Fokusz 2022.05.10. Sandra Bullock <sandra.bullock@tech-arrow.com> 484 KB <melisca mecarthutach. T

= jake.peralta@tech-arrow.com SMTP 2\ Vajdasigban vendégszerepelt a 2022.05.10. sandrabullock@tech-arrow.com 500 kB

= jake.peralta@tech-arrow.com SMTP / Beszélgetés a kbz5sségi mediars| 2022.05.10. sandrabullock@tech-arrow.com 276 kB @

= Jake Peralta <jake.peralta@tech-  SMTP / Beszélgetés a kozosségi médidrol 2022.05.10. Sandra Bullock <sandra.bullock@tech-arrow.com> 248 KB

& This emailis shared Show details
= @  jake.peraita@tech-arrow.com TEA properties RETEST 2022.0203. sandrabullock@tech-arrow.com 76 k8
] Test mail 2022.5.10
= @  jakeperatta@tech-amowicom ODE - send s attachment 2022.0203. sandrabullock@tech-arrow.com 1ME ‘
=1 jake.peralta@tech-arrow.com TEA sharing - with 022,020 el h-arrow 808

=] jake.peralta@tech-arrow.com TEA sharing - recipients only 2022.02.03. sandrabullock@tech-arrow.com 76 KB

= @  jake.peraita@tech-arrow.com TEA send as zip - from properties 20220203, sandrabullock@tech-arrow.com 2318

= @  jake.peralta@tech-arrow.com TEA send as attachment from properties 2022.02.03. sandrabullock@tech-arrow.com 76 KB

= @  jakeperalta@tech-arrow.com TEA send as ZIP - single item 2022.0203. sandrabullock@tech-arrow.com 428 K8

@  jake.peraita@tech-arrow.com TEA send as attachment - single item 2022.0203. sandrabullock@tech-arrow.com 376 kB

= @  jake.peralta@tech-amow.com TEA send as attachment - multiple items 2022.0203. sandrabullock®@tech-arrow.com 608 KB

= @  jakeperatta@tech-amowicom TEA send as attachment - multiple items 2022.0203. sandrabullock@tech-arrow.com 928

Jake.peralta@tech-arrow.com SPA sharing - single item 022,020 meli h- 808

=] @  jakeperalta@tech-arrow.com SPA send as ZIP - single item 2022.0202. sandrabullock@tech-arrow.com 216 kB

= @  jake.peraita@tech-arrow.com SPA send as attachment - single ftem 20220202. sandrabullock@tech-arrow.com 140 kB

= @  jake.peralta@tech-amow.com SPA send as zip - multiple items 2022.0202. sandrabullock®tech-arrow.com 37M8

= @  jakeperaita@tech-amow.com SPA send as attachment - multiple items 2022.0202. sandrabullock@tech-arrow.com 39 M8

Jake.peralta@tech-arrow.com FSA sharing RFA 2022.0202. sandrabullock@tech-arrow.com 808

= jake.peralta@tech-arrow.com FSA sharing - multiple items 022,020 J h-arrows 76 KB

I_I =] @  iakeperaita@tech-amow.com FSA draq and drop 2022.0202. sandrabullock@tech-arrow.com 50k v ——

Item list and item preview
If a folder is selected in the navigation pane, its items are displayed in the list view. Each item has

several columns. The available item columns are entity-specific, and the items can be sorted by these
columns (red frame). The administrator may define in the Settings (will be described further in sec-

tion User interface settings) which columns will be visible and which will be hidden.

The item preview (extended metadata information/the body of emails) gets displayed by selecting the par-
ticular item from the list view (green frame).

¥ contentACCESS Portal ¥ Connect o - B B B JakePerata-

4 contentACCESS Portal | Fle system archive | HADENO Search (HADEMO_tenant FSA) . emegsn- 0

I= 1 cha S ems1/35 ™
D Title o Sie © Created Modified 3 Versions
Digeritics ® 10 films to watch this Aprildsx 127KB 202204.07. 1553:28 2022.0401. 10:13:06
Filter ] 10 films to watch this Apri_Downtown Abbeydoct 1232K8 2022.04.07. 155324 20220401, 10:21:54
5 Forindexing @ 10 films to watch this Aprl Petite Mamandoox 124Ke 20220607, 155325 20220401, 10:15:46
Msq files A 8 1
ShortcutDeletion ® h) Academic Transferdoox 167 KB 202009.28, 1502:42 20211011, 120951 44
5 Testfolder ) BBC_Culture Style Stunning images_of elegance_and_strength pf 7318 202105.28. 1021:13 20210528, 08:46:32 4
5 Wikipesia o P 900 Nowne_Clhizn Thoshor The Shale R —— 1700 20010528 102115 202105 20 o5z
10 film to watch this April The Northman.txt [ Share
Tris item is shared Show details
4 s
2088
Created
20220407, 15:53:27
Created by
Job 2356 (Tenant #11)
Modified
20220401, 10:1418.
Path
HADEMO_tenant_ FSA\10 fim to watch this April The Northman xt
Mark for delete
False
Expiration date
20230407, 02:00:00
|}

Files’ item list and item preview
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T contentACCESS Portal

B Connect to ~

% techarrow

Jake Peralta ~

# contentACCESS Portal / Email archive | jake peralta@tech-arrow.com
I/l cB T lems1/66
Archive From Subject To Size
© Calendar = jake perait Test mail 2022510 sandrabullock@tech-a 76K
Deletea [tems =] jake peralt 768
Drafis = jake perats 76 K8
Inbax =] jake peralte sandrabullock@te 500 kB
Junk Email = Jake Peralta <jakeperalta@tech- 2 Sandra Bullack <sandrabullock@tech-amowcom> 484 KB
=] jake peralta@tech-arrow.com SMTP 2\ Vajdassgban vendégszerepelt a 202205 sandrabullock@tech-arow.com 500 k2
=} Jake Peralta sjokeperalta@tech- SMTP/ Beszéigetés a kizésségi médiardl  2022.05.10, Sandra Bullock <sandrabullock@tech-amowcom» 248 KB
]
=] @  jakeperaita@tech-arrow.com TEA properties RETEST 20220203 sandrabullock@tech-arow.com 6 (2
@
=} @ m o as attachment sandrabullock @te 1 MB
=] m th o melis 802
=] m - recipie sandrabullock@te: 7542
= @ m 2ip - from properties sandrabullock@te 28 M8
=} e m attachment from properties sandrabullock@ts 76K8
=] ] m 2IP - single item sandrabulloc 42818
=] & m chment - single item sandrabulloc 376K
= ] m nd as attachment - multiple items sancraullock 608 K2
=} e m TEA send a5 attachment - multiple items sandrabullock 92 k8
= m SPA sharing - single item melissa.mccarthy @ 802
=] @ m SPA send a5 ZIP - single item sandrabullock 26k
=] @ m SPA send as attachment - single item sandrabullock@te: m 20
=} e com SPA send as zip - multiple items sandrabullock@te: m 37 M8
=} e m SPA send a5 attachment - multiple items sandrabullock @te m 29 MB
=] <am FSA sharing RFA sandrabullock@te m 808
=] m FSA sharing - multiple ftems melissa.meearthy@ 7542
=} e m FSA drag and drop sandrabullock@te 520 kB
= @ m FSA copy - paste sandrabullock@te 31 M8
=] ] m FSA send as zip - multiple items sandrabullock@te 916 kB
=] @ m FSA send as attachment - multiple items sandrabullock@te: 002 k8
- = @ jakeperait FSA send as zip - single item sandrabullock@tech-a 536 K8

Emails’ item list and item preview

Search (jake.peralta@tech-arrow.com) - i3 English - [n]

SMTP / Beszélgetés a kézésségi meédiarsl

fc
3cc
xpiration date

2023.06.03.

This email is shared Show details

Beszélgetés a kozosségi
médiarol, a techcégek
szerepérol és a demokratikus
nyilvanossagra gyakorolt
hatiasukrol a Kikotoé — Polgari
Szalonban

2022. MAJUS 10. - 14:07 | KULTURA

Gazdag Jozsef ird, Ujsagird és Petd Péter Ujsagird,
iré, a 24.hu fészerkesztGje lesz a Kiko6ts — Polgari
Szalon 2022. méjusi rendezvényének vendége.

STARLUX

SSEdit A

Note: The Split attachments option is active (checked) by default

. That means that the body of the email
and the attachment are stored separately. If the email message containing attachments has beenarchived

by a job, where this option was not checked, our apps (MailApp, officeGATE, contentACCESS Mobile) will

show O attachments. However, if you open the original email, the attachments are shown.

+ Get more apps

@ sttachments [

T

W conterntACCESS Mail app

Email has no attachments

@ show original email

#» Restore original email

embedded email won't be displayed between the attachments in our apps.

If this option was checked, but the email was containing embedded email (.msg attachment), this

Layout selector

From the layout selector menu (situated above the navigation pane on the left side) the user can choose from

2 kinds of layouts: the item preview can be situated either at the bottom of the view (Screenshot A), or on

the right side of the view (Screenshot B). It depends on the user which option he prefers.
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ontentACCESS Portal

# contentACCESS Portal / Email archive

jake peral

% techarrow

your vision of technological evolution A

=]

Jake Peralta «

5]

Search (jake.peralta@tech-arrow.com) - EZ English [n]

o] - ] (52 =
From Subject. Date To Size -
& Calendar =2 jake peralta@tech-arrow Test mail 2022.5.10 2022.05.10. 17:14:10 sandrabuliock@tech-arrow.com 76 KE
Deleted ltems = jake peraltatech-arrovcom SMITP Test mail 2 2022.05.10. 16:5357 sandrabullock@tech-arraw.com 76KB
Drafts = jake peralto@tech-arrowicom SMTP Test Mail 2022.05.10, 16:5255 sandrabullock@tech-arrow.com 76 ke
Inbox
Junk Emai = Jake Peralta <joke peraltat SMTP 3\ Fokusz 2022.05.10. 15:2418 Sandra Bullock <sandrabullock@tech-arrow.com> 484 K8
= SMTP 2\ Vajdasigl ta Fokusz & pad 2022.05.10, 15:2107 sandrabullock@tec 500 k8
[=] SMTP / Beszélgetés a kozo: i médiarol 2022.05.10. 14:38:51 sandrabullock@tec! 276 KB -
4 ")\
SMTP 3\ Fokusz [e* Share
From jakeperalta@tech-arrom
Date 2022.05.10. 15:2:
T sandra bull
C
Bec v.com <demo_j @ full n-arrow.com>
Expiration date
1E5E
This email is shared Show details
A hétvégén a Fokusz Gyeri inpad Vaj 1 vendég epelt: a XIV. Ba 1egyi Gyer injatszo Mdihely 0zon 18 vajdasagi gyerm t, valamint egy -

eszéki (Horvatorszag) vendégesol

ort mutatkozott be.

F¢/ contentACCESS Portal £ Connect to

# contentACCESS Portal / Email archive | jake.peralta@

Jake Peralta ~

Search (jake peralta@tech-arrow.com) - EEEngishe ]

~ o 7 .
|m cm & & [sMTP 3\ Fokusz [ Share
Archive Subject Date To Size © ;’:’: JZ";‘;" 3‘;‘:“?5“
@ Calendar = Test mail 20225.10 sandrabullock® To san @tech-arror
Delete ftems =} joke peraltat SMTP Test mail 2 sandra bullock@ted e T omcom
Drefts =) jake peraita@r SMTP Test Mai sandra.bullockBtec
Inbox Expiration date 20220603
Jurk Email =] Jake Peralta <joke peralta@tech-  SMTP 3 Fékusz 2022.05.10. Sandra Bullock <sandra.bullock@tech-arrow.com» 484 KB I
=] jake peralta@ts sandra.bullock @t 500 KB
[=] jake peralta@tech-arrow.com sandra.bullock@te 276 KB
=] Jake Peralta <jake.peralta@tech- Sandra Bullack <sandrabullock@tech-arrow.com> 248 KB
This email is shared Show details
=] @  jakeperalta@tech-arrow.com TEA propertie 2022.02.03 sandra.bullock@tech-arow.com 6 KB
L] A hétvégén a Fokusz Gyermekszinpad -
= @ ODE - send as attachment sandra.bullock@tech-amrow.com Vajdaséagban vendégszerepelt: a XIV.
=] TEA sharing - with organization melissamcearthy@tech-arrow Ba 1egyi Gyermekszinjatszé
= TEA sharing - recipients only sandra bullock@tech-amrow.com Miihelytalalkozon 18 vajdasagi gyermekcsoport,
=] e TEA send as zip - from properties sandra.bullock@tech-amow.com valamint egy eszéki (Horvatorszag) vendégcsoport
= é a5 attachment from properties sandra.bullockd mutatkozott be.
=] @ d as ZIP - single item
=] @ nd 25 attachment - single item sandra.bullock@te: _
[=] @ as attachment - multiple items indra.bullo
=} é a5 attachment - multiple items sandrabullock@tech-amovicom
= SPA sharing - single item melissamcearthy@tech-
=] @ ndl as ZIP - single item sandra.bullo
=] é d as attachment - single item sandrabullock®!
=} é nd & zip - multiple items sandrabullock®@ted
=] @ ndl as attachment - multiple items sandra.bullod
[=] FSA sharing RFA sandra.bullock@tech-arrow.com
=] FSA sharing - muliple items melissamecarthy@tech-a
=} é F5A drag and drop sandrabullock®
(=] @ FSA copy + paste
=] e s zip - multiple items
=] é as attachment - multiple items -
= @ FSA send as zip - single item 2022.02.02 Al >
— - FSA sond 2 attarhmant - cinala itam N2N207 candra hullarkMtach-annu ram e

faiting for demo-fulltext.tech-arrow.com...

\.
Online help

Screenshot B: Reading pane at the right side of the view

Download from the item list/item preview in contentACCESS Portal

There are two ways how to download the items in contentACCESS Portal:

a) First option is to click on the corresponding button in the item preview. The below displayed screen-
shots illustrate how it looks inthe Email Archive (Screenshot A), and in the File System Archive (Screen-
shotB):
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Word document
From
Date 70472017 12:32:12 PM
To <dne@ta.internal=

Expiration 1/24/2018

download message
download attachment

Sending the promised word document in attachment
creenshot A: Downloading an archived email/email attachment from the item preview

Title
Testing.rar
Size download the file from here
417.4K8B

Created
1/19/2018 5:27:06 PM

Created by
lob #47 (Tenant #1)

Modified
1/19/2018 5:26:43 PM

Path
CATESTFILES9\Testing.rar

File name
Testing.rar

Mark for delete
False

Expiration date
1/19/2019

Screenshot B: Downloading an archived file from the item preview

b) The second (and easier) method of downloading the contentACCESS Portal item is to double click on
it in the item list. With this option the selected item will be opened in a new tab and the user can
save it. This option is configurable. To be able the download with this method, the following settings
must be done: at the bottom of the navigation pane click on the cog mark () and check the “Down-
load” radio button. Then click “Apply”. To disable double click download again, check “No action” ra-

dio button and click “Apply”.
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I=|lll chea

Double click on item

Mo action

®' Download #—————

Apply

®

Hide/show function

The user interface is divided into 3-columns/sections. Any of these sections can be easily hidden with

clicking on the small arrow marks ( )'as shown on the picture below:

W9 contentACCESS Portal #¥ Connect to ~ B B %] Jake Peralta ~
# contentACCESS Portal / Email archive Search (jake.peralta@tech-arrow.com) .| EEEngishe [
<ha S - items:1/66 B | SMTP 3\ Fokusz [ Share
From Subject Date T sze: ¢ (& | Fom B arowicom
=] jake pera Test mail 2022510 sandra.bullock@tech-arrow.com 76 K8 To
beletediems =) jokep SMTP Test mail 2 2022.05.10. 76K8 o p
Drafts (=] jake,pera " SMTP Test Mail 2022.05.10. sandra.bullock! . 76K8 < nal@der
ik Expiration date 2023.06.03
Junk Email =] Jake Peraita <joke peralta@tech-  SMTP 3\ Fokusz 202205.10. Sandra Bullock <sandra.b 4848 m
=] SMTP 2\ Vajdasigban vendégszerepeita  2022.05.10. sandra.bullock; 500 k8
=) SMTP / Beszélgetés a médiaré! sandrabullock; 276 K8
=] SMTP / Beszélgetés a égi médiarol 2022.05.1 2488
8 This email is shared Show details
=] € TEA properties RETEST 20220203, sandra.bullock 768
8 A hétvégén a Fokusz Gyermekszinpad =
2 e ODE - send as attachment 20220203, sandrabullock jdasa é epelt: a XIV.
=2 TEA sharing - with 20220203, melissa.mccart! Ba regyi Gyer injatszo
=] TEA sharing - recipients only 2 sandrabull Mt a 6n 18 vaj agi gyerl port,
= ¢ TEA send as zip - from properties sandrabull valamint egy eszéki (Horvatorszag) vendégcsoport
=] @ TEA send as attachment from properties 2022.02.03. mutatkozott be.
=] e TEA send s ZIP - single item 20220203,
= ] TEA 20220203,
1=} @ TEA
= & TEA s 20220203,
=) SPA sharing - single item 20220202
=] € SPA send as ZIP - t 20220202
=] é SPA send as attach single item 20220202
=] € SPA send as zip - multiple items 20220202
=] e SPA send as attachment - multiple items 2022.02.02.
=] FSA sharing RFA 20220202
=] FSA sharing - multiple items
=] é FSA drag and drop
=] ] FSA copy + paste
=] & FSA send as zip - multiple items
=] @ FSA send as attachment - multiple items 2022.02.02.
=] e - single item 2022.02.02. [ S
L] - » P S T ——— 20 Y

»
©) Online help

Sorting in contentACCESS Portal

The processed items can be sorted by the available item columns (displayed columns are configurable

in the UI settings). With a click on the arrow sign ( ~) the user may sort them in the reverse order.

By default, the following columns are visible in File Archive system:
v Title - enables sorting according to file name;
Size - enables sorting according to size;

v
v" Created - enables sorting according to creation date;
v" Modified - enables sorting according to modification date.

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
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T contentACCESS Portal ¥ Connect to ~ Jake Peralta +

ch text here. Search (HADEMO _tenant_FSA) - EEEnglsh- ]

# contentACCESS Portal  File system archive | H:ADEMO.

15/l ca = 7 hems1/9 = 5 stages of the home buying process.docx @ Share
) Root I Title © size © Created : Versinn;l
Diacritics W 8BC_News_Culture_Art_La_Peregrina_The_warlds_most_famous_pearldocx 2339 K8 202105.28, 10:26:24 20210528, 11:20:49 st e Show details
Filter ® Bect books inspired by Jane Austen,docx 1 M8 20210803, 15:5337 2021.06.03. 15:53:52
@ Forindexing ® Books inspired by Jane Austenaxisx 101 KB 2021.02.17. 12:37:54 2021.03.10. 11:5452 Size
Misg files ® Digital Analyticsdocx 1143KB 20210604 091034 2021.06.04, 08:10:37 289K
ShortcutDeletion ) Emma doci TMEKE 20210217, 123750 2020.1.30. 08:57:50 G
= Grest Bxpectations png 3335K8 20210525, 1611246 2021.05.25. 161342 202201.14.0031:36
n Jane Austen_bio.pdf 1218 2021.04.28 07:3332 2020.11.20. 0905119 Created by
® Lady Susan.docx 255K8 20210217, 12:37:53 2021.03.10. 11:3505 Job £336 (Tenant #11)
Modified
2020.12.23. 153240
Path
HADEMO tenant FSA\Testiolder'S stages of the home buying processdoc
o« Mark for delete
‘ s ke
»| Expiration date
2023.04.07. 02.00:00
L —

By default, the following columns are visible in Email Archive system:
v" From - enables sorting according to the sender;

Subject - enables sorting according to the subject;

Date - enables sorting according to the sent date;

To - enablessorting according to the addressee;
Size - enables sorting according to size.

AN N NN

Note: The Folders column is available from the Advanced search view only.

T contentACCESS Portal & Connect to ~ Jake Peralta -

# contentACCESS Portal / Email archive | joke peralta@tech-arrow.com Search (jake.peralta@tech-arrow.com) ~  EEEngishe [
1=/l fsd ] S temzi/6 Sear ] @ Share
From jake peraltaBtech-armow.com

Archive | From © Subject ©  Date c To ¢ size | Date 2021.06.07. 19:14:59
o To szilvia kelemen@tech-arrow.com

S Expiration date 2022.06.29.

sleted lizms =] jake peralta@tech-arrow.com Triple testing meeting 2021.05.06. 10:20:23 d h-arrow, hy h-arrow.com 16 KB Start date 2021.06.07. 19:20:00
Drafts =] Jake peraita@tech-arrow.com Double testing mesting 20210506, 101442 sandra.bullock@tech-amow.com 116 K8 :“(":;" 20210607, 12:3000
Keep

Inbox = jake peralta@tech-arrow.com 2021.0506.10:13:50  melissamccarthy@tech-arrow.com 108 KB

Junk Email = DEMC _Team@tech-arrow.com Testing 20210506, 10:1346  DEMO_Team @tech-arrow.comijake peralta@tech- 132K8

Sent liems =] sandrabullock@tech-amowcom  Demo test 20210115, 15:54:38 4 jake. 128

This amail is shared Show details

Microsoft Teams értekezlet

c 2 szamitogépén vagy a
Kattintson ide az ér valo

Tovébbi informAcié | Ertekezlet beallitasai

B
On the Ul settings page, the system administrator may choose which columns will be visible in the grid
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for the given model. It is also possible to rename the columns and set them to sortable/non-sortable in

case of need. For more information about these settings refer to chapter User interface settings of this

guide.

User profile page
The user profile page is directly accessible for end users from contentACCESS Portal.

Administrator ~

contentACCESS Central Administration

My profile

Settings

Change user

Logout

On the page it is possible to see the name, display name, tenant, user logins and login sessions of the
current user. There are options to change the display name and the password. The user can also log
out using the Logout button in the upper right corner. To return back to contentACCESS Portal, click

on the Go tocontentACCESS Portal under the list of login sessions.

¥ User profile Logout

@ Administrator

User details:

Display name:  Administrator change
E-mail address: change

Tenant: TECH-ARROW

password:  change

User logins:
Provider Username

+ Forms system

Login sessions:

Login type Login name Last access date Expiration 1P address Device
Forms system 6/28/2022 7:2532 AM 10.105.173 SmipServer
Forms system 6/20/2022 7:26:13 AM 192.168.183.102 Platform: Desktop, Browser Chrome (102.0.0.0), OS: Windows

Forms system 6/29/2022 T:00:04 AM 127001 SYSTEM

Farms system 6/29/2022 7:26:13 AM 10.105.1 Platform; Desktop, Browser, Chrome (102.0.0.0}, OS: Windows

GO 10 contentACCESS Portal

Changing the display name

» clickonthe change next to the Display name of the user
Display name: Administrator change

Tenant: System

Password: change

* typeinthedesired name and click on the Save button
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@ Administrator

Display name™: [TECH-ARROW X ‘

Save | Cancel
Changing the password

» click on the change next to the Password

Display name: Administrator change

Tenant: System
Password: change 4——

» typein the current password, the desired password and another time the desired password toconfirm it (the
new and confirm must match), then click on the Change button. The Password strength bar changes depend-

ing on the new password length, minimum character count is 8.

Change password

Current password™ |'Oi¢ltl-oo ‘
MNew password™: | . ‘
Password strength Too short

Confirm password™: | ‘

Change | Cancel

Change password

Current password™: "ﬂ'ltﬂ'c-no ‘
New password™: "Oltloc- ‘
Password strength Weak

Confirm password*: ‘ ‘

Change | | Cancel
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Change password I

Current password™ |-oc....... ‘

New paSSWDrdt: |........... ‘

Password strength Good

Confirm password*: | ‘

Change || Cancel

Change password

Current password™: "ﬂ'ltﬂ'c-no ‘ I
New password™ ‘.o.cooc.oe...ccoo.c.c ‘ :I
Password strength Strong ]

Confirm password*: ‘

]

Change | | Cancel

= if your password
changed, a green Change @ Cancel
pear

was successfully
notification bar will ap-

User interface settings
contentACCESS Portal’s user interface settings are available on the UI Settings page. The page can

be opened with clicking on the Settings menu item ...

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 22/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow

contentACCESS Central Administration

My profile

Settings o2
Change user

Logout

... and switching to Ul in the left pane of the settings page.

W contentACCESS Portal

Administrator -
# contentACCESS Portal /Ul Settings

™) Savesettings 3 Reset  &i3 English ~

GDPR Application GDPR File system Email Lifecycle Management archive OneDrive archive

SharePoint archive

SharePoint proxy Sharing

[ a g

Preview: Basic

& Commen settings

Default search mode: ® Fulitext () Classic

Default language: Browser language -

Active and inactive items:

Show active only -
Show item count: Show -
Load entities to Connect to menu: Load -

& GDPR search
Search for persanal data: Change template
Search for all sensitive data: Change template

able view columns  Q Quick search fields Q) Basic search fields O Advanced search fields

Common Email archive File system GDPR Application  GDPR Exchange  GDPR File system ;I"“" [fzts " OneDrive archive  SharePoint SharePoint St Teams archive Teams chat
settings (6/6) (6/9) archive (5/6) a2 (5/8) “/6) ; 67;‘;"""‘3“' archnve (rs) archive (4/6) proxy (1/1) aring (G archive (5/5)
o “ i oo : o o
® 5 “@ m m (O] 0]
File name 0 X Title ox File name 0 X Has attachment X Name  ©X
o% ox Has O X Name ©OX Title O X File name 0 X Author O X Author @ X
Itemlcon attachment £ £x attachment Folder  ©OX From ox Modified 0 %
Modified 0 % date Shared by 0 X Creation @ X Chat O X
Model ©X | From OX Folder 0% ddn Fom  ©X Creation O X Subject X gare o
) date Modified X Shared on @ X Date P %
Entity ©X  Subject ©X | Credtion £X ™ Subject O X L5l X Modificd O X by Has X
date Modified & X by Expiration @ X o4 Folder & X
Foldr #X | Date ©OX v Date  OX  date B ox Size ox date
Modified & X DataSource Sze  OX Tile  ox e O£X
Te OX  To  OX | date Fsoue T &% 3 Gt

Status O X
Date @ X Size O X

url x
Sx =
Referenced Folder 2@ %
Hidden (2) Hidden (2) odc
) Hidden (2)
Hidden (1)

S Download § %

The UI Settings page features the following configuration options:
Model settings

Display settings of the available models can be changed by clicking on the respective window.

PO
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= Model settings x

Email archive

lcon Preview

icon-envelop Basic v
Server side rendering Inactive items

Supported v Supported v
Versions

Not supported v

Common settings — in this section setting that are common for all entities can be set:
= Default search mode
The admin can specify what search mode will be used by default when a user searches in multiple mod-
els which support both full-text and legacy search. There are two options for this setting: Full- Text or
Classic.
= Default language
The admin can set the default contentACCESS Portal language for the users. If the Browser language is
selected and contentACCESS Portal supports that language (has a translation), it will use the users
browser language. If contentACCESS Portal doesn't support it, then English will be used as default.
= Active and inactive items
The admin can set which items should be visible by default for the users. There are three options:
- Show active only
- Show inactive only
=Show all
=  Show item count
The administrator can choose if the item count of folders will be displayed or not. If the adminis-

Screenshot: Email archive model settings

trator chooses not to display it, the system won't have to query the item count fromafolder.

Load entities to Connect to menu
If the administrator chooses not to load the entities, the user will be redirected directly to the
Browse menu after clicking on the Connect to menu.

GDPR search

Here it is possible to change the predefined patterns that are used by GDPR search.

Table view column configurations (1) - allows to set which columns will be displayed in the grid (in standard
view and advanced search view)

Quick search fields (2) - quick search criteria may be enabled/disabled here

Basic search fields (3) - basic search criteria may be enabled/disabled here

Advanced search fields (4) - advanced search criteria may be enabled/disabled here

The default UI Settings table may be reset easily via the Reset button located at the top of the page.

If some changes are made, they need to be saved using the Save settings button in the upper right corner. If
the user has made some changes without saving, he will be notified when leaving the page.

Quick, basic and advanced search field settings are described in more details in chapter Editing Quick, Basic
and Advanced search criteria of this guide. Now only the Table view column configurations will be described.
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Table view column configurations
Table view column configurations allow to set which columns will be displayed in the item’s grid.
» Hiding/Unhiding columns

Visible columns may be hidden for a model (e.g. Email archive model) by clicking on the crosst
mar ( () in the table of Visible columns. Clicking thextheck mark ( ) in the Hidden column
makes it work the opposite way. Columns that were set to Visible/Hidden are shifted to the ap-
propriate column in the grid.

» Column settings
Column settings can be edited with clicking on the cog mark located next to the given column name
(e.g. “From” as on the picture below).

Note: Only the visible column’s settings can be edited. |

Sharing (4/5) ‘Commen settings (6/6) Email archive (6/8) File system archive (5/6) SharePoint archive (4/6) Teams archive (6/7) Teams chat archive (4/4)
File Name Sx Item Icon ox Has Attachment @ X File Name ox Name Sx Author ox Author ox
Expiration date ox Model ox From —— size ox Modified Date ox Creation date ox Chat ox
Download limit Oox Entity Name Oox Subject E-33 Folder Oox Modified By 2 Folder oX Date Bx
Download count /limit 2 x Folder ox Date ox Creation Date ox Size 2 x Has attachment K3 Title Lx
Title ox To ox Modified Date ox Title ox

) Date Ox  Size ox ) url ox
Hidden (3) Hidden (2)
Hidden (1
Creation Date v Creation Date v
Hidden (3) Hidden (1)
url v

Modified By
Downlosd Limit v Modified By v

Folder v Channel v
Expiration Date v

Is Reply v

Unread v

By clicking on the cog mark, the settings dialog of the selected column opens.

E Column settings X

From
[String]
Field name: Title

From Sender
Format Sortable

YES v

Visibility | NO

Always v

Standard view only
Advanced search view only

It is possible to configure the following values in this dialog:
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1. Title — allows to change the title of the column in the grid (e.g. Sender as on the screenshots)

CREDE DO E temsi1/3 YActive only | Search in sel

before configuration Subject Date To Size

Administrator <Administrator@ta.internal > contentACCESS license error 12/5/2017 3:37 PM <dne@ta.internal> 45056
Administrator <Administrator@ta.internal > contentACCESS license warning 12/5/2017 3:37 PM <dne@ta.internal > 45056
= B [zl D D20 @ ltems:1/3 YActive only = Search in selected folder...
after configuration Subject Date To Size
Administrator <Administrator@ta.internal > contentACCESS license error 12/5/2017 3:37 PM <dne@ta.internal > 45056
Administrator <Administrator@ta.internal > contentACCESS license warning 12/5/2017 3:37 PM <dne@ta.internal > 45056
2. Visibility — allows to set in which views will be the given column available; in standard view, in
advanced search view or always
5 2 - ns:1/3 st N Activi / Search in selected folder...
CRRDED 8 E tms1/3 Giible Ealiiran \WActive only  Search in selectec r
From Subject To Size
Administrator <Administrator@ta.internal> contentACCESS license error 12/5/2017 3:37 PM <dne@ta.internal> 45056
Administrator <Administrator@ta.intemal > contentACCESS license warning 12/5/2017 3:37 PM <dne@ta.internal > 45056
= D . 2113 " " s : Y Activ / Search in selected folder
CRRDED O E temsi/3 Date" column is hidden Y Active only = Search in selected folder..
From Subject ( , To Size
~ S 1 items:1/3 . . i e Activ + | Searchin selected folder
< B BO 0 E temsiys sorting by this column is disabled Y Active only  Search in selected folder..
From Subject O Date To Size
Administrator <Administrator@ta.intemnal > contentACCESS license error 12/5/2017 3:37 PM <dne@ta.internal > 45056
N Administrator <Administrator@ta.internal > contentACCESS license warning 12/5/2017 3:37 PM <dne@ta.internal> 45056

search view only.

3. Sortable- allows to set if the items will be sortable based on this column

Search functions in contentACCESS Portal: “"Connect to search”, quick
search, advanced search, GDPR search

The following chapters will describe how to use the search functions that are available in contentACCESS
Portal.

Search query language

The search query language is used to specify conditions on documents which have to be returned asre-
sult when searching the archive.
All search conditions can be negated using the NOT keyword. The keyword is case sensitive, so
it must be always written in UPPERCASE. The exclamation mark ™" is a shorter version of
the NOT keyword and has the exact same function. The syntax may look like as follows:
For freetext search:

= NOT value

= lvalue
For property search:

= Subject:(NOT test)

= Subject:(!test)
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You can also combine the NOT operator with:
= phrase queries: NOT “this is a test”
= regex queries: filename:(NOT **[0-9]{3}.txt)
= wildcard queries: NOT test*
= range queries: Size:(NOT 1M,2M) OR Date:(NOT 2020-01-01,2020-12-31)

Samples for the most commonly used searches in the different models, tenants or search everywhere:

=  From: (jake.peralta@tech-arrow.com) AND HasAttachment: (YES) AND SentDate: (last month) -
the user can search for emails or messages which meet these criteria

= Attachment: (Computer.docx); Attachment: (pride*) - if the user uses the whole file name, the
search results list will contain the items with the same name and extension, and if the user search
for a phrase (pride*), then the search results list will show items where this word is part of the title
or those documents which contain this prhase

= Source:(teams) AND price - search everywhere: the search results list will contain items from the
Teams archive AND items with the phrase “price”

= Source:(sharepoint) AND price AND Size:(>1MB) - the search results will come from the Share-
Point AND only those items which contains the phrase “price” AND bigger than 1MB

The search query language used in any user interface of contentACCESS can be divided into follow-
ing categories:

Source specification

The searching user can specify where to search on different levels: tenant, model, entity
Source:(string) — select a model by keyword; search in models having the specified string as a key-
word (email, file, sharepoint). This is similar as the MTID mentioned, but accepts more free model spec-
ification. Possible values are:

= ForFileSystemArchive: archive, file, fs, filesystem

= ForEmailArchive: archive, email, mail, mailarchive, emailarchive

= For GDPR Application: application, db, database, gdpr

= For GDPR Exchange: exchange, gdpr, mail, email

= For GDPR FileSystem: file, fs, filesystem, gdpr

=  For OneDriveArchive: onedrive, onedrivearcive

= ForSharePointArchive: archive, sharepoint, sharepointarchive, sp
= For Sharing: sharing, share, sharedfiles

= For TeamsArchive: archive, teams, teamsarchive, tea
= For TeamsChatArchive: archive, teams, chat, teamschat, teamschatarchive, tca
Examples:
= source:file

= source:mail

Tenant:(string) - select a tenant by name; search in tenants having the specified string in name
MTID:(string) — select a model by type identifier (EmailArchive, FileSystemArchive, SharePointArchive,
TeamsArchive, TeamsChatArchive)

Entity:(string) - select one or more entities by name; search in entities having the specified string

in name. Entity name is mailbox address in Email archive and Root folder path in File system ar-
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chive.

Examples:
» entity:john.smith@tech-arrow.com - search in John Smith’s mailbox

= entity:c:\temp - search in c:\temp folder

It is also pobbible to exclude models from the search with the NOT or exclamation mark “!” key-
word. For example, you search in everywhere (the NOT search with the Source and Entity
makes sense only in Search everywhere) and don’t want to search in the Email archive => add
condition Source:(NOT email), and the Email archive will be excluded from the
search.Entity:(string) - select one or more entities by name; search in entities having the speci-
fied string in name. Entity name is mailbox address in Email archive and Root folder path in File
system archive.

Examples:

»  Source:(NOT email) - Email archive will be excluded from the search

»  Source:(!file) “pride and prejudice” - the search result list will contain only those items, which
meet the condition

»  Source:(NOT teams) source:(!sharing) - Teams, Teams chat archive and Sharing models are
excluded from the search

» Source:(!sharing) AND title:(“The Picture of Dorian Gray.docx”) - only items with the title
“The Picture of Dorian Gray.docx” will be displayed and the items from the Sharing model are
excluded

»  Source:(NOT sharing) Source:('teams) AND FileName:(!"titanic.pptx) - the selected models
and item will be excluded from the search

»  Source:(NOT chat) Source:(NOT file) Source:(NOT sharing) Source:(!sharepoint) - these mod-
els will be excluded from the search results

In addition, the users can exclude entities from the search by using the NOT keyword. In this case — for
example -, the user has access to multiple entities within the models (mailboxes or root folders), and
during searching everywhere, the user wants to exclude one or more of these entities. Example:
source:(email) AND entity:(NOT *@internal.com) => the user wants to search in the Email archive, but
not in the specified mailboxes.
Examples:

» source:(filesystem) entity:(NOT *foldersharing) - the search result list will contain only
the File system model and will exclude the root connection fitting the condition

= source:(email) AND entity:(!*internal.com) - the search will exclude the internal.com
mailboxes from the search

» source:(email) AND entity:('emily) - Emily’s mailbox will be excluded from the search in
the Email archive

= entity:(NOT Emily.bronte) - entities, which are displayed/used in this format will be ex-
cluded from the search (example: Sharing, Email archive)

»= Entity:(NOT Emily Bronte) - entities, which are displayed in this format will be excluded
from the search (example: Teams Chat archive, OneDrive archive)

Property value specification
The following properties can be used to specify conditions on documents to be returned as result when
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searching the archive:
Date
Applicable only for properties of “date” type. Exact date specification has to be in format YYYY-

MM- DD (no hours, minutes, seconds can be specified).
Example:
=  date:(2016-12-05) (year-month-day; searches for items only from that specified day, in
thiscase 5" of December 2016)

» date:(2016-12) (year-month; searches only for items from that specified month, in this
caseDecember2016)

» date:(2016)(year;searches foritems from whole year 2016)

Date intervals can be specified too, for example:
» date:(>2016-12) (searches for items younger than from December 2016)
= date:(<2019-11-10) (searches from items older than from 10th of November 2019)
= date:(2017-10, 2017-12) (searches for items created from October 2017 to December 2017)

Available placeholders: now — means this hour; today, yesterday, this week, last week, this
month, last month, this year, last year

Example:
= date:(now), date:(last week)

Number
Numbers are written as usually (1, 2, 3...). For the size conditions also units can be specified:
K | KB - size in kilobytes
M | MB -size in megabytes
G | GB -size in gigabytesT | TB — size in terabytes
Example:
»  size:(>1K) - files or emails (depending on the archive) larger than 1 KB

Range

Two types of ranges can be specified: numerical and date ranges. Ranges can be upper bound, lower
bound or an interval. A range can be specified as a value for all properties of type “date” and “number”.
Prop:(>value) - the value of property “Prop” is greater than “value”

Prop:(<value) - the value of property “Prop” is less than “value”

Prop:(valuel, value2) - the value of property “Prop” is greater than “value1l” and less than “value2”

Examples:
= size:(1K, 1M) — files/emails (depending on the archive) larger than 1KB and smaller than 1MB
= date:(2016-10, 2016-12) — files created/modified or emails sent (depending on the archive) in
the last quarter of 2016

Filename
Finds items by attachment name (Email archive) or file name (File archive). Wildcard characters

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 29/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow

can be used for filename pattern specification (* or ?). They have the same meaning as when
searching for files in Windows.

Filename:(*.txt) — this will find all attachments and files having the extension .txt
Filename:(file) — this will find attachments and files having the exact hame “file”
Filename:(file.*) - this will find attachments and files named “file” of any type (extension)

-FI’-;);()terties with text values can be searched for a single term and phrase or multiple terms

and phrases. Results of a single-term search will contain documents having the specified term

in the text value of the specified property. Results of a multi-term search will contain documents
having all of the specified terms in the text value of the specified property in any order.

Example:
= Subject:(lemon) — finds emails having the term "lemon" in their subject
» Subject:(lemon orange) — finds emails having the terms "lemon" and "orange" anywhere in their
subject

Phrases must be enclosed in double quotes. Results of a phrase search will contain items having

all of the specified terms in the text value of the specified property in the specified order.

Example:
» Subject:("John Smith") — finds emails having the name "John Smith" in their subject in thespec-
ified order

Character escaping
The following characters have special meaning in the query syntax:

= ()"
They cannot be used directly in search terms. They have to be escaped using a backslash '\',

otherwise the search query will be ambiguous and will produce unexpected results.

Example:
= Subject:(apple \(pear\)) — finds emails having the terms "apple" and "pear" in their subject
= 8\:00-finds documents containing the text 8:00

Boolean queries
Boolean query is a search type that allows you to combine desired keywords with operators like

AND and OR to get more specific results.

Operator AND
This operator will narrow your search down to items containing only the words separated by it.

Every blank space has the same meaning as the AND operator.

Example (both will do the same):
= content AND access AND email AND archive
= content access email archive

Operator OR
This operator, on the other hand, expands your search by connecting multiple phrases. The OR
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operator works like “at least one phrase from the entered must be present”. It means that the
search will return results containing one of the selected phrases, two, three...or even all.
Example:

»= content OR access —finds all item containing “content” or “access” or “content access”
Grouping
Multiple terms or clauses can be grouped together by using parentheses “( )” to form sub-
queries, for example:

= (email OR file) AND archive - the returned results must contain at least one of the following:
email archive, file archive

Regular expressions
Regular expression (regexp) is a sequence of characters defining a search pattern. This pattern is then

often use to “find” or to “find and replace” strings. Regular expressions can be specified in search query
by using double asterisk prefix:

**<regular-expression-pattern>

Regular expressions can be used for property queries, but also for free text queries.

Standard operators

Anchoring

It is possible to define the start and end on a string for your regexp pattern, but it needs to be anchored
specifically. The symbol ~ indicates the beginning, while the $ symbol indicates the end.

Patterns are always anchored by default. The provided pattern must match the entire string. For

example, for string "abcde":
» ab.* =match
» abcd = no match
Allowed characters
Any Unicode character may be used in the pattern, but there are some exceptions that are re-
served and must be escaped. The standard reserved characters are:

= 20"
If you enable optional features (described in this section), then the following characters may also be

reserved:
" H@&<> ~

Note: Any reserved character can be escaped using a backslash "\*", including a backslash character
itself: "\\".

Any character (except double quotes) is interpreted literally when bounded by double quotes:

* john"@smith.com"

Match any character
The period symbol "." can be used to represent any character. The string "abcde" can be found like this:
= ab... = match
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= a.c.e = match

Once or more
The plus symbol "+" can be used to repeat the preceding pattern once or multiple times. The string

"aaabbb" can be found like this:

= a+b+ = match
= aa+bb+ = match
* a+.+ = match
* aa+bbb+ = match

Zero or more times

The asterisk symbol "*" can be used to match the preceding pattern zero or more times. The

string "aaabbb" can be found like this:

=  a*b* = match

=  a*b*c* = match

= *bbb.* = match

= aaa*bbb* = match

Zero times or once
The question mark "?" makes the preceding pattern optional, so it can matches zero times or

once. The string "aaabbb" can be found like this:

aaa?bbb? = match
aaaa?bbbb? = match
?.? = match

aa?’bb? = no match

Minimum to maximum
Curly brackets "{}" can be used to specify a minimum and also maximum number of times the preced-

ing shortest pattern can be repeated. The allowed forms are:

= {5} — the pattern repeats exactly 5 times
{2,5} — the pattern repeats 2 to 5 times
= {2,} — the pattern repeats at least twice

For string "aaabbb", the following applies:
= a{3}b{3} = match
=  a{2,4}b{2,4} = match
= a{2,}b{2,} = match
= {3}.{3} = match
»  a{4}b{4} = no match
= a{4,6}b{4,6} = no match
» a{4,}b{4,} = no match

Grouping
By using parentheses "()", it is possible to form sub-patterns. The quantity operators listed

above operate on the shortest previous pattern, which can also be a group. For string "ababab",
the following applies:

= (ab)+ = match
*= ab(ab)+ = match

= (..)+ = match
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(...)+ = no match
(ab)* = match
abab(ab)? = match
ab(ab)? = no match
(ab){3} = match
(ab){1,2} = no match

Alternation
The pipe symbol "|" works the same as the OR operator mentioned above in this section. The

match will be successful if the pattern on either the left side OR the right side matches. Alterna-

tion applies to the longest pattern. For string "aabb", the following applies:

* aabb|bbaa = match

* aacc|bb = no match

»= aa(cc|bb) = match

* a+|b+ = no match

* a+b+|b+a+ = match

= a+(b|c)+ = match
Character classes

Ranges of characters may be specified as character classes, by being enclosed in square brack-
ets "[]". A leading ” symbol negates the character class. The following forms are allowed:

= J[abc] ="'a'or'b'or'c

= [a-c]='a'or'b'or'c

= [-abc]="'-'or'a or'b or'c

= J[abc\-]="-'or'a'or'b' or'c

= [~abc] = any character except 'a' or 'b' or 'c'

= [”~a-c] = any character except 'a' or 'b' or 'c'

» [~-abc] = any character except '-' or 'a' or 'b' or 'c'

= [~abc\-] = any character except '-' or 'a' or 'b' or 'c’

Note: The dash "-" indicates a range of characters, except when it is the first character or when it is

escaped with a backslash.

For string "abcd", the following applies:
* ab[cd]+ = match
= [a-d]+ = match
= [~a-d]+ = no match

Optional operators
Complement
Complement is probably the most used and helpful option. The shortest pattern that comes after

a tilde symbol "~" is negated. For example, " "ab~cd" means:

» Starts with a

= ais followed by b

= b is followed by a string of any length that is anything, except c
= Ends with d

For the string "abcdef", the following applies:
* ab~df = match
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» ab~cf = match

= ab~cdef = no match

= a~(cb)def = match

= a~(bc)def = no match

Interval
The interval option enables the use of numeric ranges. The ranges have to be always enclosed

by angle brackets "<>". For string "access90", the following applies:

= access<1-100> = match
= access<01-100> = match
= access<001-100> = no match

Intersection
The ampersand symbol "&" joins two patterns. They both of them have to match the string. For string

"aaabbb", the following applies:

* gaa.+&.+bbb = match
= aaa&bbb = no match

Any string

The at sign "@" matches any string in its entire length. This can be combined with intersection
and complement (mentioned above) in cases when you want to search for “everything except
something”. For example:

* @&~(content.+) finds everything, except strings beginning with "content"

Properties in different archives

When specifying a boolean value for a property in query, the following notations can be used:
= true | yes | y stand for True
= false | no | n stand for False

Property names and values are not case sensitive. Wildcard characters (* and ?) can be used every-

where.

The character *|” means an option or alternative (in cases if multiple property names and values can be
used).
If the value is specified in quotes (e.g. “value”), it is considered as a phrase. Example:

= “brown fox” will find all documents that contains the words “brown” followed by word “fox”

Email properties
The properties below are applicable when searching in Email archive
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HasAttachment: true|false if true, finds emails having one or more attachments; if

false, finds emails having no attachments

Importance: Low | Normal | High finds emails with the specified importance level

Sensitivity: Normal | Personal | finds emails with the specified sensitivity level

Private | Confidential

Flag: true|false find emails having a flag set (true) or not set (false)
AttachmentCount: |(humber) finds emails with the specified attachment count
Bcc: (string) condition on addresses in BCC tag of the email
Category: (string) condition on category

Cc: (string) condition on addresses in CC tag of the email

condition on folder path; possible to find emails only in

the specified folder (backslash is used as path separator,

Folder: (string)
e.g. Inbox\Important)

ReceivedDate: (date) condition on receiving date

RetentionTime: (number) condition on retention time (in months)

Sender | From: (string) condition on email sender

Date | SentDate: (date) condition on email’s sent date

Size: (number) condition on email’s size in bytes

Title | Subject: (string) condition on email subject

To: (string) condition on email’s recipient

Body: (string) search in the mail’s body text

Attachment: (string) search in mail’s attachment text
File properties

The properties below are applicable when searching in File archive

CreationDate: (date) condition on file’s creation date
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Title | Filename: (string) condition on file’s name
Folder: (string) condition on file's path (\ is the path separator as in Windows, e.g.
c:\documents\rfa)
Date | ModifiedDate:  |(date) condition on file’s creation date
Size: (number) |condition on file’s size in bytes

SharePoint document properties
The properties below are applicable when searching in SharePoint archive

CreatedBy: (string) condition on user who created the file
CreationDate: (date) condition on creation date

FileSize: (number) condition on file size

Date | ModificationDate: (date) condition on modification date

ModifiedBy: (string) condition on user who modified the document
Name: (string) condition on document name

Title: (string) condition on document title

VersionNum: (number) condition on document’s version number

Teams archive properties

The properties below are applicable when searching in Teams archive

Title: (string) message title
Date, CreationDate: |(date) message's sent date
Size: (number) message size, including attachments
Folder, Location, (string) specifies the channel name or attachment location (SharePoint
Path, Url: document URL)
FileName: (string) attachment name
Subject: (string) subject of the email message posted to a channel
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Author, Sender: (string) the user who sent the message
Channel, ChannelName: ((string) the Teams Channel the message was sent to
Mentioned: (string) name of the mentioned user
Reacted: (string) name of the user who sent a reaction
ReactedOn: (date) the date when a reaction was sent
Reaction: (string) type of the reaction; possible values are: Like, Angry, Sad,

Laugh, Heart, Surprised

Attachment: (string) attachment name and content

HasAttachment: (boolean) message has attachment or not

the type of the item, possible values are: Message (normal
Type: (string) chat message), Reply (reply on a message), File (attachment file
or file on Teams-related SharePoint sites)
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Teams chat archive properties
The properties below are applicable when searching in Teams chat archive

Title: (string) message title
Date, CreationDate: (date) message's sent date
Size: (number) message size, including attachments
Folder, Category: (string) specifies the message category, valid values: Chats, Group
chats orMeetings
FileName: (string) attachment name
Author, Sender: (string) the user who sent the message
Mentioned: (string) name of the mentioned user
Reacted: (string) name of the user who sent a reaction
ReactedOn: (date) the date when a reaction was sent
Reaction: (string) type of the reaction, possible values are: Like, Angry, Sad, Laugh,
Heart, Surprised
Attachment: (string) attachment name and content
HasAttachment: |(boolean) message has attachment or not
Member: (string) name of the user who is member of a chat
Topic: (string) topic of a meeting
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“Connect to” search
Click into the Connect to dropdown list and start to write the name of the entity that you would like

to connect to. This search function will automatically filter out the entities by the partial name entered

Y& contentACCESS Portal B Connect to ~

here.

= Browse
# contentACCESS Portal | File syste
Q ja ke h
-
I=|lll
_ EMAIL ARCHIVE
(&) Root
jake.peralta@tech-arrow.com
Diacritics
Filter o

(3) For indexing CORR ARELICATION
Msg files

ShortcutDeletion GDPR EXCHANGE

Quick search

Note: For more information about the search query language, please read this section.

The quick search function of contentACCESS Portal enables searching only in current folder (the folder
that is selected in the left navigation pane in the tree view) and its subfolders. Quick search supports
only text-based fields (e.g. Title, Subject). Connect to an archive (select one from the "Connect to"
menu) and navigate to the folder of your choice. Then type the searched phrase into the search box
located above the list view and by clicking on the icon next to the search box, choose if you want to
search in:

= Current folder
= Current folder and subfolders (recursively, including all subfolders)
= Subfolders only (recursively)

The behavior of the quick search criteria can be customized in the UI settings. The customization is

described in chapter Editing Quick, Basic and Advanced search criteria of this guide later on.
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% Connect to - Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com T Search (jake.peralta@tech-arrow.com) - EEEngish- ]
1] (s T tems1/23 & TEA send as ZIP from Properties RETEST (@ share
) Archive G S Subject & Date 2 To ¥ Current folder FD:‘-: Jzagzefgzrz[:??:;gmwmm
@ Calendar e I.(.urremfﬂldev and subfolders | To candrabullock@tech-arrow.com

Deleted rems = @  jskeperaita@tech-arrovi.com ODE - send as ZIP 20220203, 1401:08 candral [ Subfoidersonly Expiration date R

Deafts = €  jekeperiiaBtech-arowcom ODE - send as attachment 2022.0203, 135943 sandrabullock@tech-arrow.com M8 = Message

Inbox = €  jekeperha@tech-arowcom TEA send as zip - from properties 2002.02,03, 0807:32 sandra.bullock@tech-arrow.com 28M8

Junk Email =] (3 jake.peralta@tech-arro TEA send as attachment from properties. 2022.02.03. 08:02:17 sandrabullock@tech-arrow.com 76 KB
=] & jake.peralita@tech-arrow.com TEA send 25 ZIP - single item 2022.0203. 07:38:03 sandrabullock@tech-arrow.com 428 K8
=) @  iskeperalta@tech-arrow.com TEA send as attachment - single item 20220203, 07:37:47 sandrabullockBtech-arraw.com 376K8 This email is shared Show details
= @  jekeperhaBiech-aro TEA send as sttachment - multiple items 20220203, 07:3429 sandra.bullockBtech-arrow.com 508 K8
=] & jake.peralta@tech-arrow.com TEA send as attachment - multiple items 2022.02.03. 07:31:30 sandrabullock@tech-arrow.com 92 KB
[=] @ jake.peralta@tech-arrow. SPA send as ZIP - single item 2022.0202. 21:20:03 sandrabullock@tech-arrow.com 216 KB
= 6  jekeperha@tech-aro 5PA send as attachment - single item 2002.0202. 21:18:37 sandra.bullock@tech-arrow.com 140 K8
1= @ jake.peralta@tech-arrow.com SPA send as zip - multiple items 2022.0202. 21:13:52 sandrabullock@tech-arrow.com 37MB
=] & jake.peralta@tech-arrow. SPA send 2 attachment - multiple items 2022.0202. 21:12:05 sandrabullock@tech-arrow.com 39MB
= @  jckeperhaBtech-aro FsA copy + paste 20220202, 19:37:53 sandrabullock@tech-arrowcom ame

=) @  jekeperhia®tech-arowcom F5A send os zip - multiple items 20220202 19:25:25 sandra.bullockBtech-arrow.com 916K8 &
=] & jake.peralta@tech-arrow. FSA send as attachment - muitiple items 2022.02.02. 19:24:09 sandrabullock@tech-arrow.com 992 KB T
=] @  jakepersita@tech-arro FSA send 2 zip - single item 2022.0202. 19:22:18 sandrabullock@tech-arrow.com 536 KB
= €  jekeperha@tech-arowcom F5A send s attachment - single item 20020202, 19:21:14 sandra.bullock@tech-arrow.com 15M8
1= @ jake.peralta@tech-arrow.com EA send as zip - single item 2022.0202. 13:47:18 sandrabullock@tech-arrow.com 112K8
=] & jake.peralita@tech-arro EA send 25 zip - multiple items 2022.02.02. 12:47:05 sandrabullock@tech-arrow.com 122 MB
= @  jckeperiiaBtech-arowcom EA send as attachment - multiple items 2022.0202. 132049 sandrabullock@tech-arrowcom 14M8
= @ iskeperha@tech-arrowcom £A send as attachment - single item 2002.02.02. 13:16:26 sandra.bullock@tech-arrow.com %48 K8
[=] & jake.peralta@tech-arrow.com You're attachments. 2021.03.10. 16:07:11 szilvia.kelemen @tech-armow.com 18 ME
[

Searching for emails containing the word ‘send

Search criteria: Selected archive: jake.peralta@tech-arrow.com
Archive folder: Sent items
Search in: Current folder
Title: contains phrase “send”.
In this use case we will search for emails in folder Sent items on the jake.peralta@tech-arrow.com ar-

chive. We connect to the archive (jake.peralta@tech-arrow.com) in the Connect to list first.

Y& contentACCESS Portal ¥ Connect to ~

= Browse
# contentACCESS Portal Email arcl

EMAIL ARCHIVE

Archive

jake.peralta@tech-arrow.com

G Calendar Public folders

Deleted ltems FILE SYSTEM ARCHIVE ;
Drafts '

Inbox [TECHMEO015] C: :

Junk Email
‘\demo-fulltext\Share

HADEMO_tenant_FSA v
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Further we select the given folder (Sent items) in the navigation pane:

Now we type “send” into the quick search field and the entry (entries) will be automatically searched

for.

T contentACCESS Portal

¥ Connect to ~

Y& contentACCESS Portal

Connect to ~

# contentACCESS Portal

Archive

(3) Calendar

Deleted Items

Drafts

Inbox

Junk Email

Email archive

~u .
L

jake.peralta@

U0QOOO

@

BB B R B

&

ltems: 1 /23

your vision of technological evolution A

Jake Peralta ~

# contentACCESS Portal / Email archive

Archive

Calendar

Deleted Items
Drafts
Inbax

Junk Email

jake peralta@tech-at

O cOY B O OO O c OO N I c R c R I

Items: 1 /23

R DD HLLDREQRRRRRRRE R

From ¢

jakeperalta@tech-arravi.com
jake peraita@tech-arrow.com
jake peraita@tech-arrov.com
jake peralta@tech-arrov.com
jakeperalta@tech-arravi.com
jake peraita@tech-arrow.com
jake peraita@tech-arrov.com
jake peraita@tech-arrov.com
jakeperalta@tech-arrav.com
jakeperalta@tech-arravi.com
jake peralta@tech-arrow.com
jake peraita@tech-arrov.com
jakeperalta@tech-arrav.com
jakeperalta@tech-arravi.com
jake peraita@tech-arrow.com
jake peralta@tech-arrow.com
jake peralta@tech-arrov.com
jakeperalta@tech-arrav.com
jake peraita@tech-arrow.com
jake peralta@tech-arrow.com
jake peralta@tech-arrov.com

jokeperalta@tech-arrow.com

Subject
send

ODE - send as ZIP

ODE - send 3= attachment

TEA send s zip - from properties

TEA send as attachment from properties

TEA send as ZIP - single item

TEA send a5 attachment - single item

TEA send s attachment - multiple items

TEA send s attachment - multiple items

SPA send as ZIP - single item

SPA send as attachment - single item

SPA send s zip - multiple items

SPA send a5 attachment - multiple items

FSA copy + paste

F5A send as zip - multiple items

FSA send as attachmant - multiple items

FSA send as 2ip - single item

F5A send as attachment - single ftem

£A send as zip - single item

EA send as zip - multiple items

EA send as attachment - multiple items

£A send as attachment - single item

You're attachments

20220203, 14:01:08
20220203 12:50:43
20220203, 08:07:32
202202.03. 08:02:17
20220203, 07:38:03
202202.03. 07:

747
20220203, 07:34:29
202202.03. 07:31:30
202202.02 21:20:03
20220202, 21:18:37
20220202 21:13:52
20220202 21:1205
202202.02. 19:37:53
20220202, 19:25:25
202202.02. 19:24:09
20220202, 19:32:18
20220202, 19:21:14
202202.02 13:47:18
20220202 13:47:05
202202.02. 13:30:49
20220202, 13:16:26
20210510, 16:07:11

sena
1l & Current folder

{ B Current folder and subfolders
P subfolders only

sandrabullock@tech-arrow.com
sandra bullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandra bullock@tech-arrow.com
sandra bullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandra bullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com
sandrabullock@tech-arrow.com

stilvia kelemen@tech-arrow.com

1ME
28M8
76KE

4288
376 K8
608 kB
S2KB

2168
1408
37ME
39M8
31M8
916 k8
002 k8
536 k8
15M8
12k8
122M8
1.4 M8
248 k8
18 MB

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com

Search (jake.peratta@tech-arrow.com)

TEA send as ZIP from Properties RETEST
From

Date

To

Expiration date

This email is shared

jake peralia@iech-amowicom
2022.02.03. 16:54:40
sandra.bullock@tech-arrow.com
20230215,

41/129

S5 English - [J

(@ Share

Shaw details

) Online help


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. ;0L 50N Of technological evolution /A

% techarrow

Note: If Enable hit highlighting is turned on in Central administration, the located words will be

Note: For more information about the search query language, please read this section of the

documentation.

Subject

Build

[Build succeeded] officeGATE Dev - officeGATE:develop - contentd
[Build succeeded] contentACCESS - contentACCESS:develop - cont
[Build failed] contentACCESS - contentdCCESS:develop - contentf
[Build succeeded] contentACCESS - contentACCESS:develop - cont
[Build succeeded] contentACCESS - contentACCESS:develop - cont

[Build succeeded] contentACCESS - contentACCESS:develop - cont

From

noreply@tech-arrow.com
noreply@tech-arrow.com
noreply@tech-arrow.com
noreply@tech-arrow.com
noreply@tech-arrow.com

noreply@tech-arrow.com

Date

08/07/2020 14:18:19
08/07/2020 14:06:39
08/07/2020 3:38.49
07/07/2020 3:40:04
06/07/2020 14:41:31
06,/07/2020 3:40:03

Size To

196808

Fulltext search

The fulltext search allows the user to search in the entity, which he selected in the Connect to

dropdown list — archived mailbox, File archive root, SharePoint archive root site or archived Teams

and Teams chats.

If you move your cursor over the Type search text here... field, a pop-up with some search filtering

options and recent search will appear. If the Enable search suggestions option is turned on in System

settings, the system will suggest words to search for when the user starts typing.

P contentACCESS Portal #% Connect to -
# contentACCESS Portal / Email archive / jake peralta@tech-arrow.com I;en\
sent
(L] cm Z v temsii/66 Sent items
send
Archive From Subject Date
5 Calendar
Deleted ltems e Recent
= jake peralta SMTP Test mail 2
Drafts = SMTP Test Mas
Inbox = SMTP 3\ Fékusz Folder{"Microsoft Teams Chat Files") Entity:(
Junk Email = Testpptx' & Peralia)
= an vendégszerepelt a
= Attachment
= Joke Peralta <jakeperalia®rech-  SMTP / Beszélgetés 2 ko 022.05
]
(=] @  jskeperalita@tech-arrow.com TEA properties RETEST 022.02
]
(=] @  jskeperaltas ODE - send as attachment
=]
=
= @
= @
= @
=] @
= é s attachment - multiple items
=] @ s attachment - multiple items
= jake peralta
= & jakeperaita
= @ jakepersita
= @  jskeperalta
= @ s attachment - multiple items
= FSA sharing RFA
=] FSA sharing - multiple items.
= @
=] @
= e - multiple items
=] ] nent - multiple items
(=] 3 - single item

If the user has access to more than just one entity, he gets the option to Search everywhere — it

ke Peraits)

) Entitysllake Peralia)

ake Peralta)

s Presley jpeg") Entity{Jake Peralta)

For more ways to search, please read the help page.

EETY S

B B =] Jake Peralta -
Search (jake.peralta@tech-arrow.com) - % English + [u]
comman
[ Share

e me e ot st s

SharePoint archive

.com
m Modified Date | Modified By [CECUCICIE
File system archive
(reatmn Date

Sharing
;

OneDr chive
= e [ s

GDPRFi

Show details

1) Online help

will allow him to search in all the entities he has access to. If the user has access to only one entity,

Search everywhere is not enabled.
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Note: When searching in multiple archives, the sorting of results may be a bit “out of order”. The reasonis

that the search engine is not able to merge and sort data coming from multiple sources(archives) andsorts

results fromevery archive separately.

¥/ contentACCESS Portal

Search (jake.peralta@tech-arrow.com)™=9) - S English - []

# contentACCESS Portal / Email archive
Search i Current foldes [ Share

I/l cm  tems:1/65
: Subject Advanced search

Q

SMTP Test mail 2 ox
76 KB Bec

Deleted ltems

Drafts

Inbox
Junk Emait
276 K8

48 K -
ke This email is shared Show details

poo@oEa@

Test mail 2022.5.10

a

1MB
80 Ke
76 Ke

Q

(]

If the user does a search using Search everywhere and there are models which support Fulltext search

and also those which don't, a result mode selector will be visible. If the user selects Fulltext, it will search only
in models which support Fulltext search. If the user selects Classic, it will search in models which support
other types of search, except fulltext. For more information about this setting, read this section of the manu-

al.
Note: If Enable hit highlighting is turned on in Central administration, the located words will be highlighted

with a yellow color.

Advanced search
With the advanced search function, the user may search in one or multiple entities simultaneously ac-

cording to one or multiple search criteria. With advanced search it is not allowed to search in one

folder only. It crawls the whole folder structure of the selected entity/entities.

Note: When searching in multiple archives, the sorting of results may be a bit “out of order”. The reasonis

that the search engine is not able to merge and sort data coming from multiple sources(archives) andsorts

results from every archive separately.

To start Advanced search, connect to an entity in the Connect to list. Then choose Advanced

search option from the dropdown list on the right side of the user interface.
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P contentACCESS Portal

# contentACCESS Portal / Email archive | jake peralta@tech-arr

Is{lll <l T temsi1/66

Archive From Subject Date

Deleted ltems SMTP Test mail 2 2022.05.10.

SMTP Test Mai 2022.05.10.
SMTP 3\ Félk 3022.05.10.
SMTP 3\ 2022.05.10.
2022.05.10.
3022.05.10.
2022.05.10. San,

Drafts

Inbox

Junk Emai

c R < I

This email is shared Show details

2022.02.03. sandrs bullsck@tach-arrow.com T6KE

a
®

Test mail 2022.5.10

LI Y ®® D

R BB

B e c R N O c <N < < < O c A< c N c O < A <

@ Online help

If the user does a search using Advanced search and there are models which support Fulltext search and also
The Advanced search page will be loaded. Unroll the Search in dropdown list and select

the entities (mailboxes/root folders) to be crawled. Search in filter lists all available mail-

boxes/roots on which the logged on user has the necessary access permissions.

If the user does a search using Advanced search and there are models which support Fulltext search
those which don't, a search mode selector will be visible. If the user selects Fulltext, it will search only in mod-
els which support Fulltext search. If the user selects Classic, it will search in models which support other types
of search, except fulltext. For more information about this setting, read this section of the manual.

By using the advanced search criteria, the user may decide if documents with the identical name
will be searched for (use the “Equals” filter), or also documents with this partial name will be
searched for (use the “Contains” filter).

The range of parameters that can be set differs based on what kind of entity does the user

Connect to (File archive, Email archive, SharePoint archive, Teams archive, Teams chat
archive...). Here on the screenshot below the parameters common for all kind of entities

can be seen.
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T¢ contentACCESS Portal

# contentACCESS Portal / Advanced search SEEnglish + ]

Searchin Select Search for text Q

Email archive: joke peralta@tech-arrow.com

Email archive

Subject Contains - Q Folder Contains - Q
From Contains ~ Q To Contains + Q
ce Contains - Q Bec Contains - Q
Sent date After - = Received dats After + =
Has attachment No Filter + Size Smaller than ~ MB -
Attachment Contains ~ Q Body Contains ~ Q
Category Contains ~ Q Importance No Filter ~
Sensitivity No Filter ~
Is In-Place Archive NoFilter ~

To select the desired entity (or entities), click on the Select button (upper left part of the screenshot
above). Check the checkboxes of the entities you want to perform search in. If you check the Tenant
checkbox (first one, marked on screenshot), then all entities listed below will be selected. If you click

on the icon in the Model column (marked on screenshot), you will be able to filter entities by model
type.
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Search in
Enter text to search.
\ Tenant Model Entity
Microsoft File system archive
(Blanks)
Microsoft File system archive (Non blanks)
Tech-Arrow File system archive BackMailz plugin
Tech-Arrow File system archive Email archive
Tech-Arrow File system archive File system archive
Tech-Arrow SharePoint archive GDPR Application
GDPR Exchanae M
Tech-Arrow BackMailz plugin
Expo SharePoint archive
SP test tenant SharePoint archive Test doc lib
Cloud Expo SharePoint archive
Cloud Expo SharePoint archive
Microsoft Email archive
Tech-Arrow Email archive
Tech-Arrow Email archive
Tech-Arrow Email archive -

oK Cancel

contentACCESS Portal enables advanced searching based on criteria set in the Ul settings.

For more information refer to the Editing Quick, Basic and Advanced search criteria subchap-

ter of this guide.

Searching for an email message containing the phrase “test’
Search criteria: Mailbox: jake.peralta@tech-arrow.com
Daterange: 10.02.2022 - 30.03.2022

Subject: contains phrase “test”.

As we need to search for an item based on a non-textual value (date range), and we would like to
search for the item according to multiple search criteria (date range and subject), we need to use
the Advanced search of contentACCESS Portal.

To start advanced search, connect to the archive mailbox of jake.peralta@tech-arrow.com in the
Connect to list.
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Y& contentACCESS Portal B Connect to ~
= Browse .

# contentACCESS Portal Email arcl

EMAIL ARCHIVE

I=|lll
jake.peralta@tech-arrow.com
Archive
(3 Calendar Public folders

Deleted Items
Drafts
Inbox [TECHNEOO15] C:

FILE SYSTEM ARCHIVE

Junk Email
WWoemo-fulltext\Share
HADEMO_tenant_FSA i

Select Advanced search option from the dropdown menu in the right upper part of the user inter-
face.

Jake Peralta ~

Search (jake.peralta@tech-arrow.com) - g English - D

Search everywhers

m has [ Share
Advanced search
rech-arrow.com”
GDPR search rech-arrow.com>
270125

Specify the desired criteria:
1. From the Search in dropdown list the user may select multiple archive mailboxes
(root foldersin case of file archive), on which he has access permissions. Now we

are searching only in mailbox jake.peralta@tech-arrow.com that we have selected in

the Connect to list.

2. As we are searching for emails with subject containing “test”, we enter this phrase into the
Subject text box.

3. We are searching for emails in date range 10/02/2022 - 30/03/2022, so we select Be-
tween from the Receive Date dropdown list. Then we specify the desired date

range and click onSearch.
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I contentACCESS Portal

# contentACCESS Portal stngin- [

Searchin — Search for text

Email archive

Subject Contains + a test Folder
From Contains - a T Contains +
e Contains - Bee
Sent dute After - ] Recsived date Bet B &
Has sttachment NoFilter + Size Smaler than = [
Attachment Contains Body Cantains S
Category Contains. = a Importance No Fitter «
Sensitivity NoFitter ~
s In-Place Archive No filter =

The desired files have been found as displayed on the picture below:

3¢/ contentACCESS Portal

4 contentACCESS Portal | Sea Subject{test") Recei Search (jake.peralta® tech-arrow.com) - EEEngish- ]

Z v lems1/2 injake peralts@tech-arrow.com BCC test2

i % . From
From Subject Date To size Entity Date
test To
Expiration date
§ CAHml

a Sandra Bullock <sandrabullock@tech-amow.com> BCC test 20210329, 1221:31 Melissa McCarthy smelissa,mccarthy@tech-arrow.com> 252K8  jake.peralta@tech-arrow.com

This email is shared Show details

Midanyaghulladék
veszélyezteti a Fekete-
tenger élévilagat

| 2021 MARCIUS 29. - 11:35| TECH

A miany ét jelentette ély

hivtak fel a figyelmet orosz
kornyezetvéddk, miutan tébb szaz elhullott
madarat talaltak a Fekete-tenger keleti
partvidékén.

Note: In the search view the Folder column is automatically displayed as well. This feature simplifies the
identification of the file location in the folder structure. The administrator may configure, whichcol-
umns should be displayed in search view. This configuration is further described in chapter Table

view column configurations of this guide

Note: If Enable hit highlighting is turned on in Central administration, the located words will be
highlighted with a yellow color.

Periodical search

GDPR requires to detect any data leakage and as soon as possible. Thanks to this feature
the user won't have to manually search if someone worked with sensitive data, but can in-
stead create and configure a periodical search, which will perform all the necessary actions.

Periodical search is a search performed automatically by the Task runner with the recur-
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rence and other parameters configured by the user. The search is performed only on the
entities allowed by the user’s roles and permissions.

Permissions
There are 2 periodical search related permissions that can be assigned from Central Administration:

Role details

Role display name: Full_EAUser

Permissions

Manage legal hold cases: =) Mot allowed All allowed 4 -
View legal hold cases: =) Mot allowed All allowed ?
Create periodical searches: Not allowed =) All allowed ?
Manage other user's periodical searches: Not allowed =) All allowed ?
Use BackMailz Service: =) Not allowed All allowed Specific allowed ?
View mailboxes: ») Not allowed All allowed Specific allowed ?
View Datengut DDCs: *) Mot allowed All allowed ?

-
Select a tenant, where the role will be available
Tenant:

Save Cancel

1) Create periodical search - allows to define a periodical search and manage (view, delete)
ownperiodical searches
2) Manage other’s periodical searches - The Manage other’s periodical searches

permission allows to see other user’s periodical searches — on tenant or system
level — based on role assignment. With this permission, the user cannot create a
periodical search. He can only see, enable/disable and delete the periodical
searches on the tenant(s) where he has permissions. If the user had the Create
periodical search permission before, but the permission was removed, he will be

still able to see his own periodical searches.
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Using periodical search
First, the user must perform a search in contentACCESS Portal. The same parameters that

were entered here will be later used by the periodical search.

W contentACCESS Portal

# ContentACCESS Portal / Search Subjectitest”) ReceivedDate(2021-02-10, 2021-03-30) Search (jake.peralta@tech-arrow.com) - EEEngish- ]

BCC test2

e : P . . From
o Subject Date To ° size Entity S| | bate

test To

Expiration date

Jtech-arrow.com> BCC test 202103.29. 122131 Melissa McCarthy <melissa. mccarthy@tech-arrow.com> 3 CA_Hirl

Jak
202

= Message

This email is shared Show details

Mdanyaghulladék
veszélyezteti a Fekete-
tenger élGvilagat

é 2021 MARCIUS 29. - 11:35 | TECH

A mlanyagszemét jelentette veszélyre
hivtak fel a figyelmet orosz
kérnyezetvédék, miutan tobb szaz elhullott
madarat talaltak a Fekete-tenger keleti
partvidékén.

Click on the periodical search button. A pop-up window will open. Here you can set the following:

= Search name — name of the periodical search

* Notification recipients (split by ;") — email addresses of users that will receive the notifica-
tion email (this email will be sent by the notification job)

= Tenant — Tenant that the search will be performed on (only tenants available for the user
are listed in the dropdown list)

= Keep results — number of search results that will be stored in the database (explained be-
low)

= Recurrence (weekly on selected day(s) at selected time or monthly on selected day(s) at se-
lected time)

» Description — description of the periodical search

Create periodical search X
Search name: Test
Notification recipients: jake.peralta@tech-arrow.com
Keep results: 10 -
Recurrence: Weekly -
v| Sunday Monday Tuesday Wednesday
Thursday  |w| Friday Saturday
At 20:00 -
Description: Test pericdical search
oK Cance

The list of all available periodical searches can be viewed by clicking on the Periodical search
button in the upper right corner.

Administrator -
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The following actions are available:

T contentACCESS Portal

# contentACCESS Portal / Periodical sear SEEnglish - [J
1)

Enabled Action

@701

@700

®/01d

/01
2)3)4)5)

Name Last execution duration
PeriodicalSearch Test 47 seconds

Sharing Per
Sharing search 20220131 1 second
Test

1) Refresh —refreshes the list of periodical searches
2) View details — explained below
3) Edit—explained below
4) Enable/disable — with this button it is possible to enable or disable the selected periodi-
cal
search (when disabled, it won't perform any actions; disabled searches have grey back-
ground)
5) Delete — deletes the periodical search

View details

On this page it is possible to see the details about the selected periodical search. The Query displays
all searching parameters of the periodical search (the search this periodical search was created
from). By clicking on the link, the defined search will be performed again in a moment.

The previous search result summary is displayed in the grid below. We can see the start

date, end date, duration and total hit count. It is also possible to download the report file
from here by clicking on the button in the Actions column. The report file contains a de-
tailed summary with the list of emails, files and database records, where the results are

coming from.

T contentACCESS Portal

& contentACCESS Portal | Periadical search S Engish -

PeriodicalSearch Test

2804

2804

2815

200

21
8

[« = [+ [+ [+ [ [+ |+ [+ [+ [« [+ [+ [

Edit
Here it is possible to set/change the same parameters as after clicking on the Periodical

search button after performing a search.
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Edit periodical search X
Search name: PeriodicalSearch Test
Notification recipients: sandra bullock@tech-arrow.com
Keep results: 15 -
Recurrence: Weekly M

Sunday v| Monday Tuesday Wednesday
Thursday Friday Saturday

Ak

At 12:43

Description: Test

QK Cancel
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History management
Every periodical search has a defined “"Keep in history” property (same value as Keep

records when creating the periodical search) — this means that we store X previous search

results in the database and also in the corresponding report file on the resource storage.

Task runner processing
When a periodical search is found

= We check the IsActive status — if the search is not active, it means that it was marked as
deleted.

= Ifthe searchis marked as deleted, we will remove the corresponding history items, report files
and also the definition/configuration of the periodical search.

= If a periodical search is disabled, it will be skipped by the Task runner.

» Ifthesearch is active, its scheduled time is recalculated based on recurrence —the next job will
not process it. (It means that if it is scheduled to run at 10:00 on every Wednesday, it will be
processed at that time and set to run on the next Wednesday at 10:00, on the other days and
times the search can’t be found).

= Task runner job will create a report in the resource storage, a new record in the history table
and will add a reporting email into the notification job’s queue — history management is per-
formed during this processing.

» The report file is available only from contentACCESS Portal. The notification email contains a
link to theperiodical search detail page, which contains the stored history results — therefore it
is easy tocompare the results from there, and this way we can easily ensure that the re-
port is notavailable for a user without permissions.

= Ifthe user would like to share the report with another user, he needs to save the report file and
send it to the user. He can use our sharing app for this.

GDPR search
The general data protection regulation, or as most people know it GDPR, brought new rules

about data storage and regulation. Having a proper overview about all company and person-

al data — where it is stored, for how long, who is accessing it, may seem like a hard task

now. That's why we programmed our GDPR search, so it would be much easier and faster

for our customers to find all personal data they need. The predefined search patterns allow

the user to search for the most common, sought, requested and necessary data in a very
user-friendly way.

Does your customer want you to find and delete his personal data? Or you just want to check where
a credit card number was mentioned? No problem!

To get to the GDPR search page, click on the search type dropdown list and choose the GDPR
search.

Note: When searching in multiple archives, the sorting of results may be a bit “out of order”. The reasonis
that the search engine is not able to merge and sort data coming from multiple sources(archives) andsorts

results from every archive separately.
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T contentACCESS Portal

# contentACCESS Portal / Email archive / joke.peralta@tech-armow.com Search (jake.peralta@tech-arrowcom) « | E@Engish - []

- P ~ Search cverywhere
I5m T R R — S ——— m has @ share

Advan

h
From ¢ Subject s Date To eare

) Calendar P
Deleted ltems

X @tech-
Drsts To o lta@t

Inbox

Junk Emai

Sent liems

This email is shared Show details

On the GDPR search page, it is possible to choose between two tabs — Search for personal data
and Search for all sensitive data. The user can change the predefined search patterns by clicking
on the Change template button on both tabs, but we don’t recommend it. If the patterns were
changed, the user can also reset them back to the original state.

Note: To be able to change the patterns, the user must have the Customize GDPR search permissional-

lowed in his role, otherwise this option won’t even be visible.
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SEARCH FOR
PERSONAL DATA

Personal data means any information relating
to an identified or identifiable natural person.

Change template

Action

Current settings
<InnerList>
<PersonalField>

<SpanDistance >1</SpanDistance>
<SpanCategory>1</SpanCategory>

% techarrow

Search in

First name
Last name
ID card
Email
Phone
Country
Street

Zip code

Change template

Reset my settings

pdate my settings

<PersonalFieldCollection>

Search for personal data Search for all sensitive data

Search everywhere

<DisplayName>First name</DisplayName>
<|d>persFirstName</Id >
<IsSpan>True</IsSpan>

<|sldentifier>False</Isldentifier>
</PersonalField >

<PersonalField>

<SpanDistance > 1</SpanDistance>
<SpanCategory>1</SpanCategory>

<DisplayName>Last name</DisplayName>
<ld>persLastName</Id>
<lIsSpan>True</IsSpan>

<|sldentifier>False</Isldentifier>
</PersonalField >

<PersonalField>

<SpanDistance >0</SpanDistance>
<SpanCategory>0</SpanCategory>
<DisplayName>ID card</DisplayName>

<|d>persldCard </Id>
<IsSpan>False</IsSpan=>
<|sldentifier>True</Isldentifier>

oK Cancel
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Search for personal data
On this page, the user can search for any information related to an identified person.

¢ contentACCESS Portal

# contentACCESS Portal / GDPR search Sig English - [J

GDPR search

Search for personal data Search for all sensitive data

e

Search everywhere

First name

Last name

ID card

Search for personal data

£mail

Personal data means any information relating to an Phane number
identified or identifiable natural person.

Country

Street

Zip code

By clicking on the Select button, the entity selector popup window will open. Here the user may se-
lect entities he wants to search in. It is also possible to filter the entities by model type. Select the
desired entities and click on OK.

Note: The search can be performed only on the entities allowed by the user’s roles and permissions.

Search in X

Type search text here...

Tenant + | Model « ¥ | Entity -

Demo Email archive jake.peralta@tech-arrow.com -~

Demo Email archive Public folders

Cemo File system archive [TECHNBOO15) C:

Demo File system archive Ydemo-fulltext\Share

Demo File system archive HADEMO_tenant_FSA

Demo GDPR Applicaticn Demc_app

Demo GDPR Applicaticn DEMO_GDPRApplication

Demo GDPR Exchange jake.peralta@tech-arrow.com

Demo GDPR Exchange melissa.mccarthy@tech-arrow.com

Demo GDPR Exchange sandra.bullock@tech-arrow.com

Cemo GDPR File system hADEMO_tenant_GDPRFile

Demo CneDrive archive Jake Peralta

Demo SharePoint archive DEMO

Demo SharePoint archive Version testing

Demo Sharing jake.peralta@tech-arrow.com [Demo] v
K Cancel

The selected entities will be displayed under the Select button. Specify the information you want

tosearch for and click on the Search button.
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Jake Peralta

# contentACCESS Portal | GDPR search SEEnglish - [J

GDPR search

Search for personal data Search for all

Email archive: jake peralta @tech-arrow.com, Public folders
File system archive: HADEMO tenant FSA
GDPR Exchange: sandra bullock @tech-arrow.com
OneDrive archive: Jake Peralta

First name sandra

Last name

Search for personal data
1D card
Email

Personal data means any information relating to an

identified or identifiable natural person.
Phone number

Country Slovakia
Street.

Zip code

The search results will be displayed and you can perform all the actions as with results of
Quick search or Advanced search — export, create report, legal hold, mark for delete

and even create periodical search.

Jake Peralta

# contentACCESS Portal | Search dra) Slovakia AND Sandra Search in selected - sEengish - ]
& - ltems:1/18 inselected entities Meeting with Hitachi [ Share
Model < Entity < Folder S Title < Date € ::':‘ J;OEZZE; EZ';“ “ﬁff; relte@tech-arrowcom> -
—— To Melissa McCarthy <melissa mecarthy@tech-
arrow.com>;Sandra Bullock <sandrabullock@tech-
B GDPRExchange sandra bullock@tech-arrow.com Deleted ltams Meeting with Hitachi 20200929, 14:47:13 e —
= GDPRExchange sandra bullock@tech-arrow.com keepOriginal Meeting with Hitachi 20200929, 14:47:13 [=3 -
=] (GDPR Exchange sandra bullock@tech-arrow.com Inbox Test for flags and categories 2021.05.12. 09:28:58 Bec
2 Emailarchive jake peralta@tech-arrow.com Inbax FW: Gratt héségrakordok repkednek Amerikiban 20210629, 08:27:13 3 Message
= GDPRExchange sandra bullock@tech-arrow.com Inbox FW: Gralt héségrekordok repkednek Ameriksban 20210629, 08:27:13
B Emailachive jake peralta@tech-arrow.com Inbox FW: Test message 20210629, 02:27:40 Error: The portal seems to be incorrectly configured. Please contact your
=] GDPR Exchange sandra.bullock@tech-arrow.com Inbox FW: Test message 20210629, 08:27:40 dministator
1=} Email archive Jake peralta@tech-arrow.com Inbox Documents 2020.10.05. 13:22:15
=2 Emailarchive jake peralta@tech-arrow.com Inbax FWW: Fulop herceg életmuve elétt tisztelg kialltas nyllik a windsori kastélyban 20210629, 08:2722
B Emailarchive jake peralta@tech-arrow.com Inbox FW: Zivel spustosil deské obce na nepoznanie: Dérazné upozomenie pre vietkjch obyvatelov 202106.29. 08:2802
=] (GDPR Exchange sandra bullock@tech-arrow.com Inbox FW: Zivel spustotil ceské obce na nepoznanie: Dérazné upozomenie pre vietkjch obyvateloy 2021.06.29. 08:28:02
B GDPRExchange sandra bullock@tech-arrow.com Inbox FW: Filap herceg életmive elétt tisztelg kiallitas nyllik a windsori kastélyban 20210629, 08:2722
= Emalachive jake peralta@tech-arrow.com Sent liems Meeting with Hitachi 20200929, 14:47:13 |
2 (GDPR Exchange sandra bullock@tech-arrow.com Sent ltems pullec) 2022.02.01. 12:44:00
B Emailarchive jake peralta@tech-arrow.com Deleted ltems FW: SPA send as attachment - single item 2022.02.02. 21:5021 v
=] Email archive jake peratta@tech-arrow.com Inbox RE: Tech news 2021.05.11. 11:16:29
= GDPRExchange sandra bullock@tech-arrow.com Sent ltems MA Test2 20220204, 15:5039

Search for all sensitive data
On this page, the user can search for bank accounts, credit card numbers and phone numbers.
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T§/ contentACCESS Portal

GDPR search

# Connect to ~

Search for all sensitive data

Sensitive information is data that must be

protected from unauthorized access to
safeguard the privacy or security of an
individual or organization.

% techarrow

Search in

Known patterns

Custom pattern

Search for personal data

Search for all sensitive data

Email archive: jake.peralta@tech-arrow.com, Public folders

File system archive: H\DEMO_tenant_FSA

GDPR Exchange: sandra.bullock@tech-arrow.com

OneDrive archive: Jake Peralta

Bank account IBAN

Bank account BBAN

Credit card VISA
Credit card Mastercard

Credit card Amex

Phone number

B & ©

By clicking on the Select button, the entity selector popup window will open. Here the us-

er may select entities he wants to search in. It is also possible to filter the entities by model

type. Select the desired entities and click on OK.

Jake Peralta -

0 Online help

Note: The search can be performed only on the entities allowed by the user’s roles and permissions.

Search in

Type search text here...

M | Tenant
v | Demo
v | Demo
Demo
Demo
v | Demo
Demo
Demo
Demo
Demo
v | Demo
Demo
v | Demo
Demo
Demo

Nemn

Model

Email archive
Email archive

Filz system archive
File system archive
File system archive
GDPR Application
GDPR Application
GDPR Exchange
GDPR Exchange
GDPR Exchange
GDPR File system
OneDrive archive
SharePoint archive
SharePoint archive

Sharinn

- 7

(A1)
(Blanks)

Entity

Enter text to filter...

(Mon blanks)

Email archive

File system archive

GDPR Application

. Jakeperalta@tec h—arrow.com.
melissa.mccarthy@tech-arrow.com
sandra.bullock@tech-arrow.com
h\DEMO_tenant_GDPRFile
Jake Peralta
DEMO

Version testing

iake.neralta@tech-arrow.com [Memnol

oK

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com

Cancel

58/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow
The selected entities will be displayed under the Select button. Select the information you

want to search for, or define your own pattern and click on the Search button.

V¢ contentACCESS Portal

¥ Connectto - B B B Jake Peralta -
GDPR search

Search for personal data Search for all sensitive data

Searchin

Email archive: jake.peralta@tech-arrow.com, Public folders
File system archive: H:\DEMO_tenant_FSA

GDPR Exchange: sandra.bullock@tech-arrow.com
OneDrive archive: Jake Peralta

Known patterns | Bank account [BAN

Bank account BBAN

Search for all sensitive data

[V Credit card VISA

Credit card Mastercard
Sensitive information is data that must be

protected from unauthorized access to Credit card Amex
safeguard the privacy or security of an
individual or organization. | Phone number

Custom pattern

D Online help

The search results will be displayed and you can perform all the actions as with results of

Quick search or Advanced search — export, create report, legal hold, mark for delete and
even create periodical search.

T contentACCESS Portal B¢ Connect to -

Jake Peralta -
# contentACCESS Portal / Search *[a-2]{2)[0-91{2}**{0-91(4}**[0-31{41*[0-9}4) OR **4[0-G{15} OR **4[0-91(3}*(0-GNay" Search in selected - EEeEngish- (]
< - ltems:0 in selected entities

Model

Entity Folder Title Date

There are no items to show in this view

Note: If Enable hit highlighting is turned on in Central administration, the located words will
be highlighted with a yellow color.
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Editing Quick, Basic and Advanced search criteria
The search criteria that the contentACCESS Portal quick search and advance search use may be edited

by the system administrator. To edit these criteria, open the Administrator menu and click on Set-

S contentACCESS Portal A% Connect to -

Administrator -

# contentACCESS Portal | Teams chat archive | Jake Peralta contentACCESS Central Administration

Search (.
My profile 2
I=|lll <aa T ems:1/7 Search in selected folder..
| Settings |
Date Title Jake Peralta, Melissa McCarthy, contentACCESS Dev
Group chats Change user
Meetings W 07/04/2022 85035 £mo Rubik Logout

£ :39: 2
(] ??/04/%?? 8: ?Bj ?7 %andra Bullock, contentACCESS Dev, contentACCESS Melissa McCarthy 2022.04.07, 08:52:23

tings.

Switch to Ul settings with clicking on Ul in the left panel. Open the
» Quick search fields tab to edit the search fields that the quick search uses
= Basic search fields tab to edit the search fields that the basic search uses
= Advanced search fields tab to edit the search fields that the advanced search uses

W& contentACCESS Portal

Administrator ~

# contentACCESS Portal /Ul Settings [ save settings = Reset £i3 English ~

Email archive File system archive GDPR Application GDPR Exchange GDPR File system

& =) &

SharePoint proxy Sharing

[ =2

Preview: Basic

&2 Common settings

Default search mode: @) Fulltest () Classic

Default language Browser language -
Active and inactive items: Show active only -
Show item count: Show -
Load entities to Connect t menu Load -

& GDPR search

Search for personal data: Change template

Search for all sensitive data: | Change template

N NN

222 Table view columns Q Quick search fields ~ Q Basicsearchtields ~ Q Advanced search fields

Email Life 1e
Common Email archive File system GDPR Application ~ GDPR Exchange ~ GDPR File system M’“" " ’(y‘!e " OneDrive archive | SharePoint SharePoint e Teams archive Teams chat
settings (6/6) (6/9) archive (5/6) /2 (5/8) (4/6) p ﬁ;;‘;”'“'“ archive (4/6) archive (4/6) proxy (1/1) aring 6/ archive (5/5)
ible Visible (5) Visible (1) Visible Visible (4) Visible (6) Visible Visible (4) Visible Visible Visible Visible
) 6 “@ m m ©) )
filename P X | Title ox Filename X | Hasattachment X Name X
Has @ x His  ©% Name  ©X Tile ©X  Flename 8%  Author ©X  Author O X
Itemicon attachment Size Lx P Folder © % From Sx Modified & X
Modified @ X date Shared by @ X Creation @ X Chat @ %
Model ©X  Fom ©@X Folder 0 X Lidden from  ©X Crestion @ X Subject X | | e o
date Modified @ % Shared on @ % Date 0%
Entity ©X  Subject @  Credten £OX m Subject X (e X podified O X by Has  O%
date Modified & X by Expiration ® X -4 Folder © X
Folder ©X  Date OX v Date  OX  date e ikl Sz OX date
CEAE) o8 DataSource c ox S PX THe ox e £X
Tite  O% To £x date To o x = Status O X
ur ox
Date 2% Size o2x X
Referenced Folder 0%
Hidden ) Hidden (2) model
Hidden (2)
_ Hidden (1) Hidden (3) P Hecen . Dowrnlond & X ey
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New search fields may be enabled/disabled for the available models (Email Archive, File Ar-
chive etc.) by clicking on the

» check mark (+) - means enable
» cross mark(x) - means disable
next to the given model’s field.
The enabled search fields will be added to/ the disabled fields will be deleted from the Ad-

vanced search menu'’s search criteria.

T¢ contentACCESS Portal £ Connect o - B Jake Peralta -

# contentACCESS Portal /| Advanced search i3 English ~ D

Search in Select Search for text Q

Email arehive: jake peralta@tech-arrow.com, Public folders
File system archive: HA\DEMO_tenant_FSA

GDPR Exchange: sandra bullock@tech-arrow.com
OneDrive archive: Jzke Peralta

Common
Title Contains ~ Q Date After - i
Size Smaller than ~ MB ~
Folder Contains - Q File name Contains ~ Q

cer m

V¢ contentACCESS Portal

Tasks

# contentACCESS Portal

Ul Settings

Email archive File system archive GDPR Application GDPR Exchange GDPR File system OneDrive archive

B =) B

Preview: SharePoint

SharePoint archive SharePoint proxy Teams archive Teams chat archive

O = o

Preview: SharePoint Previcw: SharcPoint Preview: Teams
& Common settings

Default search mode: o) Fulltext Classic

Default language:
Active and inactive items:

Show item count:

eDiscovery process

Browser language
Show active only

Show

Electronic discovery, or eDiscovery, is the process of identifying, gathering and processing data stored
in electronic form in response to a request in legal proceedings such as litigation, law suit or govern-

ment investigations.

The first step is to search for the data you want to/need to find and process. This can be easily

done by using the search function in contentACCESS Portal and applying filters to narrow down the

search. For this task, we recommend one of the following options (or even combination of them, if
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necessary):

= Fulltext search - search in the entity selected in Connect to by multiple criteria
= Advanced search - search in multiple entities by multiple criteria
= GDPR search - if you need to search for sensitive data (items containing name, phone number,
address, card number, etc.)
After the search has been performed, it is possible to configure a Periodical search. Thanks to this

feature the user won’t have to manually search if someone worked with sensitive data, but can let the
system do the work instead. The system will be also sending notification emails with the results of the

periodical search to the specified recipients - this way any data leakage can be detected very soon.

Create periodical search

Search name: Microsoft license

Motification recipients: admin@ta.internal; dne@ta.internal

Tenant: TECH-ARROW hd

Keep results: 10 -

Recurrence: Weekly -
V| Sunday Monday Tuesday Wedneasday

Thursday Friday V| Saturday
At: 14:00 -
Description: Microsoft licence search results,

oK Cancel
The search results can be exported as PST (if the results are only from Email archive) or ZIP file. The
ZIP file will also contain Manifest file - an .xls file that contains summary about the exported items.

Export actions can be downloaded from Tasks list or Tasks page.
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Export to PST

MName *: Export Tue Jun 04 2019 Microsoft

Export: = All items from the search result

Selected item(s) (1)
Tenant *: TECH-ARROW M

Create Cancel

Screenshot: Exportingitemsas PST

Export to zip ‘

MName *: Export Tue Jun 04 2019 Microsoft

Export: = All items from the search result

Selected item(s) (1)
Tenant *; | TECH-ARROW -

Create Cancel

Screenshot: Exportingitems as ZIP

The legal hold feature allows to create a legal hold case, where the user can put documents (searchre-

sults) afterwards. Documents that are under a legal hold case can't be deleted from the system until the legal

hold case expires. Manage legal hold case
Create new legal hold case Update existing legal hold case
Name:™ Microsoft license
Description: Items related to Microsoft licenses

Never expires
Expiration date: 6,/30/2020 -

Tenant:* TECH-ARROW -

Only documents belonging o selected tenant going to be processed

= Allitems (42 items)
Selected item(s) (1 items)

Save Cancel
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If you don't want to export search results as ZIP, but want to have an .xls document with summary about
them (similar to the manifest file), it is possible to create one by using the Create report function.The report can be

then downloaded from Tasks list or Tasks page.

Report
Name *: Report Tue Jun 04 2019 - Microsoft license
Export: = All items from the search result

Selected item(s) (1)

Tenant *: | TECH-ARROW v

Create Cancel

Folder selection methods

In the following subchapters we will describe how multiple folders/items may be selected in the contentAC-
CESS Portal pane/in the items grid. Any operations may be started on multiple items/folders that areselected.
These operations are described in more details in section Tasks supported by different entities.

Important: To select a folder, first click the button Enable folder selection.

Y& contentACCESS Portal 2 Connect to -

#A contentACCESS Portal Email archive / jake peralta@tech-arrow.com
I= |" - ltems: 1 /1
From
=) Calendar

Deleted ltems
Drafts

Inbox

Junk Email

Sent ltems

Multi-selection
Multiple item selection:
If the user would like to perform any operations on the contentACCESS Portal items from the grid

(item list), he can select multiple items for processing.

The user may select multiple items in the item’s grid with
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= holding down the CTRL/SHIFT keys and selecting multiple items to process (like on the picture below);

F¢/ contentACCESS Portal #% Connect to -

# ContentACCESS Portal |/ File system archive / HADEMO._tenant FSA Type search text here Search (HADEMO_tenant FSA) - | E@Engish- ]
- P ~
o 3 Search in: Current folder .
Iajll cm < ftems:4/9 2reh i Current felde B Jane Austen_bio.pdf [ Share
%) Root Title Size Created Modified Versions
facriti This item is shared Show detail
Diaerities W BBC_News_Culture_Art_La Peregrina_The_worlds_most_famous_pearl.docx 2239K8 2021.05.28. 10:26:24 2021.05.28. 11:2049 15 IS 5 Shar ow cetalis
Filter ) Best books inspired by Jane Austendocx 1MB 2021.06.03. 15:53:37 20210603 15:53:52
5 For indexing .
Msg files 12 MB
ShortcutDeletion W Emma.doc 1118 KB 2021.02.17. 1237:50 2020.11.30. 08:57:50 e
5 = Great Expectations.png 3335K8 2021.05.25. 16:12:46 20210525, 16:13:42 2021.04.28.
07:33:32
3) Wikipedia
w Lady Susandocx 255K8 202102.17.12:37:53 20210310, 11:35:05 Created by

Job #120 (Tenant #11)

Modified
q 2020.11.30. 09:05:19

= CTRL + A - with this function the user may select the first 200 items from the grid.

Muiltiple folder selection:
An action can be run in parallel either on one or on multiple folders. First, you need to Enable folder selec-
tion.

I=|lll ?P CRARRED R
- |E

nable folder selection ||:n:,.-.-I

3 Deleted ltems

# Inbox

To select one or multiple folders for processing, check the checkbox(es) next to the desired folder(s) in the
navigation pane. The selected folders’ paths will be displayed in the grid. Now you can run the desired action
on the selected folders at one go.

F¢/ contentACCESS Portal 2% Connect to - B Jake Peralta -

# contentACCESS Portal | File system archive | H:\DEMO _tenant FSA Type search text here. Search (H:\DEMO_tenant_FSA) - EI3 English ~ D

[HIL chzm BE®P®DE Foldess

Root Folder name/path

. Root/Diacritics
v
Eilter Root/For indexing (including all subfolders)
3 |vl Forindexing Root/Wikipedia (including all subfolders)
Msg files
ShortcutDeletion
5 [] Testfolder

5 I Wikipedia

Recursive folder selection

First, folder selection must be enabled.

I=|lll ch CBRB9

5 /| Enable folder selection ‘

Then the user may select the
= Entire folder structure - by a) a single click into the checkbox of the main parent folder or b) using the
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Select all folders button
= Recursive folder structure starting from a parent folder — by a single click on the parent sub-
folder in the contentACCESS Portal’s navigation pane.
By double clicking the parent folder’s checkbox, only the parent will be selected, on third click the
already selected folder will be deselected.

Selecting the entire folder structure:
The user may select the whole recursive folder structure by
»= asingle click into the checkbox of the main parent folder. The information that the subfolders have
been also selected is involved in the grid, and the path is marked with a black color.

Y§/ contentACCESS Portal £ Connect to - Jake Peralta ~
# contentACCESS Portal / File system archive / H:\DEMO_tenant FSA Type search text here Search (HADEMO tenant FSA) - EEEngish- ]
Iajlll ozl REE DR roidm:

Root Folder name/path
Root/Diacritics

/ e Root/For indexing (including all subfolders)
) W Forindexing Root/Wikipedia (including all subfolders)
Llick [ pegfies
ShortcutDeletion
3 [ Testfolder
3 Wl Wikipedia

Screenshot: Selecting the whole recursive folder structure using the single click option

= (Clicking on the Select all folders icon above the contentACCESS Portal pane:

Y¢/ contentACCESS Portal £ connect to - Jake Peralta ~
# contentACCESS Portal | File system archive / HA\DEMO.tenant FSA Type search text here. Search (H\DEMO_tenant_FSA) - EEengish- [
(HIT cofde REE DB s
Reot Folder name/path

. Root/Diacritics
i
)
Filter Root/For indexing (including all subfolders)

3 [ Forindexing Root/Wikipedia (including all subfolders)
Msg files
ShortcutDeletion

3 Testfolder

5 ¥ Wikipedia

Screenshot: Selecting the whole recursive folder structure using the Select all folders icon

Selecting a recursive folder structure starting from a parent folder:
The user may select a folder structure starting from a parent folder
= by clicking 1x into the checkbox of the given parent folder:

¢ contentACCESS Portal & Connect o ~ .
# contentACCESS Portal / File system archive | H:\DEMO tenant FSA Type search text here Search (H:\DEMO_tenant_FSA) - i3 English - 0]
Ia /il chol RBEHEPDE i

oot Folder name/path

Root/For indexing (including all subfolders)

Filter

e

5) [ For indexing
| Sub_01
ﬂ | 5ub_02
click 1x [/ sup03
Msg files
ShortcutDeletion
5 [] Testfolder
5 [ Wikipedia

= use the Deselect all folders icon above the contentACCESS Portal pane to deselect all already se-
lected folders:
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Y& contentACCESS Portal

# contentACCESS Portal

File system archive

# Connect to -

H:ADEMO _tenant_FSA

% techarrow

Search (H:\DEMO_tenant_FSA) h

=] Jake Peralta -

i3 English - [n]

- ~
. Search in: Current folder . . . £
Ia|lll @h ~ ftems: 19 R 24 kitlintetést osztott ki Caputové, [ Share
9 L Roat Title Size Created Modified a dijazottak kézttvana
csilizradvanyi Beke Sandor is.docx
W Cemak asistoval pri vinre, Tampa e blizie k findle.doc 132K8 20210629, 0333:24 2021.06.29, 07:52:04
Filter Forni o o S : )
® Cernskov prvy gel v play off Uvodny duel finsle patrl Tampe.docx 15k8 20210629, 083327 2021.06.28, 07:34:30 e o e e o et
For indexing B EURD-2020 Svéjc buntetskkel bicstiztatta a vildgbajnok franciskat pdf 1209KB  20210629.083325 2021.06.23, 08:08:31
Sub_01 ® Hoség- és zivatarveszély miatt riasztés és vorss figyelmeztetés éldocx 688 KB 20210629, 0833:25 2021.06.29, 08:22:04
Sub_02 W Oriitt héségrekordok repkednek Ameriksban docx 128K8 20210629, 0833:24 2021.06.29 08:20:15 Size
Sub_03 ) Orult héségrekordok repkednek Amenkaban,pdf 74.2 KB 2021.06.29. 08:33:25 2021.06.29, 08:20:28 146K
Mg files B Ru3N3 noc Erika Cermaka Asistoval, dal si nestastny a6l a zapas nedohral.pdf 1096KB 20210629, 083326 2021.06.29, 08:00:19 Created
ShorteutDeletion W Tatar opat nehral a sledoval semifinle z tribuny Uspesny vtup Vegas proti 135KB 2021.06.29. 08:33:26 2021.06.29, 08:02:22 3223‘3-025629-
5) [ Testfolder
Created by

3 Wikipedia Job #120 (Tenant #11)

Screenshot: Deselecting the whole recursive folder structure using the Select none icon

Selecting the parent folder without its subfolders:
If the user wants to exclude the child folders from processing and would like to process the selected

parent folder only, he has to click the parent folder twice as illustrated on the below displayed

screenshot. In this case, the folder path will be marked with a grey color in the grid.

¢ contentACCESS Portal

£ Connect to - Jake Peralta ~

# contentACCESS Portal | File system archive / H:\DEMO_tenant_FSA Search (H:\DEMO_tenant_FSA) - El3 English ~ D

Is/ill chml REEDE s
9 LI Root Folder name/path

Root/For indexing

Filter

5) {Mif For indexing
} Sub_01
Sub_02
click 2x Sub_03
Msg files
ShortcutDeletion

3 [ Testfolder
3 [ Wikipedia

Screenshot: Selecting the parent folder by double-clicking the check box

On third click the parent folder will be automatically deselected. The same can be achieved by clicking the
Deselect all folders icon above the pane.

¢ contentACCESS Portal

2 Connect to - Jake Peralta -

# contentACCESS Portal | File system archive / HADEMO tenant FSA Type s Search (H:A\DEMO_tenant_FSA) - EI3 English - [u]
H ’-D v fs 3 Search in: Current folder . &
Il chme ~ ftems: 1/9 ereh i Curent folde B | akitiintetést osztott ki Caputovd, [ Share
% [ Root Title Size Created Modified Versions adijazottak kizbtevana
csilizradvanyi Beke Sandor is.doex
T} Cernak asistoval pri wyhre, Tampa je bliZgie k findle.doox 13.2KB 2021.06.29. 08:33:24. 2021.06.29. 07:59:04
L Fiter ) Cemnikov prvy gél v play off Uvodn§ duel finsle patril Tampe.docx 15 KB 2021.06.29. 08:33:27 2021.06.29. Thie o e chre o detole
%) 1] Forindexing B EURD-2020 Svjc buntet6kkel bicsiztatta a vi franciakat.pdf 120.9KB 2021.06.29. 08:33:25 2021.06.29.
Sub_01 ) Haség- és zivatarveszély miatt riasztds és voros figyelmeztetés él.docx 688 KB 2021.06.29. 08:33:26 2021.06.29. 08:
Sub_02 ) Gralt hségrekordok repkednek Ameriksban.doox 128 KB 2021.06.29. 08:33:24 2021.06.29. Size
3rd click [] Sub 03 ) Oriilt héségrekordok repkednek Amerikaban.pdf 742 KB 2021.06.29. 08:33:25 2021.06.29. ICKE
Msg files ] Rusna noc Erika Cernéka Asistoval, dal si nestastny g6l a zapas nedohralpdf 1096 KB 2021.06.29. 08:33:26 2021.06.29. 081 Created
ShorteutDeletion W Tatar opat nehral a sledoval semifinle z tribiiny Uspetnj vstup Vegas proti 1358 2021.06.29. 08:33:26 20210629, 08:02:22 EEHD,
08:33:26
3 [] Testfolder
Created by
3 [ Wikipedia Job #120 (Tenant #11)

Screenshot: Deselecting the parent folder on third click

It is also possible to select the parent folder and only some of its child folders. To achieve this, double

click the checkbox of the parent folder and check the checkboxes of those child folders that you would

like to select.
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¥¢ contentACCESS Portal # Connectto - B B =] Jake Peraita -

# contentACCESS Portal / File system archive Search (H:\DEMO_tenant FSA) - EI3 English ~ D

Il chml BDEE IR Fidss
Roet Folder name/path
Root/For indexing

- Root/For indexing/Sub_03
Filter

W For indexing Root/Testfolder (including all subfolders)

Sub_01
Sub_02
¥ Sub_03
Msg files
ShortcutDeletion
il Testfolder

Wikipedia

Screenshot: Selecting the parent folder and some of the child folders

Tasks supported by entities (models)
The tasks that are supported in contentACCESS Portal are entity-specific. The available tasks can be

triggered using the appropriate toolbar buttons located above the items grid. There are 7 different
tasks that can be run using these buttons, namely:

1. Refresh — the button is used to manually update the item list;
2. Export to PST — exports selected mailbox items/folders or all items of the selected folder into Out-
look PST format;
3. Export to ZIP - exports selected items/folders or all items of the selected folder into a compressed
ZIP format; emails are saved as MSG files and are compressed to ZIP format
Create report — creates a XLS file containing a list of the selected files and their details
Share item(s) — share items with selected users or your whole organization directly from contentAC-
CESS Portal, without the need to use any other applications nor send large attachments; single items
can be shared by using the Share button in the upper right corner too
6. Recovery - recovers selected items, folders or the whole folder structure, if they were deleted from
the original location (either from the mailbox or from the file system)
7. Delete — allows to mark/unmark documents for/from delete
8. Legal hold - allows to create a legal hold case, where the user can put documents afterwards. Doc-
uments which are under a legal hold case can’t be deleted from the system until the legal hold case
expires.
Important: Cross tenant sharing is NOT allowed. If the user you are logged in with is assigned to Tenant1,

vk

then you cannot share data from Tenant 2, even if you have access to that data. You can view theshar-

ing details but cannot share theitems.

Important: When the user selects items to mark/unmark documents for/from delete from the search results list,
and the task is done on the Task list, the index job has to run. Otherwise, the bin icon won't appear/disappear next to
the selected items.

T contentACCESS Portal £ Connect to -
# contentACCESS Portal / Email archive Search (jake peralta@tech-arrow.com) -~ EdEngish- ]
1)
HIl] cha < ltems: 1/6 Search in: Current folder = [ Share
srehiv [ Export selected message(s) as a PST file. 2) From -
Archive Subject Date To Size Date
B Export selected item(s) as a ZIP file. 3) To
Deleted Items Creste report 4) . . . -
= |, Triple testing meeting 2021.0506.10:20:23  sandra.bullock@tech-arrow.com:melissamccarthy@tech-arrow.com 116 KB Expiration date
. Share
Drafts = 5) Double testing meeting sandrabullock@tech-arrow.com 116 k8 :“;‘d"f‘e
Recover calectad itam(e) nd date
Inbox g | Recoverselecieditem(s). 6) 2021.05.06.10:13:50  melissa.mccarth arrow.com 108 KB 1 CA Keep
Junk Email = |0 Markdocument(s) for delete 7) Testing 2021.0506. 10:1346  DEMO_Team@tech-arrow.com;jake.peralta@tech- 132K8
Sent ltems = | Legalhold 8) Demo test 2021.01.15.15:5438  sandra.bullock@tech-arrow.comjake.peralta@tech- 1128

Screenshot: Toolbar buttons used to trigger Email archive tasks

Toolbar buttons are available from the search page, too.
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Note: For more information regarding these functionalities in File System Archive and Email Archive

read sections File Archive tasks and Email Archive tasks of this guide.

Enabling/disabling tasks
By default, all tasks available for an entity are enabled. However, the system administrator may con-

figure if some tasks should be disabled/enabled for a given entity. This can be done from the adminis-
trators’ settings page.
To open the page, navigate to the logged on user in the right upper part of the header bar, open the

dropdown menu and click on Settings:

Administrator ~

contentACCESS Central Administration

My profile

Change user

Logout

On the Task types tab the tasks enabled/disabled by an entity (model) can be seen. With clicking on

the cross mark () ’gpe administrator may enable a particular task; with clicking on the check mérk (

he may disable the task again.

W contentACCESS Portal

[ Tasktypes Iy Manifest

[¥] Task types supported by a model

Export to PST Export to zip Recovery Mark for delete Legal hold Report
Advanced Sharing v v
Email Archive J v v v v v
File System Archive v v v v v
GDPR Application v v
GDPR Exchange < v v
‘GDPR File System v v
Legacy Email Archive v v v
One Drive Archive v v v v v
Share Point Archive v v v v v
Share Point Proxy X b4
Sharing Model v v
Teams Archive v v
Teams Chat Archive v v

If some changes are made, they need to be saved using the Save settings button. If the user has
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made some changes without saving, he will be notified when leaving the page.
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Y contentACCESS Portal Leave site? Administrator ~

Changes you made may not be saved.

# contentACCESS Portal / Tasks Settings [©] Savesettings g Reset & English -

O Common settings

Remove task after download

[¥] Task types Y Manifest

[¥] Task types supported by a model

Export to PST Export to zip Recovery Mark for delete Legal hold Report Share

Advanced Sharing xX v
Email Archive v v v v v v v
File System Archive v v v v v v
GDPR Application v v v
GDPR Exchange v v v v
GDPR File System v v v
Legacy Email Archive v v v X
One Drive Archive v v v v v v
Share Point Archive v v v v v v
Share Point Proxy x X X

Create report
The Create report task creates a XLS file, which can be later downloaded from the Tasks list or

Tasks page. The downloaded file is saved on the resource storage. It contains a summary about the
selected items.

To create a report file, select some items and click on the Create report button.

¢ contentACCESS Portal ¥ Connect to Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com T Search (jake peralta@tech-arrow.com) -~ EEEngish- (]
I/l (s1 -] < ltems: 1/6 Search i Current folder -] @ Share
e [ Export selected message(s) as a ST file. From jake.peralta@tech-arrow.com
renve B Subject Date To Size Date 2021.06.07. 19:14:59
- Export selected item(s) as a ZIP file. T Silviakelemen@tech-
Deleted Items E]_Create report aromeen
= = Triple testing meeting 202105.06.1020:23  sandrabullock@tech-arrow.com;melissamecarthy@tech-arrow.com 116 K8 Expiration date 2022.06.29.
Sh .
Drafts are Double testing meeting ~ 2021.05.06. 10:14:42  sandra.bullock@tech-arrow.com 116 k8B z'z"d‘::" ig;‘ Bg'g; gég-gg
nd cate .07. 19:50:
Inbox @ D Recoverselected item(s) 2021.05.06. 10:1350  melissamccarthy@tech-arrow.com 108 k8 1 CA Keep
Junk Email = | I Mark document(s) for delete Testing 2021.05.06. 10:13:46  DEMO_Team@tech-arrow.com;jake peralta@tech- 132 KB
Sent ltems = [8) Llegslhoid Demo test 2021.01.15. 15:54:38 sandra.bullock@tech-arrow.com;jake peralta@tech- 112 K8
This email is shared Show details

A pop-up window opens. Name your report and choose if you want to get summary of all items (all

items in the selected folder) or only of the selected items. Click Create.

Report

Mame *: Report Wed May 30 2018

Export: All items

=) Selected item(s)

Create Cancel

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 71/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow

Download the file from the Tasks list or the Tasks page.

Administrator -

Description Status Progress (ﬁ] s

Report Wed May 30 2018 Done m _“g Iministrative Group
'cn=17dc787139f54f9"

tc:Sr;:entWEB Export 5/30/2018 m %

tc‘jsr;tBentWEB Export 5/30/2018 B %

::s:tzemww HPCrRUZTE pone % 0-3123:59:59

tc;);(tfntWEB Export 5/30/2018 Done ;;n;

+ 106 other tasks

On the Summary tab the user may view the task summary information, the creation date and who

created the report action and the total number of the items.

Report Wed May 30 2018 |

Tenant: Tech-Arrow
Created on:  5/30/2018 2:27:03 PM
Created by:  Administrator

Email archive

Number of items 4

Summary | Email archive @ P[4 »

On the Entity tab (the tab is named based on the entity of the items) the user may find the title of

the items, their type, size and path of each item.
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Emailarchive |

< Back to Summary

Title Type Size Path Date Subject From To Message ¢ Has attack Importanc Mailbox

Test shared file msg 18 KB Inbox 2017-10-2 Test share /o=Exchan IPM.Note False 1 @tech-arrow.com

New 6.6.45 setup(s| msg 76 KB Inbox 2016-11-3 New 6.6.4 elmbuild0Z IPM.Note False 1 @tech-arrow.com

New contentACCESS setup 3.1.35.0is ready msg 56 KB Inbox 2016-11-2 New conte <noreply@ <build_not IPM.Note False 1 @tech-arrow.com

New contentACCESS setup 3.1.35.0 is ready msg 88 KB Inbox 2016-11-2 New conte <noreply@ <build_not IPM.Note False 1 @tech-arrow.com
Summary | Email archive @ i [ »

Share item(s)
The sharing feature allows the user to specify the restriction and retention to be applied for the

shared items when sharing them. This eliminates the need to retrospectively check the shared files
and revoke access to older files.

It also automates the user invitation process in case the items are shared with an external recipient
and sends an email with links pointing to the shared items. This makes the sharing very fast and use-
ful for end users.

From the security side, it provides full Auditing log about the sharing user, who was downloading the
file, when and from which machine and location, etc.

To share any items, select them and then click on the Share item(s) option. If you want to share
only one item, it is enough to use the Share button in the top right corner (marked with arrow on

screenshot below).

Y¢' contentACCESS Portal & Connectto ~ = Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search text here. Search (jake.peralta@tech-arrow.com) - E@engisn- )
[HI (54 (5 ltems: 1/6 Search in: Current folder = [ Share
Archi [F)  Export selected message(s) as a PST file. From Jjake peralta@tech-arrow.com
rehive Subject Date T Size Date 2021.06.07. 19:14:59

@) Export selected item(s) as a ZIP file.

5 T szilvia kelemen@tech-
Deleted ltems Create report . - e,
=) Triple testing meeting 2021.05.06. 10:20:23  sandra.bullock@tech-arrow.com:melissa.mccarthy@tech-arrow.com 116 K8 Expiration date 2022.06.29.
Drafts Double testing meeting ~ 2021.05.06. 10:14:42  sandra.bullock@tech-arrow.com 116 k8 Start date 2021.06.07. 192000
Inbox o D Recouerselected item(s) 20210506, 10:13:50  melissamccarthy@tech-arrow.com 108 K8 :n;:::; 20210807 155000
Junk Email g |0 Markdocument(s) for delete Testing 2021.05.06. 10:13:46  DEMO_Team@tech-arrow.comijake peraita@tech- 132KB
Sent ltems 2 |[@ Llegahod Demo test 2021.01.15. 155438 sandra.bullock@tech-arrow.comjake.peralta@tech- 112KB EA Message
This email is shared Show details

It is also possible to share folders from the context menu of the items list or the actions from the folder
structure. The sharing process is the same as during the item sharing: add recipients, select the download
limit and expiration date and send the email or get the link (more information is below).

¢ contentACCESS Portal £ Connect to ~ ) Jake Peralta ~

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search text here. Search (jake.peralta@tech-arrov.com) - EEEnglsh- ]

I=|lll coml PREel 1B s

Archive Folder name/path

Iy
e Calendar (including all subfolders)
v/ Deleted ltems

Deleted ltems
Drafts
Inbox
Junk Email

Sent ltems
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Share

i 7
What would you like to share? Recipients:

Selected itemi(s)

All items
—

i «)| Selected folder
Selected folder and subfolder(s) Sharing options

Share with: *) Recipients only

My organization
Expires after: 15 - dayl(s)
7/14/2022
| Limit number of downloads: 1 z per recipient

| Notify me about the downloads

Remember these settings

Cancel

A pop-up window opens.
Into the Recipients field, write the email addresses of the people you want to share the item(s) with. In
Sharing options, specify who would you like to make the item(s) accessible for:
= Recipients only — even if the email with the link is forwarded, only the recipients will be able to ac-
cess the shared item(s)
= My organization — only people from your organization (specified in Central Administration -> System
-> Services -> Sharing settings) will be able to access the shared item(s)
* Public — anyone with the link will be able to access the shared item(s

Note: The options My organization and Public can be currently selected only when using the Share
button in the upper right corner. They also must be first allowed by the administrator in Central
Administration.

Specify how many days do you want the item to expire in or select the date from the calendar. It is also possi-
ble to limit the number of downloads, based on the option selected in Share with:

= Recipients — number of downloads per recipient

» My organization - number of downloads per user

» Public - number of downloads together
With the Notify me about the downloads function, the owner can get informationabout the downloads from
the recipients’ side. As soon as the users download the shared item, a notification email will be sent to the

owner with the following information:

= User, who downloaded the item
= Downloaded file

=  Downloaded time
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= Downloaded remaining
Your files were downloaded 7/ contentACCESS

Dear emily.bronte@tech-arrow.com,

Elena Ferrante has downloaded your shared file.
Downloaded file: OG Search.xlsx
Downloaded time: 3/18/2022 3:13 PM

Downloaded remaining: 2/2

You can access them using the following link(s):

OG Search.xlsx

Sincerely, your contentACCESS Team.

You can also save these sharing settings for future use by checking the Remember these settings
checkbox. That way you won't need to fill in the Sharing options next time.

If you are sharing an email with attachments, you can choose if you would like to share only those attach-
ments (even select only some of them) or the entire email.

Share: Aurora and rare moonbows light up the night X

‘What would you like to share?

Recipients: sandra.bullock@tech-arrow.com x
») Entire item
Attachment(s) only
Aurora_pictures.zip
Sharing options

Share with: cipients only
My organization
Public
Expires after: 15 > | day(s)
47772022 -
w| Limit number of downloads: 1 ~ | per recipient

v| Notify me about the downloads

Remember these settings

& Get link OR B4 Share via email

Cance

Finish the sharing by clicking on one of the two options: Get link or Share via email. If you select
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Get link, the link to the shared item(s) will be copied to your clipboard and you will get this window.

Sharing completed X

%' The sharing link was copied to the clipboard.

https://ftest-cd-02.tech-
rrow.com/contentACCESSWS/MobilityService. svc/File/MyZTaGFRyaW5n TWIkZWwmMCOkZGMw/DIM5
Nm Yt 2RmMCOON DMxLTlkY 2MtZDZJOThhYzhIMDQO) ExOTc 263D/ TestAdmin%:20has %20shared%20ite
g?m=sharing

4

Copy

Close

If you select Share via email, the link to the shared item(s) will be inserted to the body of the email and you will

be able to write a message, too. The subject of the email will be [USER] has shared items with you. Click on
Send to finish the sharing.

Share: RE: Help! X

What would you like to share?

Recipients: sandra.bullock@tech-amrow.com X

Entire item

*) Attachment(s) only

Great

Expectationspng Sharing options

Call of the Wind.png )

Drakula.png Share with: =) Recipients only
Frankenstein.png My organization
Moby Dick.png Public

1Jpg

Cnme and
punishment.png

One Hundred Years of 4/8/2022 -
Solitude.png

Expires after: 15 > | day(s)

| Limit number of downloads: 1 - per recipient

Motify me about the downloads

v| Remember these settings

Message: Hello! I'm sending you the attachments from the previous

email! Have a nice day. @

Send Cancel

If an item has been shared before, it will be marked in its preview. The item sharing is marked with the item
icon, and the folder sharing is marked with the folder icon.
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Aurora and rare moonbows light up the night [ Share
From Jake.peralta@tech-arrow.com
Date 2020.09.29. 15:10:25
To sandra.bullock@tech-arrow.com
Cc melissa.mccarthy @tech-arrow.com
Expiration date 2021.05.22,

B CA_Html;CA

E3 Message

[ Aurora_pictures.zip (205 KB)

This email is shared

" Hide details |

Shared on Shared with Status Action .
D 2022.02.02. Sandra Expired Status  Modif
2022.02.01. Organization Expired Status Modif
0 2022.0201. Organization Expired St
2022.01.31. Sandra Expired 5
2022.01.28. Sandra Expired 5
O 20220117, Sandra Expired 5
M an11nene Pereemierbioen Eumivnd Coberr Mot v

If you have applicable rights and permissions, you will be able to modify the sharing settings. Click on the
Modify option. The Modify sharing options window will open. Here, you will be able to add and/or remove
recipients, change accessibility, the expiration date and download limit. The option Save and get link works the
same as Get link, the option Save and share via email works the same as Share via email. The option Save just
saves the changes that were made to the sharing settings.

Modify sharing options X
Sharing options  Status

Recipients:

Sharing options

Share with: Recipients only
My organization
) Public
Expires after: 15 > day(s)
2022.04.08. v
| Limit number of downloads: 1 +| alobally

| Motify me about the downloads

Remember these ssttings

é:' Save and get link B4 save and share via email

When you click on the Status option, you will be redirected to the window where you will be able to
view the status and information about the selected sharing. From here, it is also possible to Activate

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 77/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. ;0L 50N Of technological evolution /A

% techarrow

or Suspend the sharing. When an item (or whole sharing) is suspended, it is not possible to down-
load it, until it is activated back again. If necessary, it is also possible to re-send the sharing notifica-
tion by clicking on the Send sharing notification button.
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Modify sharing options X

Sharing options ~ Status

Status: Suspend al

Shared by: Jake Peralta
Shared on: 2022.03.24,
Expires on: 2022.04.08,
Download limit: 1 globally
Shared with: Public

Shared items:
Mame Status

(3) RE_Helplmsg Active Suspend sharing

Close

When you connect to the Sharing model, some items will have the Show related files button in
their preview. This means that the item was shared together with at least one more item and you can

view the list of items by clicking on that button.

ntentACCESS Portal £ Connect to - Jake Peralta -

# contentACCESS Portal / Sharing | jake peralta@tech-arrow.com [Demo] Type search text Search (jakeperalta@tech-arrow.com [Demo]) |~ | S English =[]

Is|ll Ch D oremm1/79s Search i seleete folder.. =
3) Shared with me I _— shared on Expiration e Referencsd  Download Sandra Bullock, conteFtACCESS
5 date model limit Dev, contentACCESS.zip
) My organization =] sandrabullock@tech-arrow.com has your K h- 022.0 022.06. Expired  Emailarchive 1

B 10 film to watch this April_The Northman.txt jake peralta@tech- 20220531 2022.06.15. Expired  File system 1

o) Erika Bugdr, Szilvia Kelemenzzip jake peralta@tech- 20220512, 20220527, Expired  Teams chat 1

m Melissa McCarthy, Sandra Bullock. contentACCESS Dev, jake peralta@tech- 20220512, 20220527, Expired  Teams chat 1

o) Melissa McCarthy, contentACCESS Dev.zip jakeperalta@tech- 20220512, 20220527 Expired  Teams chat 1

0 Demo testzip jake peralta@tech- 2022.05.12. 2022.05.27. Expired  Teams chat 1 S:‘“S .

o) Szilvia Kelemen.zip jake peralta@tech- 20220812 20220527 Expired  Teams chat 1 -

=) RE_ Helpl.msg jake peralta@tech- 20220324, 2022.0408 Bxpired  Emailarchive 1 [

&) Emo Rubikzip jake peralta@tech- 20220302 20220317 Expired  Teams chat 1 Trren

o) Emo Rubikzip jake peralta@tech- 20220302 20220317 Expired  Teams chat 1 . 2022.05.12. 15:26:32

o Emo Rubikzip jake peralta@tech- 20220302 20220317 Expired  Teams chat 1 Expiration date

0 Erno Rubikzip jake.peralta@tech- 2022.03.02. 2022.03.17. Expired  Teams chat 1 ’ EERRT L ZREE)

) Emo Rubikzip jake peralta@tech- 2022.0302. 2022.03.17. Expired  Teams chat 1 Do cadlEnit

m Emo Rubikzip jake peralta@tech- 2022.0302. 20220317 Expired  Teams chat 1 gD

m Melissa McCarthy, Sandra Bullock. contentACCESS Dev, jake peralta@tech- 20220302 2022.03.7 Expired  Teams chat 1 Doow"'om count

m Szilvia Kelemen.zip jake peralta@tech- 20220302 2022.03.7 Expired  Teams chat 1 Sared with

M Emo Rubikzip jake peralta@tech- 20220302 2022.03.7 Expired  Teams chat 1 Public

M Emo Rubikzip jake peralta@tech- 2022.0302.  2022.03.7 Expired  Teams chat 1 Recipient(s)
Posts jake peralta@tech- 20220302 2022.03.7 Expired Teamsarchive 1 No recipients specified
Files jake.peralta@tech- 2022.03.02. 2022.03.17, Expired  Teamsarchive 1 Model
General jake peralta@tech- 2022.03.02. 2022.03.17. Bpired  Teamsarchive 1 Teams chat archive
General jake peralta@tech- 20220302 2022.03.7 Expired  Teamsarchive 1

) Yellowstone National Park.docx jake peralta@tech- 20220302 2022.03.7 Expired  Teamsarchive 1 Modify sharing optiens

= Welcome to North Dakotajpg jake peralta@tech- 20220302 2022.03.7. Expired  Teamsarchive 1

B The_lion_king_Circle_of_life_Iyrics_english.txt jake peralta@tech- 20220302, 2022.03.7. Expired  Teamsarchive 1

™ ) The Propesal_biopdf jake peralta@tech- 2022.0302. 20220317, Expired  Teamsarchive 1 - Download history < -

The list will look for example like this:
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¢ contentACCESS Portal ¥ Connect to ~ 2 Jake Peralta -

# contentACCESS Portal / Sharing | jake.peralta

ech-arrow.com [Demo] here. Search (jake.peralta@tech-arrow.com [Demo]) |~ | EE English~  [J

o temsi1/4 sessionicifa2Tecc-62a3-4422-bfc1-4d 202812720

Greetings from Wyoming.jpg
File name Shared by Shared on Expiration date Status f:::"‘e" :i’:‘:"'“d

~
=

=) Shared with me

3 My organization

=] Elis Presleyjpeg jake peralta@tect 022.03.0. 2022.03.17. Expired  OneDrive archive 1

3]

Mentana naturejpg jeke.peralta@tect 022.03.0 2022.03.17. Expired  OneDrive archive 1
B 2011-ford-fiesta-owners- jeke peralta@tecr . 022.03.0. 2022.03.17. Expired  OneDrivearchive 1

Status
pi

Shared by

Jake Peralta

Shared on

2022.03.02. 09:04:32

Expiration date
2022.03.17. 23:59:559

Download limit
1 per user
Download count
1

Shared with
Organizatien

Recipient(s)
No recipients specified
Model

OneDrive archive

Madify sharing options || Show related files

Download history <]

Online help

In the Sharing model, the recipient can't download the whole folders, only the items from the folders. Click
on the folder’s name, and the user will see the items from the shared folder.

& contentWEB / Sharing / jake peralta@tech-srrow.com [Demo] o Search (jake peralta@tech-srrowcom [Demo]) | - | EEnglsh+  [J
g -] < ltems: 1/153
File name ® @ o Shared ©  Expiration Reterenced model o B Calendar (inciudging an subfolders)
My shares on date lin -
My organization B
[ New NBA season to test LeBron James abilities. paf sandrabullock@tech- 20220221, 20241116, Active  Teamsarchive Un, Shared by
= jake peralta@tech-arrow.com has downloaded your shared sandrabullock@tech- 20220221, 20241116, Actve  Email archive Un Senclre Eullock
® Acsdlamic Transferdecs sancrabulleck@izch- 20220221, 20220273 Exprred  File system archive 20 52"052';‘;; ;‘_ TED
w Academic Transfer.docx sendrabullock@tech- 20220221 20220313 Expired  File system archive 20 e
® Academic Transfer.doce sandrabullock@tech- 20220221, 202203713 Expired  File system archive 0 2022.02.13. 23:50:50
= Jake.msg sendrabullock@tech-  202202.10. 20220302 Expired  Emailarchive 20 Download limit
=] Melissamsg sandrabullock@tech- 20220210 20220302 Expired  Email archive 20 20 per recipient
= BBC_news_culture_the_tv_shows_that reveal_the_real Francemsg  sandrabullock@tech-  202202.10. 20220302 Expied  Email archive 0 Download count
=] Andy Samberg's careermsg sandrabullock@tech- 20220210 20220302 Expired  Email archive 20 o
® 1001book you should read xlsx jake peralta@tech- 20220211,  Expired  OneDrive archive 1 5;‘:(":1:::‘;”‘"
) Virtual Drive.ppte sandrabullock@tech- 20220302 Expired  Directupioad 2 o, ’
B CA - GATEcontentAccesslog sandrabullock@tech- 20220219.  Expired  Direct upioad 12 ake peralta®techamowcom
B Archive with share path 2,344 - mcs01 prablem.txt sandrabullock@tech- 20220207 20220219, Expired  Directupioad 12 P
'm Add - Edit tenantjpg sandrabullock@tech- 20220207 20220219,  Expired  Direct upload [ N Email archive
B 1001 movie you should watchitet sendrabullock@tech- 20220207 20220208, Expired  OneDrive archive 1
= Test with emalls attach.msg sandrabullock@tech- 20220207 20220208,  Expired  Email archive 1 Folder sharing options
=] Test with emalls attachmsg sendrabullock@tech- 20220207 20220208,  Expired  Emailarchive 1
® 2016-13-college-catalog-north-seatle-college.pdf sandrabullock@tech- 20220204 20220204 Expired  File system archive 2
" Emily Bronte.zip sandrabullock@tech- 20220204 20220211, Expired Teams chat archive 2
@ Health Med Computers 0809_1.docx sandrabullock@tech- 20220204 20220205  Expired  GDPRFile system 5

The shared folders are listed under the Shared with me and My Organization folders (if the sharing is active)

and the My shares folder (always.
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# contentWEB / Sharing / jake peralta@tech-amrow.com [Demo] T text here. Search (jake.peralta@tech-arrow.com [Demo]) |+ | &3 English +
ch s Items: 1/34 Sezrcn inse
@ Shared with me - § z O Expiraion Referenced Download - contentACCESS
- File name Shared by Shared on Status o
@ My shares et Sl enit Status
Calendar 4] People working on common projects using Microsoft Teams as jake peralta@tech- 2022.02.03. 2022.0204. Expired  Teams archive 1 Shared by
jake peralta@tech-arrow.com
Calendar [} jake peralta@tech- 2022.02.03, 2022.02.04. Expired  Teams archive 1
Shared on
Chats " jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 IR (PR
Chate [} third test message jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 E—.—
5 Chats " Second test message jake peralta@tech- 2022.02.03, 2022.00.04. Expired  Teams archive 1 20220204, 235859
o n Testmessage jake peralta@tech- 2022.02.03, 2022.0204. Expired  Teams archive 1 Download limit
- n Testing jake peralta@tech- 2022.02.03, 2022.0204. Expired  Teams archive 1 1 per recipient
(@) Deleted ltems
- n Testing jake peralta@tech- 2022.02.03, 2022.0204. Expired  Teams archive 1 Download count
Deleted ltems 1
" jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1
Delsted liems [} jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teamsarchive 1 Shoreda
DemeDaclis Recipients only
emobacli 6] jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 D -
. ecipient(s)
@ DemoDaclib 6] jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 sandrabullock@tech-arrow.com
Discritics n jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 I
Diacritics " Ten TV shows to watch in October Share using Email The Undoing  jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 Teams archive
9 g jakep p N
Diacritics " 35 California fires August Complex CA 902,463 acres burned jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1
Diacritics " hitps://wwwlatimes.com/wildfires-map/ jake peralta@tech- 2022.02. ’—‘2 0220203135515 Expired  Teams archive 1 Modiify folder sharing optians
Discritics n https://caeatech- ™ tech- 022.0: Expired  Teams archive 1
iscussion [} httpsy//demo-fulltexttech- jake peralta@tech- 2022.02.03, 2022.0204. Expired  Teams archive 1
- . " Bug related test message with attachments. jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1 Download history
@) Documents
h " Test message for opening and downloading the attachments (bug  jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1
Documents
" Franchise History jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teams archive 1
D s vol2 i
7 Hecumentve [} Los Angeles Rams jake peralta@tech- 2022.02.03. 2022.02.04. Expired  Teamsarchive 1 Name Download date  Device
Drefts n Lidar technology has revealed a whole new timeline of human jake peralta@tech- 2022.02.03, 2022.00.04. Expired  Teams archive 1 sandrabullock@tech- 20220203, Windows
Files arrow.com 13:55:28 computer
@) Files

The download history is not available on the folder’s preview, only on the items. The same goes for the Status
tab. Here, the owner sees the status of the folder sharing, and because of this, the download history is not
available neither on the folder’s preview nor on the Status tab. The download history is available only on the

items’ preview in the shared folder.

T femsi1/34
File name " Shared by frtm O D B e, B Download = contentACCESS
date madel limit oo
n People working on comman projects using Microsoft Teams as jake peralta@tech- 2022.02.03. 20220204, Expired  Teams archive 1 Shared by
B jake perala Btech- 2022.02.03. 20220204, Sipired  Teams archive 1 iske.peralta@izch-arrow.com
3} jake peralta@tech- 20220203, 2022.02.04. Eipired  Teams archive 1 52";2';‘;;8'} B
[6) third test message jake.peralta@tech- 2022.02.03, 20220204, Expired  Teamsarchive 1 E———
o) Second test message jake peralta@tech- 2022.02.03, 20220204, Expired  Teams archive 1 2022.02.04, 23:58:59
B Test message jake peralta@tech- 2022.02.02, 20220204, Expired  Teamsarchive 1 Download limit
5] Testing jake.peratta@tech- 2022.02.02, 20220204, Expired  Teamsarchive 1 1 per recipient
i) Testing jake peralta@tech- 2022.02.03 2022.02.04 Expired  Teams archive 1 Download count
® jake peralta@tech- 2022.02.03, 2022.02.04. Expired  Teamsarchive 1 !
B jakeperatta@tach- 2022.02.03. 20220204, Expred  Teamsarchive 1 SR‘:;‘;:;:‘LNH
o) jake peratta@tech- 2022.02.03 20220204 Expired  Teamsarchive 1 = !
5 jake peratta@tech- 2022.02.03, 20220204, Expired  Teamsarchive 1 , ey
o) jake peratta@tech- 2022.02.03, 20220204, Expired  Teamsarchive 1 Model
o) Ten TV shows to watch in October Share using Email The Undoing  jake.peralta@tech- 2022.02.03, 20220204, Expired  Teamsarchive 1 : Teams archive
5] 35 California fires August Complex CA 902,463 acres burned jake.peratta@tech- 2022.02.02, 20220204, Expired  Teamsarchive 1
[6) httpsy//wwwlatimes.com/wildfires-map/ jake peratta@tech- 2022.02] Expired  Teamsarchive 1 Madify folder sharing options
® https://caea tech- k he opacp| 20220203 135518 Expired  Teamsarchive 1
5] hitpsy/demo-fulltexttech- jake.peratta@tech- 2022.02.02, 20220204, Expired  Teamsarchive 1
" Bug related test message with attachments jake.peralta@tech- 2022.02.03, 2022.02.04. Expired  Teamsarchive 1 Download history
" Test message for opening and downloading the attachments (bug  jake.peralta@tech- 2022.02.03, 20220204, Expired  Teamsarchive 1
® Franchise History jake peralta@tech- 2022.02.03, 2022.02.04. Expired  Teamsarchive 1
5] Los Angeles Rams jake.peralta@tech- 2022.02.03. 20220204, Expired  Teams archive 1 Name Download date  Device
o) Lidar technology has revesled a whole new timeline of human jake.peralta@tech- 2022.02.03 20220204 Expired  Teamsarchive 1 sandrabullock@tech- 2022.02.03, Windows
arrow.com 13:55:28 computer
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Modify folder sharing options X

Sharing options ~ Status

Status: Expired [1]

Shared by: Jake Peralta
Shared on: 2022.02.03.
Expires on: 2022.02.04,
Download limit: 1 per recipient
Shared with: Recipients only

Shared items:

Mame Status

Posts Exp

Cloze

Legal hold

To learn about configuring Legal hold, please read this section first.
The document can be put into a legal hold case from:

= Selection (selecting one or more items or folders)

= Search result

W contentACCESS Portal ¥ Connect to Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search text here. Search (jake peralta@tech-arrow.com) -~ EEEngish- ]
I= |||| (=1 -] < ltems: 1/6 Search i Current folder = [ Share
vk [ Export selected message(s) as a PST file. From jake peralta@tech-arrow.com
renive Subject Date To Size Date 2021.06.07. 19:14:59
5 [ Export selected item(s) as a ZIP file. To ceilviakelemen@iach-
Deleted Items Create report - aromeen
= o Triple testing mesting 20210506, 10:2023  sandrabullock@tech-arrow.commelissamccarthy@tech-arrow.com 116 KB Expiration date 2022.06.29.
Share .
Drafs = Double testing meeting  2021,05.06. 10:1442  sandra.bullck@tech-arrow.com 16 K8 :‘EJ:":‘E ig; 82-3; :g ig'gg
nd date 06.07. 19:50
Inbex D Recover selected tem(s). 2021.05.06. 10:13:50  melissamccarthy@tech-arrowcom 105 k3 1 CAKeep
Junk Email m O Mark document(s) for delete Testing 2021.05.06. 10:13:46  DEMO_Team@tech-arrow.com;jake peralta@tech- 132 KB
Sent Items a [& legalhoid Demo test 2021.01.15. 15:54:38 sandra.bullock@tech-arrow.com;jake peralta@tech- 112K8

This email is shared Show details
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After some items are chosen and you click the Legal hold button, a pop-up will show up.

Manage legal hold case

Create new legal hold case Update existing legal hold case

MName:*

Description:

Never expires

Expiration date: v

All items (9 items)

o Selected item(s) (2 items)

Save Cancel

Here you can set a legal hold case. Name and expiration date are required. By checking the Never
expires checkbox, the expiration date disappears. Radio buttons on the bottom indicate which items
should be included into legal hold case (all items means all items in the folder that is selected in con-
tentACCESS Portal).

It is also possible to add items to an already existing legal hold case. If you wish to do so, select the
option Update existing legal hold case and choose the case you want to add your item(s) to, then
click Update.

Manage legal hold case

Create new legal hold case Update existing legal hold case

You are going to add documents to an existing legal hold case. Select necessary
information to update legal hold case

Legal hold case:™ FA index test v

All items (9 items)

o Selected item(s) (2 items)

Save Cancel
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You can create a legal hold case if you select a folder from the tree on the left side. There are 2 pos-
sibilities. First is when you click the checkbox and a checkmark appears in the box. It indicates that all
documents in the folder will be processed recursively. Second is when you click 2 times on the check-
box, then a square appears, which means that only document on the first level in the folder will be

processed.

Note: The folder selection must be enabled first.

Q
<)

~/| archive

The list of cases can be accessed from the upper right corner of the page, by clicking on the Legal hold
icon.

Administrator -

The Legal hold view and management is controlled by the system’s permission management, so only
people with the correct permissions can manage or view legal hold cases and documents.
In the Legal hold cases page you can manage the existing legal hold cases, manually delete them or

see details of the legal hold case including the document list. If an expiration date is specified for a

legal hold case, then the system will automatically remove the legal hold from documents on case ex-
piration.

In Legal hold cases page you can do 3 actions. In the upper left corner of the list is a refresh button (1) to
reload legal hold cases. By double clicking on the row in table or by clicking on the info icon (2) in action col-
umn, you are redirected to the legal hold case detail view. By clicking the recycle bin (3) you can mark legal

hold case for delete.
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¢ contentACCESS Portal #¥ Connectto -

# ContentACCESS Portal / Legal hold B English - []
1)

~

<

Name Expiration date Status Creation date Deleted Action

Test Never expires Waiting 6/25/2022 4:30:41 PM No T 2)

SPA legal hold 2 6/30/2022 Finished 6/27/2022 11:48:53 AM No [l 6)

SPA legal hold Never expires Finished 6/27/2022 11:47:27 AM No [uf6)

FSAlegal hold 2 Never expires Finished 6/27/2022 11:36:16 AM No T®

EA LegalHold Never expires Finished 6/1/2022 12:15:02 PM No )T

Legal hold case details view provides more information about a selected case. This page has 3 main parts. In
the first part you find details of the legal hold case. In the second part there are information about tasks that
were assigned to the legal hold case.

T contentACCESS Portal #% Connect to ~ Jake Peralta -

# contentACCESS Portal / Legal hold / SPA legal hold 2 i3 English - Q
SPA legal hold 2

Description:  Test for delete from LHv..  Total tasks: 3

Expiration date: 6/30/2022 Finished tasks: 3

Creation date:  6/27/2022 11:42:53 AM Running tasks: 0

Status: Finished Tasks with error: 0

Task type Name Creation date Status Action
Add folders 6/27/2022 11:48:53 AM Done

Remove items 6/27/2022 1:07:24 PM Done

Remove items 6/27/2022 1:08:04 PM Done

2B f temson4 Search Q
Name Folder Entity Date Action
BBC_Culture_Style_Stunning_images_of elegance and_str.. httpsy//techarrow.sharepaint.com/sites/DEMO/Shared D..  DEMO 5/28/2021 [BRX
BBC_News_Culture_The TV_shows_that reveal_the real F.. https;//tcharrow.sharepoint com/sites/DEMO/Shared D..  DEMO 5/28/2021 SRR
Cemak asistoval pri vyhre, Tampa je blizsie k findle.docx https://techarrow.sharepoint.com/sites/DEMO/Shared D...  DEMO 6/29/2021 SRR
Cemakov prvy gol v play off Uvodny duel findle patril Ta..  hitps://techarrow sharepoint.com/sites/DEMO/Shared D...  DEMO 6/29/2021 [IFR
EURO-2020 Susjc biintet6kkel biicsiztatta a vilagbajnok f..  hitps;//techarrow.sharepoint.comysites/DEMO/Shared D..  DEMO 6/29/2021 [BRR
Hoség- és zivatarveszély miatt riasztas és vorts figyelme...  hitpsy//techarrow.sharepoint.com/sites/DEMO/Shared D..  DEMO 6/29/2021 SRR
Malibu.docx https://techarrow sharepoint.com/sites/DEMO/Shared D...  DEMO 9/29/2020 [IFRR
Marie Curie.docx https://techarrow sharepoint.com/sites/DEMO/Shared D..  DEMO 9/29/2020 [IBRA
Moana_Youre_welcome_lyrics_english_Dwayne_ohnsontxt  hittps//techarrow.sharepoint.com/sites/DEMO/Shared D...  DEMO 5/28/2021 SRR
Orult hoségrekordok repkednek Amerikaban.docx https://techarrow.sharepoint.com/sites/DEMO/Shared D...  DEMO 6/29/2021 [BRX
Oriilt héségrekordok repkednek Amerikaban pdf https://techarrow sharepoint.com/sites/DEMO/Shared D...  DEMO 6/29/2021 SRR
Tabernacle of the Linaioli.pdf https://techarrow.sharepoint.com/sites/DEMO/Shared D...  DEMO 9/29/2020 SRR
The_lion_king_Circle_of life_lyrics_english.txt https://techarrow.sharepoint.com/sites/DEMO/Shared D...  DEMO 5/28/2021 [BRX
Vivaldi docx https://techarrow sharepoint.com/sites/DEMO/Shared ... DEMO 9/29/2020 [BRR

There are many different task types. After double clicking on the task you can see some additional

data about the selected task. If task is in error state, then error message is shown in this pop-up view.

Task details X

Task type: Export items
Creation date: 5/19/2017

Status: Done

Close

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 85/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow

Export tasks are special task, which have additional action in tasks list. If task is an export task and it
is finished, then in action column you can see a download icon.
In the third part you can find documents, which belong to the current legal hold case. Here more actions are

available. In the upper left corner of the documents list there is a refresh button (1) to refresh the view. Next
to the refresh button is a zip icon (2), which indicates that you can create a zip export from the whole or just
from selected documents. Next to the zip icon is a delete button (3) to delete selected item(s) from the legal
hold case. In action column of documents list there are 2 buttons. First (4) will open a document in conten-
tACCESS Portal and the second (5) will download it.

In the upper right corner is a search field. You can search in documents belonging to the legal hold

case. Search will be performed against “"Name” column. Search can be performed by hitting enter af-

ter you provide a search term. If you want to see the whole list again, then an empty search should

be performed.

1 2 3

Name Folder Entity Date Action

close to the edge Inbox\archive 5/11/2017 4[24
over and over Inbox\archive 5/11/2017 o F 5
never look back Inbox\archive 5/11/2017 D&

Exporting the documents
After selecting some documents (with “"CTRL"” + click multiselect is enabled), you can choose the ex-

port to zip button. A popup will appear with 2 possible settings.

Export to zip

Export: e All items (2 items)

Selected item(s) (1 items)
Create Cancel

Here you can choose which items you want to export (all items in legal hold case or only some select-
ed). By clicking on Create, a new export task is added to the legal hold case. It will be available as
soon as the legal hold plugin processes the task. After its finished a download link will appear in tasks

list.

Task type Creation date Status Action
Add items 5/11/2017 Done
Export items 5/19/2017 Done —_—

—_

Each document included in any legal hold is also marked and displayed for the user in search result
and also in browsing mode.
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demanding our hero

From
Date 5/11/2017 9:28:21 AM
To

tem is under legal hoid Show details

Demanding our hero
We're crying for help
If time won't save us
Can we save ourselves

Tasks list
Export, recovery and delete tasks that have been completed/are currently running can be viewed in

the Tasks list. Click on the task button in the head bar of contentACCESS Portal to expand the list of

tasks:

T contentACCESS Portal % Connect 1o ~ B Jake Peralta -
# contentACCESS Portal / Email archive | jake.peralta@tech-arrow.com Type search text here. o = il ich - [0
Descripas Status  Progress [}
[Hil] <t T htems1/6 Search in: Current fold [ Share
contentACCESS Portal Export m = Narow.com
Waiti -
Archive From Subject Date To €902 o 9 L]
3 2 ch-arrow.com
Deleted ltems contentACCESS Portal Export il
jake peralta@tech-arrow.com Triple testing meeting 20210506. 102023 sandra.bullock@tech-arrow.commelissamecartl ¢ o2 0>, Done & 0

Drafts B jake peralta@tech-arrow.com Double testing mesting ~ 2021.05.06. 10:14:42  sandra.bullock@tech-arrow.com 0

Inbox 2 B jake peralta@tech-arrow.com 2021.05.06.10:13:50  melissamccarthy@tech-arrow.com A
Report Mon Jun 27 2022 D m 5

Junk Email =) DEMO_Team@tech-arrowcom  Testing 20210506, 10:13:45  DEMO_Team@tech-arrowcomjake peralta@tec] 0 o one =

Sent items 2 B sandrabullock@tech-arrow.com  Demo test 202101.15. 155438 sandra.bullock@tech-arrowcomjak
contentACCESS Portal Export m ]
/2772022 Done g [rom o
Report Mon Jun 27 2022 Done m E [Show details

o
+ 135 other tasks

Currently running tasks can be cancelled by clicking on the Cancel button in the list:

O Tasks list
Description Status Progress \ ﬁj
ZIP expart evening Screenshot: Ganaellipg an ask ®

The finished export tasksb(can e do%r}lt%ded from here. necessary Fqs%% can be deleted manu-
I

port Tue Jun Done
ally from the tasks list one-by-one by clicking on the recycle bin mark in the respective row. Withthis ac-

tion the exported items wilPBé‘deleted from the séfver too.mpleted tasks ﬁay be deletedby clicking

the bin markiin the first PO ort ZIP Tue Jun 192018 Done Q) i
Report Mon Jun 18 2018 Done AL
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) Tasks list =
Description Status Progress ﬁ
S
ZIP export evening Running @

Export Tue Jun 19 2018 Done

«)
Bb

Export ZIP Done

Export ZIP Tue Jun 15 2018 Done

«)
Bb

)
=i}

Report Mon Jun 18 2018 Done

«)
=i}

+ 10 other tasks
Screenshot: Download and deletion of the tasks

contentACCESS Portal allows to set the automatic deletion of already completed tasks. This config-
uration canbe reached on the Task settings page. The page is accessible from Settings -> Tasks
- Commonsettings. If you want to use the automatic deletion, check the "Remove task after down-

load” checkbox.

Y& contentACCESS Portal Administrator ~

# contentACCESS Portal / Tasks Settings [M] Savesettings < Reset  EIF English =

& Common settings

To show the complete task list on a new page, click on the page icon in the upper right corner of
the Tasks list () —this will navigate you to the Tasks page.

Tasks page

The task page is a more transparent and detailed view of the Tasks list.
Export, recovery and delete tasks are shown here. The user can download the finished export

tasks, remove tasks, check progress or cancel the ongoing tasks.
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Y& contentACCESS Portal ¥ Connect o ~ B Jake Peralta -

# contentACCESS Portal / Tasks list Ef3 English - D
~
z
contentACCESS Portal Export 6/29/2022 Done 6/29/2022 contentACCESS Portal Export 6/27/2022 Done 6/27/2022
439PM| m 9.48 AM | m
B8 B @
Report Mon Jun 27 2022 Cone 8/27/2022 contentACCESS Portal Export 6/27/2022 Done 6/27/2022
941 AM | m 941 AM | m
B & B @
Report Mon Jun 27 2022 cone 6/27/2022 contentACCESS Portal Export 6/27/2022 Done 6/27/2022
EPRIATY oo | saoav| (B
] B @
Report Mon Jun 27 2022 Done 6/27/2022 contentACCESS Portal Export 6/27/2022 Done 6/27/2022
936 AM | m 9:36 AM | m
R B &

Download of export actions
Any export actions (Export to ZIP, Export to PST) can be downloaded from the Tasks list or from the Tasks
page. The downloaded items are saved on the user’s local disk between downloads. The ZIP package also
contains a Manifest file in XLS format, which contains a summary about the exported items:

riEn | Downloads - -
Home  share  View v e
T | 14 « administ.. » Downloads » v C;‘ ‘ Search Downloads » |
. Favorites =
_ B Desktop V—_—

Description Status Progress ] J+ Downloads

=% Recent places
ZIP export evening Dane (1] k. PST ZIP export

evening.zip
& This PC

Export Tue Jun 19 2018 Done QT Ju Deskiop =

I Documents
Export ZIP Dene 100% 3 T B Downloads

- ' W ¥ Music
_ & Pictures

Export ZIP Tue Jun 19 2018 Done 100% o) T & Videos

% Local Disk (C)
Report Mon Jun 18 2018 Done 100% ) T &l pvoorive Dy Of |

P - Jm wi» contentACCESS V|
+ 10 other tasks 1item 3?5
Screenshot A: Download of exported items Screenshot B: Downloaded items

Manifest file and its settings

The manifest file is an XLS file that is automatically created when exporting any files and/or foldersin-
to ZIP format. It is a supplementary export file and can be found in the ZIP file downloaded from the
Tasks list. It contains a summary about the items that have been exported. By default, the manifestcon-
tains the following information:

= On the Summary tab the user may view the task summary information, the creation date and creator
of the export action, the total number of the exported items;

= On the Entity tab (named after entity where the items were exported from) the user may find the ti-
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tle of the items, the item type, size and path of each item.

Note: The File System Archive’s manifest file (Title column) contains links that point to the

corresponding files.
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ZIP export evening

Tenant: TECH-ARROW
Created on:  6/19/2018 5:12:06 PM
Created by:  Administrator

Export from Entity: dne@ta.internal, Folder: CA recursively,
Entity: dne@ta.internal, Folder: Deleted Items recursively,
Export details: Entity: dne@ta.internal, Folder: Inbox recursively

Email archive
Number of items 102

m Emai archive

Email archive |
< Back to Summary
Title Type Size Path Date Subject From To ¢ Has attack Imp. ilb
Pictures msg 132608 CA\AttachmentTest 2017-06-3 Pictures  /O=FIRST (Userl@m«|PM.Note True €1 dne@ta.internal
Attach03 msg 134144 CA\AttachmentTest 2017-06-3 Attach03 /O=FIRST (Userl@m«IPM.Note True £ dne@ta.internal
Attach02 msg 132816 CA\AttachmentTest 2017-06-3 Attach02 /O=FIRST (Aranka@n IPM.Note True '1 dne@ta.internal
Attach + body msg 86528 CA\AttachmentTest 2017-06-3 Attach + bi /O=FIRST (User1@m¢ IPM.Note True £ dne@ta.internal
contentACCESS invitation msg 45056 Inbox\Emails to archive\Emails to pr 2017-12-1 contentAC Administra 'IPM.Note False n dne@ta.internal
contentACCESS license error msg 45056 Inbox\Emails to archive\Emails to pr 2017-12-1 contentAC Administra 'IPM.Note False 1 dne@ta.internal
contentACCESS license error msg 45056 Inbox\Emails to archive\Emails to pr 2017-12-1 contentAC Administra 'IPM.Note False '1 dne@ta.internal
contentACCESS invitation msg 45056 Inbox\Emails to archive\Emails to pr 2017-12-0 contentAC Administra 'IPM.Note False '1 dne@ta.internal
contentACCESS license error msg 45056 Inbox\Emails to archive\Emails to pr 2017-12-0 contentAC Administra 'IPM.Note False n dne@ta.internal
Word document msg 36864 Inbox\Emails to archive\Emails to pr 2017-07-0 Word doct | 'IPM.Note True '1 dne@ta.internal
Edgewave ThreatTest voted as one of the most promising MS msg 585728 Inbox\Emails to archive\Emails with 2018-02-2 Edgewave 1 'IPM.Note True '1 dne@ta.internal
here's S50 to sponsor your content on LinkedIn! msg 53248 Inbox\Emails to archive\Emails with 1753-01-0 linkedin@¢ «IPM.Note False '1 dne@ta.internal
Reminder: your coupon is about to expire! msg 53248 Inbox\Emails to archive\Emails with 1753-01-0 Reminder: linkedin@¢ :IPM.Note False €1 dne@ta.internal
Edgewave ThreatTest voted as one of the most promising MS msg 45056 Inbox\Emails to archive\Emails with 1753-01-0 Edgewave techarrow IPM.Note False :1 dne@ta.internal

> ¥ | Summary -

The exact fields involved in this manifest file can be configured in the administrator’s settings as
described below.

Field settings in the manifest file
To add/delete fields that should be involved in the exported manifest file, open the Manifest settings

page from the Administrator settings > Tasks - Manifest tab. Navigate to the logged on user and open the
Settings page.
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) =] Administrator -

contentACCESS Central Administration

My profile

Change user

Logout

Further switch to Tasks in the pane and select the Manifest tab.

¢ contentACCESS Portal Administrator +

# contentACCESS Portal | Tasks Settings [ Savesettings /O Reset  Efd English ~

& Common settings

v Remove task after download

[¥] Tasktypes Iy Manifest

i) Model fields at manifest

Advanced Sharing Teams Archive Email Archive File System Archive Legacy Email Archive Share Point Archive
o F ]
Creation date v Title v Subject v Modified date v Subject b 4 Name v
Expiration date v Creation date v Date v Modified by v Date b 4 Creation date Ve
Download limit v Author v From v Folder v From b 4 Modified date v
Download count/limit v Channel v To v Creation date v To b4 Size v
Status v Folder v Folder v File name v Has attachment b 4 Modified by v
File name v Has attachment v Has attachment v Size v url v
url e Unread v
Replied v
Size v

All available fields that can be displayed in the manifest file can be viewed here. Click on the cross mark
¥( ) next to the field to add it into the manifest. With clicking on the check mark ( )¥ou may disable
the selected field again.
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File System Archive
contentACCESS Portal is also a web user interface for the contentACCESS File System Archive. Any

files archived by a File System Archive job can be accessed by an end user (with the necessary rights)

from contentACCESS Portal during the files’ retention time.

File versions

In contentACCESS Portal, the end user may also view the versions of a file that have been created
during the archiving process. Versions are created when the original file is modified in the original file
system and the archive job archives this new file version into the archive. In contentACCESS Portal,
these versions are accessible in the “*Versions” column of the item list. Click on the version count in
this column and the document version(s) will be displayed. Document versions are marked with blue

color.

Y& contentACCESS Portal #¥ Connect to ~

# contentACCESS Portal / File system archive / H:\DEMO. tenant FSA Type search text here. Search (H:\DEMO_tenant_FSA) - EEengish- ]
Ia|lll cm T tems1/35 Search n: Current folder - Academic Transfer.docx [e* Share
© Title Size Created Modified Versions
5 10 film to watch this April_The Northman bt 088 20220407, 1553:27 20220401 10:14:18
® 10 films t watch this Aprilsx 127 KB 2022.04.07. 1553:28 20220401, 10:13:06 fiem s under legal hoid Show detalls
W 10 ilms to watch this April_Downtown Abbey.doc 12328 20220407, 15:53:24 20220401, 1021:54
7] 10 films to watch this April_Petite Maman.docx 124 KB 2022.04.07, 15:53:25 20220401, 10:15:46 This item is shared Show detalls
|55} 1] 1
@ E Size
W Academic Transterdocx 5 K8 2020.09.25, 15:02:42 202104.28. 0732:55 . !f
® Academic Transfer.docx 16K3 2020.09.28, 15:02:42 2020.09.29. 10:05:41 -
w Academic Transfer.docx 16K8 2020,09.28, 15:02:42 2020.09.29. 10:01:39 2020.09.28, 15:02:42
w Academic Transfer.docx 162 K8 2020.00.28, 15:02:42 2020.09.28. 14:17:40 Gy w
B B BBC_Culture_Style_Stunning_images_of_elegance_and_strength.pdf 731 k8 2021.05.28, 1021:13 2021.05.28. 08:46:32 Job #121 (Tenant #11)
® @ BBC_News. 228 K8 20210528, 1021:15 20210528, 08:50:47 -
B R BBC_News_ Cuiture_Theather_Why_sisters_have the greatest_love of allpdf 4981 KB 20210528, 1021:16 2021.05.28. 08:52:03 I| T
P BBC_News_Culture_Art_La_Peregrina_The_werlds_most_famous_pearl.docx 2239 KE 20210528, 1021:13 2021.05.28. 08:4%:50 Moo by
B @ BBC_News_Culture The_truth behind_Ancient_Rome's most_controversial wor 43 KB 2021.05.28, 1021:13 20210528, 08:42:21 o e 1)
B B Belgium.webp 2178 2022.04.07, 15:53:25 2022.04.01. 08:52:03 Pt
R B Brazilwebp 2246 KB 2022.04.07. 15:53:25 2022.04.01. 08:52:59 FADEMO,tenant FSA\Academic Transferdoce
BB Business Account Agreemens.pdf 3527 KB 2020.09.28. 15:02:42 202104.28. 0732:55 14 Mk for defete
B @ Business Changes Checklist pcif 1.1 M8 2020.00.28, 15:02:43 20210428, 0732:55 1 o
B R Checkfree.pdf 13928 2020.09.28, 15:02:45 20210428, 0732:55 1 ot
P Chicaga_Sister Citiesxisx 111K8 2021,05.04, 09:47:42 20201217, 131816 2022.10.11. 02:00:00
W R Computer.doc 1026 k8 2020,09.28, 15:02:45 20210504, 09:58:22

Filtering of active/inactive file system archive documents

When is an item/folder inactive in the archive? When an archive job is running, it is synchronizing the current
state of the archive with the state of the file system. It synchronizes the folder permissions as well.

An item/folder gets an inactive status in the archive if the file/folder no longer exists in the file system
(neither the original, nor the shortcut to it).
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Inactive files are marked with grey color in contentACCESS Portal, active files have a bold black color.
Once the item is moved back by the user or it is restored, its status will turn to active.
The aim of active/inactive item view in the archive is:

v To make visible in the archive, whether the archive items have corresponding original or
shortcut in the original file system; this might be useful when the user wants to recover from
the archive. (For more information about the recovery function refer to section Manual recov-
ery below).

v" To avoid displaying duplicates by using the active/inactive filtering options in the archive.

Note: Duplicates are created if a file/folder was moved to another file system location, orif it has been

renamed and an archive job processed both the old and the new file/folder.

How to filter between active/inactive items in the archive?
Our archive folder “DEMO_TENANT_FSA” on the below displayed screenshot contains both active and inac-
tive items.

T contentACCESS Portal £ Connect to ~ = Jake Peralta -

# contentACCESS Portal / File system archive | H:\DEMO_tenant FSA Type search text here. Search (H:\DEMO_tenant_FSA) - EI3 English ~ D

- . o , chin:
Is|lll ca ~ ftems:1/10 fear = - 0aScaOch7a534514b504e0c3679b379d.zi [ Share
) Root Title Size Created Modified Versions P
1
Diacritics W Atlantic Ocean.docx 11 MB 2021.01.08. 11:06:08 2022.01.24. 12:59:32 14
Filter : This item s shared Show details
B Books inspired by Jane Austenxisx 103 KB 2020.1130. 11:19:04 20220124 12:59:32 1
3 Forindexing
Msg files _—
ShortcutDeletion o 1 8.8 KB
3 Testfolder ® Ocean'’s Elevenzip 191.3 KB 2021.06.04. 13:26:37 2022.01.24. 12:59:32 11 Created
® ® The Picture of Dorian Gray.docx 298.5 KB 2020.09.28. 15:02:31 20220124, 12:59:32 1 2021.06.04. 10:15:55
=) Titanic pptx 52MB 2020.09.28. 15:02:32 20220124, 12:59:33 1 Modified
5] To DollLixt 4698 2021.06.04. 13:34:52 20220124, 12:59:33 1 2022.01.24.12:59:32
Modified by

Job #356 (Tenant #11)

Path
HADEMO_tenant_FSA\Wikipedia\0a5ca0ch7a534514b50de!

Mark for delete
False

Expiration date
2023.04.07. 02:00:00
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To filter out active/inactive items in a folder, click on the horn sign () at the bottom of the navigation
pane. To filter the active documents only, “Active only” filter must be applied. Screenshot A shows the
active items of the archive folder, on screenshot B only the inactive items are filtered out:

¥¢ contentACCESS Portal & Connect to - Jake Peralta -

contentACCESS Portal / File system archive / H:\DEMO_tenant FSA Type search text here. Search (H:ADEMO._tenant_FSA) - | EE English +
- v g3
= [ - (SR i ch in: Current folder .
Ia]ill SB C - orems1so W Active only  Search n:Current flde S| 0a5ca0cb7a534514b504e0c3679b379d.2i [ Share
Active/inactive items Title Size Created Modified Versions P
© Active only || ————— 1
= ) Atlantic Ocean.doce 11MB 2021.01.08. 11:06:08 2022.01.24. 12:59:32 1
Inactive only This item is shared Show details
© Active and inactive ® Books inspired by Jane Austen.xlsx 103 kB 2020130 111904 202201.24.12:59:32 1
@ 1
6] Ocean's Elevenzip 1913 KB 2021.0604. 13:2637 202201.24.12:59:32 1 Size
] The Picture of Dorian Gray.docx 2985 KB 20200928, 15:02:31 2022.01.24. 12:59:32 14 588 K8
B Titanicpptx 52MB 2020.09.28. 15:0232 202201.24.12:59:33 1 Created
B To Dolfixt 2698 20210604, 13:3452 20220124, 12:59:33 14 2021.06.04. 10:15:55
Modified

2022.01.24, 12:59:32

Modified by
Job #356 (Tenant #11)

Path
HADEMO_tenant_FSA\Wikipedia\0aScaOch7a534514b504el

Mark for delete
False

Expiration date
2023.04.07.02:00:00

< »

Screenshot A: Active items of the folder

Y¢ contentACCESS Portal ¥ Connect to ~ Jake Peralta -

# contentACCESS Portal | File system archive /| H:\DEMO_tenant FSA Search (H\DEMO_tenant_FSA) = EfF English - Q

- o~ oo i Current folder
[HI 57 5 Items: 1/3 Winactive only  Search in: Current folder =] 1B_BAS Program Planning Sheet.docx @ Share

Active/inactive items Title Size Created Modified Versions

O Active only

® Inactive only é il
|

O Active and inactive
Size
Created
2021.05.04. 09:58:45
Created by
Job #120 (Tenant #11)

This item is shared Show details

Modified
2021.05.04. 03:58:46
N Path
! H HA\DEMO_tenant_FSA\IB_BAS Program Planning
v Sheet.docx

Mark for delete
False

Expiration date
2022.05.04. 02:00:00

Screenshot B: Inactive items of the folder

File Archive tasks
By default, the following tasks can be triggered on the selected File Archive items/folders using the

toolbar buttons:
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Refresh
Export selected item(s) as a ZIP file
Create report

Share item(s)

Recover selected item(s)

Mark document(s) for delete

. Legal hold

The file archive tasks can be disabled/enabled in the Administrator’s settings on the Task types tab.

NoOousA WNH

For more information read section Enabling/disabling tasks.

T¢ contentACCESS Portal ## Connect to - =) Jake Peralta ~

# contentACCESS Portal | File system archive | HADEMO tenant FSA Type search text here. Search (H:\DEMO _tenant_FSA) - i3 English - [n]
1)
H fsd s / Search in: Current folder .
Iaji om | S emsijio S e Eurent ol = | 0a5ca0ch7a534514b50460c3679b379d zi [ Share
[2) Export selected item(s) as a ZIP file. 2)
® Root Size Created Modified Versions P
B create report 3)
1
e Share 4)
@ 14 M8 2021.01.08. 11:06:08 2022.01.24. 1255932 ik
D Recover selected item(s). 5) This item is shared Show details
"} xlsx 10.3 KB 2020.11.30. 11:19:04 2022.01.24.12:59:32 11
W Mark document(s) for delete 6)
[8) Legal hold 7) Size
o 1 583 KB
6} Ocean's Elevenzip 1913 KB 2021.06.04. 132637 2022.01.24. 1255932 11 Created
W The Picture of Dorian Gray.docx 2985 KB 2020.09.28. 15:02:31 20220124.12:59:32 14 2021.06.04. 10:15:55
B Titanicpptx 5.2 MB 2020.09.28. 15:02:32 20220124, 12:59:33 14 Modified
B To Dollltxt 4698 2021.06.04. 13:34:52 20220124, 12:59:33 14 202201.24.12:5832
Modified by
Job #356 (Tenant #11)
Path

H:ADEMO_tenant_FSA\Wikipedia\0aScalcb7a534514b504el

Mark for delete
False

Expiration date
2023.04.07. 02:00:00

Screenshot: Toolbar buttons in File Archive

It is possible to select:
= the whole folder structure on the root,
» a recursive folder structure
= child folders and items to process
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For more information refer to section Folder selection methods.

Refresh
This toolbar button should be used if any items have not been displayed in the item list yet and the

list of items should be reloaded.

Export selected item(s) as a ZIP file
To export file archive item(s)/folder(s) as a ZIP file, select the desired item(s) from the list view (or

select the node(s) in the left side pane) and click on the Export selected item(s) as a ZIP file but-
ton located above the list view. The exported items are zipped in the background (on the server side).
On the screenshot below we have selected the Root folder (including all its subfolders) to be exported
into ZIP:

¢ contentACCESS Portal

¥ Connect to - Jake Peralta -

# contentACCESS Portal / File system archive / H:\DEMO_tenant FSA Search (H\DEMO_tenant_FSA) - El3 English ~ D

Type search text here.

click to export the Root folder (including the subfolders) as ZIP file

Is|Ill chmea @D 0 [ Folders1
) ¥ Folder name/path
v
Root (indluding all subfolders)
V] Diacritics
V| Filter

3 W Forindexing
V| Msg files
V| ShortcutDeletios
3 ] Testfolder
5 | Wikipedia

The exported items/folders can be downloaded from the Tasks list. (For more information refer to sec-

tion Download of export actions).

Create report

T§ contentACCESS Portal

& Connect to - Jake Peralta ~

# contentACCESS Portal / File system archive / HADEMO_tenant FSA Type search text here. Search (HADEMO tenant FSA) - EEengish- [
- ~ ~ )
15111 cha s ftems: 1/ 35 Search in: Current folder & 10 flm to watch this April_The © Share
) Export selected item(s) as a ZIP file.
O Size Created Modified Versions Northman.txt

Create report

¢ Share
® 127 KB 2022.04.07. 15:53:28 2022.0401.10:13:06
@ |2 Recoverselected item(s) ntown Abbey.docx 1232 KB 2022.04.07. 15:53:24 2022.0401. 10:21:54 i tem i€ shared Show details
@ | B Markdocuments)for delete & Maman.docx 124KB 2022.04,07. 15:53:25 2022.0401.10:15:46
) Legalhold e
B D Academic Transfer.docc 167 KB 2020.09.28. 15:02:42 2021.10.11. 12:09:51 %088
B @ BBC_Culture Style_Stunning_images_of_elegance_and_strength.pdf 731KB 2021.05.28. 1021:13 2021.05.28. 08:46:32 Created —
W ® BBC News_ 428 KB 2021.05.28. 10:21:15 2021.05.28, 08:50:47 2022.04.07. 15:53:27 —
B B BBC_News_ Culture_Theather Why _sisters_have_the_greatest_love_of_all.pdf 4981 KB 2021.05.28. 10:21:16 2021.05.28. 08:52:03 Created by
R B BBC_News_Culture_Art_La_Peregrina_The_worlds_most_famous_pearl.docx 2239K8 2021.05.28. 1021:13 2021.05.28. 08:48:50 Job #356 (Tenant #11)
B @ BBC_News_Culture_The _truth_behind_Ancient_Rome's most_controversialwor 43 KB 2021.05.28. 10:21:13 2021.05.28, 08:42:21 Modified
B B Belgium.webp 217KB 2022.04.07. 15:53:25 2022.0401. 08:52:03 2022.04.01. 10:14:18
B B Brazilwebp 2245KB 2022.0407. 15:53:25 2022.0401. 08:52:59 Path
B B Business Account Agreemens.pdf 3527 KB 2020.09.28. 15:02:42 2021.04.28. 07:32:56 HADEMO_tenant_FSA\10 film to watch this April_The
Bn B Business Changes Checklist.pdf 1.1MB 2020,09.28, 15:02:43 2021.04.28, 07:32:56 Doaiaansd
B ® Checkfree.pdf 1392 KB 2020.08.28. 15:02:45 2021.0428. 07:32:56 Mark for delete
B @ Chicago_Sister Citiesxlsx 11.1KB 2021.05.04. 09:47:42 2020.12.17. 13:18:16 False
W ® Computer.doex 1026 KB 2020.09.28. 15:02:45 2021.05.04. 09:58:22 Expiration date
=] ] Cow.webp 122.7KB 2022.04.07. 15:53:26 2022.04.01.10:10:20 20202 0E0

Read more about this feature here.

Recovery
Recovery is used to re-generate a file system from the archive back into the original file location. This

processing type can be used in the following cases:

= A folder structure has been deleted;
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= One or more folders have been deleted;
*= One or more documents from the folder(s) have been deleted
from the original file location and the user needs to get back these already archived documents from

the archive. The items that do not have an original or a shortcut in the original file location (in the file
system) are inactive in contentACCESS Portal and have a light grey color.

With the recovery function the archived items can be put back into their source location. It can also
create the folder if it was deleted from the folder structure. It is possible to recover any part of the
structure:

= One or multiple folders;
= Recursive folder structure;
= One or more folder contents.

Important! The root folder mustn't be deleted (or it must be re-created if it was deleted) from the
original file system, otherwise its contents can’t be recovered back into the original location.

The file system recovery job is checking for duplicates, so the same recovery job can be run safely
multiple times, duplicates will not be created:

= if the file does not exist in the folder and the LNK file (shortcut) also does not exist in the folder
=> the original file is recovered to the folder

= if the file does not exist in the folder BUT the LNK file (shortcut) does exist in the folder => the
LNK (shortcut) is replaced with the original

= if the file already exists in the folder => nothing happens

Recovery of deleted items of folder “Wikipedia”
In this use case we will recover the deleted items of our shared folder "Wikipedia”. First we select this folder
in the navigation pane. Our inactive items have a light grey color in the grid.

T¢ contentACCESS Portal ¥ Connectto - B Jake Peraita -

# contentACCESS Portal | File system archive Search (H:\DEMO_tenan’ t_FSA) - El3 English ~ D

= & Z " hems: 1/10 Search in: Current folder C
(ML chmea =~ ftems: 1/10 seareh ns Curert folde 0a5caOcb7a534514b504e0c3679b379d.2i [ Share

Root Title Size Created Modified Versions P
Diacritics o108 110 1 1o
[} Atlantic Oceandocx 1.1 MB 2021.01.08. 11:06:08 2022.0124,12:59:32

Books inspired by Jane Austen.xisx 103 K8 2020.11.30. 11:19:04 2022.0124, 12:59:32

Filter This item is shared Show details

=

For indexing

Msg files e
ShortcutDeletion 1] 58.8 KB
Testfolder Ocean's Eleven.zip 191.3 kB 20210 6:37 20220124, 12:59:32 . Created
The Picture of Dorian Gray.decx 298.5 KB 2 0231 ) . 12159:32 ‘ 2021.06.04. 10:15:55
£ Titanicpptx 5.2 MB 2 02:32 L 12:59:3 . Modified

To Dollltxt 4698 2021.06.04. 13:34:52 2022.01.24. 12:59:33 2022.01.24.12:59:32

=

Dw =

Modified by
Job #356 (Tenant #11)

Path
HADEMO_tenant_FSA\Wikipedia\0a5ca0ch7a534514b504el

Mark for delete
False

Expiration date
2023.04.07. 02:00:00

Now we want to have all deleted folder items (inactive documents) back in our file location. We check
folder’s check box in the navigation pane and we click on the recovery toolbar button above the list

view:
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Y& contentACCESS Portal ¥ Connect to ~ B Jake Peralta -

# contentACCESS Portal / File system archive / H:\DEVIO_tenant FSA Type search text here. Search (H:\DEMO_tenant_FSA) - EdEngish- ]
,l, click to recover
Ia|lll ch»m @8 [dnn [ Folders: 1
Root

Folder name/path

Root/Wikipedia (including all subfolders)
Diacritics

Filter

3 [ Forindexing
Msg files
ShortcutDeletion

With the manual recovery the user has multiple options:
» He can either recover with the original modification date;
» He can also recover with the recovery date.
It is worth to recover with the recovery date if an archive job is already running on the selected file system fold-

ers and the files with a modification date younger than the recovery date are set to be archived. By selecting

the recovery date the user can prevent the recovered file(s) from being re-archived.

Folder(s) Recovery ®

Set the modification date of recovered items to

O] Original modification date
) Recovery date

Click on “"Recover” button to start the process. The active items will be skipped in the file system; if an
original file exists, it will not touched, if a shortcut to the item exists, it will be skipped.
All the items were recovered into the given folder. The modification date is set to the original modification

date.
Once the files are recovered, they will be recolored to black in the contentACCESS Portal’s item’s grid.
Mark document(s) for delete

With this task you can mark/unmark documents to be later deleted from the archive by the Delete job.You
can either way mark/unmark only the selected files, or all files from the current folder.

Y¢ contentACCESS Portal 2 Connect to ~ ) Jake Peralta -

# contentACCESS Portal |/ File system archive / H\DEMO_tenant_FSA Type search text here. Search (H:ADEMO_tenant_FSA) - EEEnglish- ]
- o o 21/ Search in: Current folder I .
Is|ll cB ~ ftems: 1/10 sareh i Current folde - 0a5calch7a534514b504e0c3679b379d.zi [ Share
[ Export selected item(s) as a ZIP file.
9 Root - Size Created Modified Versions P
Create report
1
A B Share
Diseritcs 5} 1.1 M8 2021.01.08. 11:06:08 20220124, 12:59:32 14 :
Filter "D Recover selected item(s). This item is shared Show details
® hdsx 103 KB 2020.11.30. 11:19:04 2022.01.24. 12:59:32 14
5 For indexing o Viark document) for deier= |
Mg files [6] Legal hold Mark document(s) for delete Size
ShorteutDeletion o 1 58.8 KB
3) Testfolder [} Ocean's Eleven.zip 1913 KB 2021.06.04. 13:26:37 2022.01.24. 12:59:32 14 Created
5 5] The Picture of Dorian Gray.docx 298.5 KB 2020.09.28. 15:02:31 2022.01.24. 12:59:32 14 2021.06.04. 10:15:55
£] Titanic.pptx 52 MB 202009.28. 15:02:32 202201.24. 12:59:33 14 Modified
B To Dolll.bet 459 B 2021.06.04. 13:34:52 2022.01.24. 12:59:33 14 2022.01.24. 12:59:32
Modified by
Job #356 (Tenant #11)
Path

HADEMO_tenant_FSA\Wikipedia\0aScalcb7a534514b504e!

Mark for delete
False

Expiration date
2023.04.07. 02:00:00

4 3
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Select the desired action (mark or unmark) from the Operation dropdown list and then click Create.

Delete from archive X

Process: All items from the selected folder

s Selected item(s) (1)

Operation®  Mark for delete N

Create Cancel

Legal hold

¢ contentACCESS Portal ¥ Connect to + Jake Peralta ~

# contentACCESS Portal / File system archive / H:ADEMO_tenant FSA Type s Search (H:\DEMO_tenant_FSA) - | EEEngish- ]
- ~ ~ .
Search Current folder .
1=/l cm ~ tems: 1/10 esrch in: Current folde bk 0aSca0ch7a534514b504e0c3679b379d.zi [ Share
@) Export selected item(s) as a ZIP file.
D Root Size Created Modified Versions P
Create report
q
iacriti [2 Share
Diseriics 2] 11MB 2021.01.08. 11:06:08 2022.01.24, 12:59:32 1 -
Fiter D Recover selected item(s). This item is shared Show details
[F) ndsx 103 KB 2020.11.30. 11:18:04 2022.01.24. 12:59:32 14
5 For indexing W Mark document(s) for delete
Msg files Size
ShortcutDeletion '] 1 58.8 KB
) Testfolder B Ocean's Eleven.zip 191.3KB 2021.06.04. 132637 2022.01.24. 12:59:32 K Created
o ] The Picture of Dorian Gray.dogx 298.5 KB 2020.09.28. 15:02:31 2022.01.24, 12:59:32 14 2021.06.04. 10:15:55
5] Titanic.pptx 5.2 MB 2020,09.28. 15:02:32 2022.01.24, 12:59:33 ik Modified
B To Dol txt 4698 2021.06.04. 13:34:52 20220124, 12:59:33 14 2022.01.24.12:59:32
Modified by
“ Job #356 (Tenant #11)

Path
HA\DEMO_tenant_FSA\Wikipedia\0aScaOcb7a534514b504e!

Mark for delete
False

Expiration date
2023.04.07. 02:00:00

Read more about this feature here.

Share item(s)
With this option, you can easily share links pointing to the selected items, which can be later sent to

other users.

¥ contentACCESS Portal #% Connect o - 5] B Jake Peralta ~

# contentACCESS Portal / File system archive / H:\DEMO_tenant FSA Search (H:\DEMO_tenant_FSA) - | EEEngish- ]
H [ - 52 : Search in: Current folder .
Ialll c8 | T remsi/10 earen i Current el S| 0a5ca0ch7a534514b504e0c3679b379d zi [ Share
[©) Export selected item(s) as a ZIP file.
9 Root size Created Modified Versions P
Create report
P
iacriti [@ Share
Diseritics [F] 1.1 MB 2021.01.08. 11:06:08 20220124, 12:59:32 K -
Fiter D Recover selected item(s). This item is shared Show details
IF) ndsx 103KB 2020.11.30. 11:18:04 2022.01.24. 12:59:32 14
3 For indexing W Mark document(s) for delete
Msg files Legal hold .
ShartcutDeletion L] 1 588K
5 Testfolder 6] Ocean's Eleven.zip 1913 K8 2021.06.04. 1326:37 2022.01.24, 12:59:32 ik Created
3 ] The Picture of Dorian Gray.docx 2985 KB 2020.09.28. 15:02:31 202201.24. 12:59:32 14 2021.06.04. 10:15:55
5] Titanic.pptx 5.2 MB 2020,09.28. 15:02:32 2022.01.24. 12:59:33 ik Modified
B To Dollltxt 4698 2021.06.04. 133452 2022.01.24. 12:59:33 ik 2022.01.24. 12:59:32
Modified by
“ Job #356 (Tenant #11)
N Path
4 HA\DEMO_tenant_FSA\Wikipedia\0aScaOch7a534514b504e!

Mark for delete
False

Expiration date
2023.04.07. 02:00:00

Read more about this feature here.

Email Archive
contentACCESS Portal is also a web user interface for the contentACCESS Email Archive. Emails and attach-
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ments archived by an Email Archive job can be accessed by an end user from contentACCESS Portal during
the emails’ retention time.

Email Archive tasks
By default, the following actions can be run on the selected email archive items/folders using the

toolbar buttons.

Refresh

Export selected message(s) as a PST file
Export selected item(s) as a ZIP file

Create report

Share item(s)

Recover selected item(s)

Mark document(s) for delete

. Legal hold

ONOAUARWNE

The email archive tasks can be disabled/enabled in the Administrator’s settings on the Task types

tab. For more information read section Enabling/disabling tasks.

T contentACCESS Portal £ Connect to - B Jake Peralta -

# contentACCESS Portal / Email archive | jake peralta@tech-arrow.com Type search text here Search (jake peralta@tech-arrow.com) - EiEEngish- [
1)
HIl] cha < ltems: 1/6 Search in: Current folder = [ Share
S [{] Export selected message(s) as a PST file. 2) From Jake peralta@tech-arrowicom
rehive 7 Subject Date T Size Date 2021.06.07. 19:14:58
5 () Ewportselected tem(s) asaziP e, 3) To szilvia kelemen@tech-
Deleted Items Creste report 4) . - Ao,
e . Triple testing meeting 2021.0506. 10:20:23  sandra bullock@tech-arrow.commelissamccarthy @tech-arrow.com 116 k8 Expiration date 2022.06.29.
Share 20
Drafts = 5) Double testing meeting ~ 2021.05.06, 10:1442  sandra bullock@tech-arrow.com 116 k8 :‘ﬁ;‘d:'m igiggg; lgzggg
: nd date .07, 19:501
Inbox o | D Recoverselecteditems). 6) 2021.05.06. 10:1350  melissameccarthy@tech-arrow.com 108 KB 1 CA Keep
Junk Email @ |0 Markdocument(s) for delete 7) Testing 2021.0506. 10:1346  DEMO_Team@tech-arrow.com;jake.peralta@tech- 132K8
Sent ltems =) Legal hold 8) Demo test 20210115, 155438 sandrabullock@tech-arrow.comijake peralta@tech- 1128

Screenshot: Toolbar buttons in the Email Archive

It is possible to select
e the whole folder structure on the root,
e arecursive folder structure
e child folders
e and items to process
For more information refer to section Folder selection methods.

Refresh
This option should be used if any items have not been displayed in the item list yet and the list of

items should be reloaded.

Export selected message(s) as a PST file
To export one or multiple mailbox items/mailbox folders as a PST file, select the items from the item

list/mailbox folders from the navigation pane. Now click on the Export selected message(s) as a

PST file button located above the list view.
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T contentACCESS Portal $¥ Connect to ~

Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search text here. Search (jake.peralta@tech-arrow.com) -~ E@Engish- ]
[HIl] < < ltems: 1 /6 Search in: Current folder 3 [ Share
Archive J2)_Export selected message(s) as a PST file. | From jake peralta@tech-arrow.com
- Subject Date To size Date 2021.06.07. 19:14:59
5 () Export selected item(s) as a ZIP fle To szilviakelemen@tech-arrow.com
Deleted tems Create report Expiration date 2022.06.29.
= |, Triple testing meeting  2021.05.06. 10:20:23  sandra.bullock@tech-arrow.com:melissa.mccarthy@tech-arow.com 116 KB Start date 2021.06.07. 19:20:00
Sh 504
Drafts a are Double testing meeting ~ 2021.05.06. 10:1442  sandra bullock@tech-arrow.com 16KB E"(“A“;“ 20210607, 19:50:00
i 1 CAKeep
Inbox @ | D Recoverselected item(s) 20210506, 10:13:50  melissamccarthy@tech-amow.com 108 KB
Junk Email g | 0 Markdocument(s) for delete Testing 20210506, 10:13:45  DEMO_Team@tech-arrow.com;jake peralta@tech- 132K8
Sent ltems a [§ Legalhod Demo test 2021.01.15. 15:54:38  sandra.bullock@tech-arrew.com;jake.peralta@tech- 112 K8
tem s under legal hoid Show details
This email is shared Show details
‘
“« H
,

Choose if you want to export all items from the current folder, or only the selected items. Click on
Create or press enter.

Export to PST X

Mame *: qport Wed Jun 20 2018

Export: All items from the selected folder (2)
s Selectad item(s) (2)

Create Cancel

The exported items/folders can be downloaded from the Tasks list. (For more information refer to sec-

tion Download of export actions)

Export selected item(s) as a ZIP file
To export one or multiple mailbox archive item(s)/folder(s) into ZIP format, select the mailbox item(s)

from the item list (or select the node in the tree view) and click on the Export selected item(s) as
a ZIP file button located above the item list.

T¢ contentACCESS Portal 2 Connect to -

Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search Search (jake.peralta@tech-arrow.com) ~  EH English -
jaker vr P g
[HIl] ch < ltems: 1/6 Search in: Current folder = [ Share
Areh [} Export selected message(s) as a PST file. From jake peralta@tech-arrow.com
rehive - Subject Date To Size Date 202106.07. 19:14:59
3 [2]_Export selected item(s) as a ZIP file To szilvia kelemen@tech-arrow.com
Deleted ftems Creste report Expiration date 2022,06.29.
=} e Triple testing meeting 20210506, 10:20:23  sandra.bullock@tech-arrow.com:melissamccarthy@tech-arrow.com 116 KB Start date 2021.06.07. 19:20:00
sh '
Drafts are Double testing meeting ~ 2021.05.06. 10:1442  sandrabullock@tech-arrow.com 116 KB E"é‘A“:" 2021.06.07. 19:50:00
1 CA Keep
Inbox = | D Recover selected item(s) 2021.05.06. 10:13:50  melissamecarthy@tech-arrow.com 108 KB
Junk Email = |0 Mark document(s) for delete Testing 2021.05.06.10:13:46  DEMO_Team@tech-arrow.com;jake peralta@tech- 132 KB w
Sent ltams a Legal hold Demo test 20210115, 1554:38  sandra.bullock@tech-arrow.com;jak h- 112K8
ltem is under legal hold Show details
This email is shared Show details
‘
‘ H
»

Choose if you want to export all items from the current folder, or only the selected items. Click on
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Create or press enter.

Export to zip X

MName *: gport Wed Jun 20 201

Export: All items from the selected folder (3)
= Selected itemis) (2)

Create Cancel
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Create report

T contentACCESS Portal 2% Connect to - ) Jake Peralta -

# contentACCESS Portal / Email archive / jake.peralta@tech-arrow.com Type search text here. Search (jake.peralta@tech-arrow.com) ~ E@Engish- ]
[HIl] cha < ltems: 1/6 Search in: Current folder = [ Share
Areh [} Export selected message(s} as a PST file. From jake peralta@tech-arrow.com
rehive Subject Date To Size Date 202106.07. 19:14:59

] Export selected item(s) as a ZIP file.

S To szilviakelemen@tech-arrow.com
S Expiration date 2022.06.29.
eieted frems = s Triple testing meeting 2021.05.06. 10:20:23  sandra.bullock@tech-arrow.com:melissa.mccarthy@tech-arrow.com 116 KB Start date 2021.06.07. 19:20:00
sh
Drafts are Double testing meeting ~ 2021.05.06. 10:1442  sandrabullock@tech-arrow.com 116 KB E"é‘A“;" 2021.06.07. 19:50:00
1 CA Keep

Inbox = | D Recover selected item(s) 2021.05.06. 10:13:50  melissamecarthy@tech-arrow.com 108 KB

Junk Email = |0 Mark document(s) for delete Testing 2021.05.06.10:13:46  DEMO_Team@tech-arrow.com;jake peralta@tech- 132 KB m

Sent Items a Legal hold Demo test 2021.01.15. 15:54:38  sandra.bullock@tech-arrow.comyjake.peralta@tech- 112 K8
ltem is under legal hold Show details
This email is shared Show details

Read more about this feature here.

Share item(s)
With this option, you can easily share links pointing to the selected items, which can be later sent to

other users.

T¢ contentACCESS Portal 2% Connect to - B Jake Peralta -

# contentACCESS Portal / Email archive / jake peralta@tech-arrow.com Type search text here. Search (jake.peralta@tech-arrow.com) -~ E@Engish- ]
1=/ a1 -] [+ ltems: 1/ 6 Search in: Current folder B [ Share
Areh [ Export selected message(s) as a PST file. From jake peralta@tech-arrow.com
rehive . Subject Date To Size Date 2021.06.07. 19:14:59
- [ Export selected item(s) as a ZIP file, To silviakelemen@tech-arrow,com
Deleten 1t B Creste report Expiration date 2022.06.29.
sisted frems =] = Triple testing meeting 20210506, 10:20:23  sandra.bullock@tech-arrow.com:melissa.mecarthy@tech-arrow.com 116 KB Start date 2021.06.07. 19:20:00
Sh
Drafts = Double testing meeting ~ 202105.06. 10114:42  sandra.bullock@tech-arrow.com 156 K8 E":A":" 2021.06.07. 19:50:00
1 CAKeep
Inbox D Recover selected item(s) 2021.05.06.10:13:50  melissamecarthy@tech-arrow.com 108 KB
Junk Email m |0 Mark document(s) for delete Testing 2021.05.06.10:13:46  DEMO_Team®tech-arrow.comjake peralta@tech- 132 K8
Sent ltems a Legal hold Demo test 2021.01.15. 155438 sandrabullock@tech-arrow.comjake.peralta@tech- 12K8
cem s under legal hoid Show details
This email is shared Show details

. H

Read more about this feature here.

Recover selected item(s)
Recovery is used to re-generate the emails from the archive back into the original location.This pro-

cessing type can be used in the following cases:

= Afolder structure has been deleted;
= One or more folders have been deleted;
= Oneor more emails from the folder(s) have been deleted
and the user needs to get back these already archived items from the archive.
With the recovery function the archived items can be put back into their original mailbox location. It

can also create the folder if it was deleted from the mailbox’s folder structure. It is possible to recover
any part of the structure:

= One or multiple mailbox folders;
= Recursive folder structure;
= One or more folder contents.

Important! The root folder mustn’t be deleted (or it must be re-created manually if it was deleted) from
the folder structure, otherwise its content can't be recovered back into the original location in the

mailbox.
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= Ifthereis a shortcut for the recovered email in the mailbox folder — the email won't be recovered;
» Ifthe email is already present in the mailbox folder — the email won't be recovered;
= If the email has been deleted from the mailbox folder — the email will be recovered.

Recovery of deleted mailbox folder “Calendar”
In this use case we will recover the deleted mailbox folder “Calendar”. We would not like to involve

the subfolders, so we double click on this folder’s checkbox in the navigation pane. Then we click on

the recovery toolbar button above the list view:

¢ contentACCESS Portal & connect to - = Jake Peralta -
# contentACCESS Portal | Email archive / jake peralta@tech-arrow.com Type search text here Search (jake peralta@tech-arrow.com) -~ EdEnglish- ]
click to recover
Is|ll [sjmita] ] B & ml [  Folders:1
Archive Folder name/path

s Calendar (including all subfolders)
Deleted ftems
Drafts
Inbox
Junk Email

Sent ltems
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Folder “Calendar” will be put back into the mailbox after the task is completed.
Export and recovery actions (accessible from the toolbar buttons of Email Archive and File Sys-

tem Archive) that run/are currently running can be viewed and downloaded from the Tasks list.

For more information about the Tasks List refer to section Tasks list.

Mark document(s) for delete

With this task you can mark/unmark emails to be later deleted from the archive by the Delete

job. You can either way mark/unmark only the selected emails, or all emails from the current

folder.

¢/ contentACCESS Portal ¥ Connect to -

Jake Peralta -

# contentACCESS Portal / Email archive | jake.peralta@tech-arrow.com

Il cB T kemsi1/6
[B)  Export selected message(s) as a PST file.

Archive Subject
- ) Export selected item(s) as a ZIP file.
Deleted ltems ) creste report
o Triple testing mesting
Share
Drafts =) Double testing meeting
Inbox g | D Recoverselected item(s)
Junk Email = [0 Mark docoment(s) for delete Testing
Sent ftems = Legal hold Demo test

Date

2021.05.06. 10:20:23
2021.05.06. 10:14:42
2021.05.06. 10:13:50
2021.05.06. 10:13:46
2021.01.15. 15:54:38

Search (jake.peralta@tech-arrow.com) - Ef3 English ~ [n]
Search i it fold = [ Share
From jake perafta@tech-arrow.com
T size Date 20210607, 19:14:59
T stilvia.kelemen@tech-arranicom
Expiration date 20220629,
sandra bullock@tech-arrow.commelissamecarthy@tech-arrow.com 116 KB Start date 2021.06.07. 19:20:00
sandrabullock@tech-arrow.com 116 K8 End date 2021.0607. 19:50:00
§ CAKezp
melissa.mecarthy@tech-arrow.com 108 k8
DEMO_Team@tech-arrow.comjake peralta@tech- 132k8
dra.bullock@tech-amow.comiak h- 112k8
frem s under legal nold Show details
This email is shared Show details

Select the desired action (mark or unmark) from the Operation dropdown list and then click Create.

Delete from archive

X

Process: All items from the selected folder

») Selected item(s) (1)

Operation™ | Wark for delete

Legal hold

F¢ contentACCESS Portal 2 Connect to -

Create Cance

#& contentACCESS Portal / Email archive | jake.peralta@tech-arrow.com

1=/l ch < ltems: 1/6
[) Export selected message(s) as a PST file.
Archive Subject
. @) Export selected item(s) as a ZIP file.
Deleted ftems B creste report . . .
[ Sh Triple testing mesting
are
Drafts = Double testing meeting
Inbox a D Recover selected item(s).
Junk Email g I Mark document(s) for delete Testing
Sent Items = |[5]_Legslhold Demo test

Read more about this feature here.

SharePoint archive

Date

2021.05.06. 10:20:23
2021.05.06. 10:14:42
2021.05.06. 10:13:50
2021.05.06. 10:13:46
2021.01.15. 15:54:38

To

sandra.bullock@tech-arrow.com;melissa.mccarthy@tech-arrow.com
sandra.bullock@tech-arrow.com
melissamccarthy@tech-amrow.com
DEMO_Team@tech-arrow.conjake peralta@tech-

sandra.bullock@tech-arrow.comsjake. peralta@tech-

Jake Peralta -

Search (jake.peralta@tech-arrow.com) - i3 English ~ ]
ol [ Share
From jake peralta@tech-arrow.com
Size Date 202106.07. 19:14:59
To szilvia kelemen@tech-arrow.com
Expiration date 2022,06.29.
16K8 Start date 2021.06,07. 19:20:00
k8 End date 2021,06.07. 19:50:00
1 CA Keep
108 KB
112K8
ltem is under legal hold Show details
This email is shared Show details

contentACCESS Portal is also a web user interface for the contentACCESS SharePoint archive. Any files

archived by a SharePoint Archive job can be accessed by an end user (with the necessary rights) from
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Item versions in SharePoint archive
In contentACCESS Portal, the end user may also view the versions of a file that have been created dur-

ing the archiving process. Versions are created when the original file is modified on SharePoint and the
archive job archives this new file version into the archive. The archive job can build up the whole ver-
sion history from the SharePoint site. In contentACCESS Portal, these versions are accessible in the
“Versions” column of the item list. Click on the version count in this column and the document ver-

sion(s) will be displayed Document versions are marked with blue color.

¥ contentWEB M Connectto - =] Pierre Curie -

A contentWWEB | SharePoint archive Search (Version testing) .| mEegish. 0

6}

15/l ol T - temsiss . ; & | Kamala Harris_vice presidentdocx

Creation date Modified date urt Versions

This item s shared

€ ©

TEEE®

EPEEIEES0TEE D

The version, the modification date, and the person who modified the items are displayed in the item’s

preview too.

# contentWEB | SharePoint archive fersion testing Type search text here, Search (Version testing) - IS English - u]
Ia|lll cm S hems1/1s Search in: Current folder - State Population_USAxisx
tom ifi
Name Creationdate ~ Modified date ~  Size Modified url Versions
@ Discussion by
© ® 27.00.2021 509KB  Szilvi Xpir e
607 2:0001
W 18102021 78KB  Erka
= 18.10.2021 13MB  Erika Narm,
State Population USAxlsx
® 21102021 2000 Eika
w 18102021 4148 Erka Ordes
43000

® 27002021 6167  Eka
5] 27,00.2021 451K Szilvi 5‘:‘:
) 27092021 3925 it 6o N
® s, 2709.2021 196KB  Szil
o 0001 s & repoint comy/sites/ Versiontesting/Shared Documen
R 2700202 ik
® 27.00.2021 18TKE  Szihia
® 27092021 06102021 167K Szihia
[F) 27002021 06102021 186K Sziia
® 27092021 06102021 185K8  Szivia P g
@ 27.09.2021 06102021 185K Szivia p ing/Shared
® 27002021 06102021 185K Szilia o a
® 27.00.2021 06102021 185K Szihia ps:// a
® 27092021 06102021 164K8  Sziia p ting/Shared
® 27002021 06102021 203K8  Saivia P ting/Shared
® 27002021 27.002021 182K Szibia P a

The sharing, the search and the tasks from the toolbar are working only with the latest/current ver-
sion in the SharePoint archive. If the user stands on a previous version, the Share button is disabled. On
the other hand, if the user stands on a previous version, the tasks from the toolbar are enabled, but a

message will appear to inform the user that the latest version will be added to the selected task.
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Export to zip

Name *: contentWEB Export 12/22/2021

Export: All items from the selected folder
= Selected itemi(s) (1)

A Only the latest version of the selected item(s) will
(A=Y
be processed.

Create Cancel

The version column needs to be enabled on the Settings page to see the versions in the conten-
tACCESS Portal. To pen the page, navigate to the logged-on user in the right upper part of the

header bar, open the dropdown menu and click on Settings:

E Administrator -

contentACCESS Central Administration
My profile

Change user

Logout

On the UI tab select the SharePoint archive model settings and select the Versions supported
option from the drop-down menu. The changes need to be saved at the top of the page.

SharePoint archive

[SharePointArchive]

Icon Preview

icon-file-powerpoint SharePoint

Inactive items Versions

Supported Supported

Not supported
Supported

Important. LIMITATIONS: The full SP version history is archived for SharePoint 2019+ or 0365

SharePoint archive tasks
By default, the following tasks can be triggered on the selected SharePoint archive items/folders

using the toolbar buttons:
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Refresh

Export selected item(s) as a ZIP file

Create report

Share item(s)

Recover selected item(s)

Mark document(s) for delete

. Legal hold

The SharePoint archive tasks can be disabled/enabled in the Administrator’s settings on the

NoOUuhRWNE

Task types tab. For more information read section Enabling/disabling tasks.

It is possible to select

= the whole folder structure on the root,
= arecursive folder structure

= child folders

*= and items to process

For more information refer to section Folder selection methods.

¥& contentACCESS Portal 2 Connect to -

# contentACCESS Portal SharePoint archive DEMO

1)
I; |II <t < ltems: 1/ 18
: ; e
Custom list 1 @ Export selected item(s) as a ZIP file 2}
Custom list 2 Create report 3]
Custom3 2 [ Share 4}
DelDocl A D Recover selected item(s). 5]
DelDoc2 A M Mark document(s) for delete 6}
Demo calendar 1A Legal hold ?}

1. Refresh - This toolbar button should be used if any items have not been displayed in the
item list yet and the list of items should be reloaded

2. Export selected item(s) as a ZIP file — To export SharePoint archive item(s)/folder(s) as
a ZIP file, select the desired item(s) from the list view (or select the node(s) in the left
side pane) and click on the Export selected item(s) as a ZIP file button located
above the list view. The exported items are zipped in the background (on the server
side). The exported items/folders can be downloaded from the Tasks list. (For more in-

formation refer to section Download of export actions).

Create report— read more about this feature here.

4. Share item(s)— with this option, you can easily share links pointing to the selected items, which
can be later sent to other users. Read more about this feature here.

5. Recover selected items — with this function the user is able to recover the deleted

item(s)/folder(s) from the archive to the original location on the SharePoint site. The items can be
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recovered with the original modification date, or with the recovery date.

6. Mark document(s) for delete - With this task you can mark/unmark documents to be later deleted
from the archive by the Delete job.You can either way mark/unmark only the selected files, or all files
from the current folder.

7. Legal hold - Read more about this feature here.

OneDrive archive
contentACCESS Portal is also a web user interface for the contentACCESS OneDrive Archive. Any files
archived by a OneDrive archive job can be accessed by an end user (with the necessary rights) from
contentACCESS Portal during the files’ retention time.

Item versions in OneDrive archive
In contentACCESS Portal, the user may also view the versions of a file that have been created during
the archiving process. Versions are created when the original file is modified in the user’s OneDrive ac-
count, and the archive job archives this new file version into the archive. In contentACCESS Portal,
these versions are accessible in the “Versions” column of the item list. Click on the version count in this
column, and the document version(s) will be displayed. Document versions are marked with blue color.
The item versioning in the OneDrive archive works with the same method as in the SharePoint archive.
For more information refer to chapter Item versions in SharePoint Archive.

J¢ contentACCESS Portal m B Jake Peralta -

# contentACCESS Portal / OneDrive archive Search (Jake Peralta) - ElF English « D

- ~ o
Il cn ~ ftems: 1/7 1001book you should read.xlsx [ Share

Dokumenty Modified Modified by Size Versions
Microsoft Teams Chat Files

2021.05.10. 16:01:28 Jake Perslta 702K8 TSN Show details

2021.06.04. Jake Ita 268.7 KB
2021.06.04.

[alce

Jake Peralta 7208 Expiration date
Jake Peralta 21MB 2023.02.02. 01:00:00

7 ful-view-of-funchal-m.
ictionary.txt
land 2021.05.10. 16 ta
Ocean’s Elevendoct 2021.05.10. 16:0 Jake Peralta 195.6 KB Nazev
Test pptx 2021.06.04. 13:31:39 Jake Peralta 52 M8 1001book you should re
“ellowstone National Park docx 2021.05.10. 16:01:59 Jake Peralta 8456 KB s

Poradi
1500.0

=)

[t

Size
699 KB

url
https://techarrow-my.sharepoint.com/personal/jake_per

alta_tech-arrow_com/Documents/Prilohy/1001book yo
u should read xsx

OneDrive archive tasks
By default, the following tasks can be triggered on the selected OneDrive archive items/folders using the
toolbar buttons:
Refresh
Export selected item(s) as a ZIP file
Recover selected item(s)
Mark document(s) for delete
Legal hold
Create report
Share item(s)

NOUAWNE
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Y¢ contentACCESS Portal #¥ Connect to ~

# contentACCESS Portal OneDrive archive /' Jake Peralta

1)
I= ||I cb 4 ltems: 1/7
J) Dokumenty Ej Export selected item(s) as a ZIP ﬂle.2}
Microsoft Teams Chat Files Create report 3)
[ Share 4}

2 ) Recover selected item[s).S)
B M Mark document(s) for delete 6}
i |[&] Legalhold 7)

Sharing
contentACCESS Portal is also a web user interface for the contentACCESS Sharing app. Any files

shared by the app can be accessed by an end user (with the necessary rights) from contentAC-
CESS Portal.

Sharing tasks
By default, the following actions can be run on the selected sharing items:
Refresh
Export selected item(s) as a ZIP file
Create report
Modify sharing options
Show related files
Download history refresh

OUhWNH

The Export selected item(s) as a ZIP file and Create report sharing tasks can be disabled/enabled in the
Administrator’s settings on the Task types tab. For more information read section Enabling/disabling
tasks.
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ontentACCESS Portal & Connectto - =] Jake Peralta -

# contentACCESS Portal / Sharing / jake.peralta@tech-arrovi.com [Demol Search (jake.peralta@tech-arowcom [Demo]) | ~ | EE English (]
1|l Sl T temsi1/1: Search in selected folder.. -
- [ Export selected item(s) as a ZIP file. 1) Shared — R Demo test.zip
My shares Create report 2) Shared by - P Status  Referenced model s
3) My organization
Calendar sandrabullock@tech- 20220221, 20220313, Expired  Email archive 20
) New NBA season to test LeBron James abilities.pdf sandrabullock@tech- 20220221, 20241116, Active  Teams archive Unlimite
=) jak 1-arrow.com has downloaded your shared sandrabullock@tech- 20220221, 20241116, Active  Email archive Unlimite
) Academic Transfer.docx sandrabullock@tech- 20220221, 20220313, Expired  File system archive 20
) Academic Transfer.docx sandrabullock@tech- 20220221, 20220313, Expired  File system archive 20 o m;
) Academic Transfer.docx sandrabullock@tech- 20220221, 20220313, Expired  File system archive 20 ot by
= Jake.msg sandrabullock@tech-  20220210. 20220302 Expired  Email archive 20 Jake Peralta
= Melissamsg sandrabullock@tech-  20220210. 20220302 Expired  Email archive 20 Shared on
=] BBC_news_culture_the_tv_shows_that_reveal_the real Francemsg ~ sandrabullock@tech- 20220210,  2022.03.02 Expired  Email archive 20 2022.05.12. 15:15:26
= Andy Samberg's careermsg sandrabullock@tech-  20220210. 20220302 Expired  Email archive 20 . Expiration date
w 1001 book you should read.xisx jakeperaltatech- 20220207 20220211, Expired  OneDrive archive 1 1 20220527, 23‘: 5959
5 Virtual Drive.ppte sandrabullock@tech-  202202.07.  202203.02 Expired  Direct upload 23 » 2”;:':?:;":::
B CA - GATE contentAccesslog sandrabullock@tech-  20220207. 20220219,  Expired  Direct upload 12 Downiond count
B Archive with share path 2.3.44 - mcs01 problem.txt sandrabullock@tech-  20220207. 20220219,  Expired  Direct upload 12 o
= Add - Edit tenantjpg sandrabullock@tech-  20220207. 20220219,  Expired  Direct upload 12 Shared with
B 1001 movie you should watchixt sandrabullock@tech-  20220207. 20220208  Expired  OneDrive archive 1 Recipients only
Test with emails attach.msg sandrabullock@tech-  20220207. 20220208, Expired  Email archive 1 Recipient(s)
=] Test with emails attach.msg sandrabullock@tech- 20220207 2022.02.08. Expired  Email archive 1 ke perlia@ioc SRcw.con
] 2016-18-college-catalog-north-seattle-callege pdf sandrabullock@tech- 20220204, 20220204, Expired  File system archive 2 "T”E"::: ot rehive
5] Emily Bronte.zip sandrabullock@tech- 20220204,  20220211.  Expired  Teams chat archive 2
] Health Med Computers 0809_1.docx sandrabullock@tech- 20220204,  20220205.  Expired  GDPR File system s Vit sharing options
=) To: Melissa + Jake.msg sandrabullock@tech- 20220204, 20220205, Expired  Email archive 4
=) BBC_News_Culture_Art_La_Peregrina_The_worlds_most_famous_pe  sandrabullock@tech- 20220204, 20220206, Expired  Email archive 3
=) To Melissamsg sandrabullock@tech- 20220204, 20220226, Expired  Email archive 2 ) ~
- S Download history <}

Jake.msg sandrabullock@tech- 20220204, 2022.02.26. Expired  Email archive

. . - - S No downloads yet m
_
Refresh

This option should be used if any items have not been displayed in the item list yet and the list

of items should be reloaded.

Export selected item(s) as a ZIP file
To export one or multiple sharing item(s) into ZIP format, select the item(s) from the item list and click on
the Export selected item(s) as a ZIP file button located above the item list.

# contentACCESS Portal Sharing / jake.peralta@tech-arrow.com [Demo]

I=|lll -t ~ ftems: 1/ 154
Fa Export selected item(s) as a ZIP file. I

Create report

- My shares
- My organization

Calendar

Choose if you want to export all items from the current folder, or only the selected item(s). Click on
Create or press enter.

Export to zip ‘

Name *: contentWEB Export 7/23/2020

Export: All items from the selected folder
= Selected item(s) (2)

Creats Cancel

Create report
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# contentACCESS Portal / Sharing / jake.peralta@tech-arrow.com [Demol]

|=|||| B T | iems1/154
— E_E] Export selected item(s) as a ZIF file,

5

E Create report

— My shares
- My organization

Calendar

Read more about this feature here.

Modify sharing options

Read more about this feature here.

¢ contentACCESS Portal £ Connectto ~ Jake Peralta ~

# contentACCESS Portal / Sharing / jake.peralta@tech-arrow.com [Demo] Search (jake.peralta@tech-arrowcom [Demol) -~ Ei@ English - []

(5] 57 Items: 1 / 154 Search in selected folder -
) Export selected item(s) as a ZIP file. N .
N Shared by Shared Bxpiration ©  ciius  Referenced model DU Demo testzip
) My shares Create report y on date limit
3) My organization
Calendar sandrabullock@tech- 20220221 2022.03.13.  Expired  Email archive 20
=] New NBA season to test LeBron James abilities.pdf sandra.bullock@tech- ~ 2022.02.21.  2024.11.16. Active Teams archive Unlimite
a jake.peralta@tech-arrow.com has downloaded your shared sandra.bullock@tech-  2022.02.21.  2024.11.16. Active Email archive Unlimite
) Academic Transfer.docx sandrabullock@tech- 20220221 20220313, Bxpired  File system archive 2 .
tatus
) Academic Transfer.docx sandrabullock@tech- 20220221  2022.03.13.  Expired File system archive 2
W Academic Transfer.docx sandrabullock@tech-  2022.0221.  2022.03.13.  Expired File system archive 20 Shared by
a Jakemsg sandra.bullock@tech-  2022.02.10.  2022.03.02. Expired Email archive 20 Jake Peralta
2 Melissamsg sandrabullock@tech- 20220210 2022.0302.  Expired  Email archive 2 Shared on
a BBC_news_culture_the_tv_shows_that_reveal_the_real_France.msg ~ sandrabullock@tech-  2022.02.10.  2022.03.02 Expired ~ Email archive 20 20220512, 15:15:26
=a Andy Samberg's career.msg sandrabullock@tech-  2022.0210.  2022.03.02 Expired  Email archive 20 ‘ Expiration date
- 2022.05.27. 23:59:59
« @ 1001book you should read.xlsx jake.peralta@tech- 2022.02.07.  2022.02.11 Expired  OneDrive archive 1
Download limit
@ Virtual Drive.ppt sandrabullock@tech- 20220207, 20220202 Expired  Direct upload 2 . 1":;: :’:{.‘p"g"n”t
=) CA - GATE.contentAccesslog sandrabullock@tech-  2022.0207.  2022.0219.  Bipired  Direct upload 12
Download count
5 Archive with share path 2.3.44 - mcs01 problem.bxt sandrabullock@tech-  2022.0207. 20220219  Expired  Direct upload 12 o
= Add - Edit tenantjpg sandrabullock®@tech-  2022.0207. 2022.0213.  Expired  Direct upload 12 Shared with
5] 1001 movie you should watch.txt sandra.bullock@tech- ~ 2022.02.07.  2022.02.08. Expired  OneDrive archive 1 Recipients only
=] Test with emails attach.msg sandrabullock@tech-  2022.0207.  2022.0208.  Bxpired  Email archive 1 Recipient(s)
=] Test with emails attach.msg sandrabullock@tech- 20220207 20220208, Expired  Emall archive 1 Jake peraita@tech-arrow.com
B 2016-18-college-catalog-north-seattle-college.pdf sandrabullock@tech-  2022.0204.  2022.02.04.  Expired File system archive 2 (=] )
Teams chat archive
i} Emily Bronte.zip sandra.bullock@tech- ~ 2022.02.04.  2022.02.11. Expired  Teams chat archive 2
W Health Med Computers 0809.1.docx sandrabullock@tech-  2022.0204.  2022.02.05.  Bxpired  GDPR File system 5
= To: Melissa + Jake.msg sandrabullock@tech-  2022.0204.  2022.0205.  Expired  Email archive 4
BBC_News_Culture_Art_La_Peregrina_The_worlds_most_famous_pe  sandrabullock@tech-  2022.0204. 2022.02.06.  Expired Email archive 3
[=] To Melissa.msg sandra.bullock@tech-  2022.02.04.  2022.02.26. Expired Email archive 2 P
Download history =
=] Jakemsg sandrabullock@tech-  2022.0204.  2022.0236.  Expired  Email archive 2 .
] 4 D D - o o D . . B » No downloads yet v

Online help

Show related files
Read more about this feature here.
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¥¢ contentACCESS Portal &% connect 1o - Jake Peralta -

# contentACCESS Portal / Sharing / jake.peralta@tech-arrow.com [Demol e Search (jake peralta@tech-arrowcom [Demol) | - | Ei§ English - []
HIl fsd | < ltems:1/154 n selected folder. =
- File name Shared by ad Expsto Status  Referenced model (et = BBC_news_culture_the_tv_shows t
3) My shares on date limit hat_reveal_the_real_France.msg
) My organization o) Demo test.zip jakeperalta@tech- 20220512 20220527,  Expired Teams chat archive 1

Calendar sandrabullock@tech- 20220221,  202203.13.  Expired  Email archive 20
) New NBA season to test LeBron James abilities.pdf sandrabullock@tech-  2022.0221. 20241116, Active  Teams archive Unlimite
=1 jake.peralta@tech-arrow.com has downloaded your shared sandrabullock@tech- 20220221, 20241146, Active  Email archive Unlimite
® Academic Transfer.docx sandrabullock®tech- 20220221, 202203.13.  Expired  File system archive 2
W Academic Transfer.docx sandrabullock®tech-  2022.0221. 202203.13.  Expired File system archive 20
£} Academic Transfer.docx sandrabullock@tech- 20220221,  202208.13.  Expired File system archive 20 Status
=} Jake.msg sandrabullock@tech-  2022.02.10.  202203.02.  Expired  Email archive 20 S'har;by
= Melissa.msg sandrabullock@tech-  2022.0210.  2022.03.02 Expired  Email archive 20 Sandra Bullock
Shared on
Andy Samberg's career.msg sandra.bullock@tech-  2022.02.10.  2022.03.02. Expired Email archive 20 . 2022.02.10. 08:45:29
Om 1001600k you should read.xisx jakeperalta@tech- 20220207 20220211,  Expired  OneDrive archive 1 i Expiration date
@ Virtua! Drive.pptx sandrabullock@tech-  20220207. 20220302 Expired  Dirsct upload 23 » 202202255559
B CA - GATE.contentAccesslog sandrabullock@tech-  2022.02.07.  2022.02.19. Expired  Direct upload 12 D
B Archive with share path 2.3.44 - mcs01 problem.bxt sandrabullock@tech-  2022.0207. 20220219  Expired  Direct upload 12 A
& Add - Edit tenantjpg sandra.bullock@tech-  2022.02.07.  2022.02.19. Expired Direct upload 12 Ii'owr\lcad count
B 1001 movie you should watch.t sandrabullock@tech-  20220207. 2022.02.08.  Expired  OneDrive archive 1 Shared with
= Test with emails attachmsg sandrabullock@tech-  2022.02.07.  202202.08.  Expired  Email archive 1 Recipients only
=2 Test with emails attachmsg sandrabullock®tech- 20220207, 20220208 Expired  Email archive 1 Reciplent(s)
5] 2016-18-college-catalog-north-seattle-college.pdf sandrabullock@tech-  2022.02.04.  2022.02.04. Expired  File system archive 2 Jakeperalta@tech-arrow.com
® Emily Brontezip sandrabullock@tech-  2022.02.04.  2022.02.11. Expired  Teams chat archive 2 Model
W Health Med Computers 0809_1.docx sandrabullock@tech-  2022.02.04.  2022.02.05 Expired  GDPR File system 5 Email archive
To: Melissa + Jake.msg sandra.bullock@tech-  2022.02.04.  2022.02.05. Expired Email archive 4
= BBC_News_Culture_ Art_La_Peregrina_The worlds_most_famous_pe  sandrabullock@tech-  2022.02.04.  2022.0206.  Expired  Email archive 3 sharing epiens
To Melissamsg sandrabullock@tech-  2022.02.04. 202202.26.  Expired  Email archive 2
=] Jake.msg sandra.bullock@tech-  2022.02.04.  2022.02.26. Expired Email archive 2
o n . _ _ T Download history o
L] “ s -

Download history refresh
This option should be used if any downloads of a shared item have not been displayed yet and

the list should be reloaded.

# contentACCESS Portal | Sharing | jake.peralta@tech-armow.com [Demo] Search (jake peralta@tech-arrow.com [Demo]) | - English -

o -] (54 Items: 1/ 154 k cted folder.. Expired
Shared by
3 = BBC_News_Culture_Art_La_Peregrina_The_worlds_most_famous_pe  sandrabullock@tech- 20220204 20220206, Expired  Email archive 3 e ",
5) Myshares = To Melissa.msg sandrabullock@tech- 20220204, 20220226, Expired  Email archive 2 Shared on
5) My organization = Jakemsg sandrabullock@tech- 20220204, 20220226, Expired  Email archive 2 20220210, 08:45:29
= Your BETA - TECH-ARROW STORE order is nowr complete.msg sandrabullock@tech-  2022.02.04. 20220226, Expired  Email archive 2 Expiration date
W American Grown by Michelle (1) (1).docx sandrabullock@tech-  2022.02.04.  2022.02.26. Expired  Direct upload 2 20220202, 22:5959
=] jake_peralta@tech-arrow_com has downloaded your shared sandrabullock@tech-  2022.02.04.  2022.02.26. Expired  Direct upload 2 Download limit
= Periodical search result. msg sandrabullock@tech- 20220204, 20220205 Expired  Direct upload 2 20 per recipient
W American Graown by Michelle doax sandrabullock@tech- 20220204, 20220205 Expired  Direct upload 2 3°W"'°w count
= jake_perafta@tech-arrow_com has downloaded your shared sandrabullock@tech-  2022.02.04. 20220226, Expired  Directupload 2 chared with
m® Filtering in reports.xsx sandrabullock@tech-  2022.02.04.  2022.02.26. Expired  Direct upload 2 Recipients only
= ron-weasleyipg sandrabullock@tech- 20220204, 20220226, Expired  Direct upload 2 Recipient(s)
® Sandra Bullock. contentACCESS Dev, contentACCESS zip sandrabullock@tech-  2022.02.04. 20220226, Expired  Directupload 2 jake peralta@tech-arrow.com
= Elvis Presleyjpg sandrabullock@tech-  2022.02.04.  2022.02.26. Expired  Direct upload 2 , Model
.= _testmessage_msg sandrabullock@tech- 20220204, 20220226, Expired  Direct upload 2 Erlediie
= Periodical search resuftmsg sandrabullock@tech-  2022.02.04. 20220205  Expired  Direct upload 1 N
W American Grown by Michelle .docx sandrabullock@tech-  202202.04. 20220205,  Expired  Direct upload 1 Sharing options | Show related files
= harry-potter-16jpg sandrabullock@tech-  2022.02.04. 20220205  Expired  SharePointProxyModel 1
jake_peralta@tech-arrow_com has downloaded your shared sandra.bullock@tech- 2022.02.04. 2022.02.05. Expired Direct upload 2
o) Melissa McCarthy, contentACCESS Devzip sandrabullock@tech-  202202.04. 20220205 Expired  Teams chat archive 2
® contentACCESS Devzip sandrabullock@tech-  2022.02.04. 20220205  Expired  Tesms chat archive 2
B Erika Bugarzip sandrabullock@tech-  2022.02.04.  2022.02.05. Expired  Teams chat archive 2 Download
Name Device
) Emily Brontezip sandrabullock@tech- 20220204, 20220205 Expired  Tesms chat archive 2 date
Piilohy sandrabullock@tech-  2022.02.04. 20220205  Expired  OneDrive archive 2 leperaaieh. 2022010 Giher
£} 1001 movie you should watch.txt sandrabullock@tech-  2022.02.04. 20220205 Expired  OneDrive archive 4 arrowcom 09254d  device
) 2007-peugeot-307-64927.paf sandrabullock@tech- 20220204, 20220205  Expired  OneDrive archive 4
W) Agnes Grey.doox sandra.bullock@tech- 2022.02.04. 2022.02.05. Expired OneDrive archive 4 4 »
= O i s SR v e S A 5

Teams archive
contentACCESS Portal is also a web user interface for Teams archive and Teams chat archive. Items ar-
chived by an archiving job can be accessed by an end user from contentACCESS Portal during their re-
tention time.

Teams archive tasks
By default, the following actions can be run on the selected Teams archive items:
1. Refresh

2. Export selected item(s) as a ZIP file
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3. Create report
4. Share item(s)

5. Mark document(s) for delete

The Export selected item(s) as a ZIP file and Create report tasks can be disabled/enabled in
the Administrator’s settings on the Task types tab. For more information read section En-

abling/disablingtasks.

W contentACCESS Portal A Connectto ~ =} B B Jake Peralta -

% contentACCESS Portal / Teams archive / DEMO_Team Search (DEMO_Team) - EfS English + [n]
1)
I=|lll sl -} < ltems: 1/30 g
Share
Export selected itemis) as a ZIP file.
© 'E ot seleced ftamls) 22 e 2) er Title Channel Folder Versions Expiration date  2023.07.21
5 Testing B crestereport 3)
5 2 [ share 4)
5) Al sharePoint data [} ) ACCESS Dev General This item is shared Show details
W Mark document(s) for delete 5) -
[0 NI - Genera
® General Jake Peralta 2022.06.02
o] Genera oSt
" 20211019, 093807 Genera contentACCESS Store Dev
® 20211019, 09:37:56 Genera
0 202110.12.08:30:30 General Reply count: 1
® 20211012, 0927:53 Genera contentACCESS Dev
® 20210721, 071057 20220602, 10:0453
[0 20210721.07:19:15 Millions of people working on their projects
® 2010701, 071241 T M\:vc‘szf\ Tearg; s th:\'r
callaboration platform. Often, they must
[0 20210629, 08:26:51 General connect to different data sources to share
® 20210526, 10:2221 Testing Genera impartant information with other tzam
o . - members. So many important details in
L] 20210514, 151049 ke Ferslta Genera emails, so many files Iocated on their file
b 5103 . Genera servers and SharePaint. But sometimes, the
o] 20210514, 151031 ) G d SharePoint. B h
" 20270512, 0855218 Genera crucial information, messages, or files which
= - are impartant for the project can be found
® 20210512.08:51:53 General only i ive. It can be so time
6] 20210217, 14:10:09 Szilvia Kelemen Geneal . consu difficult to find all these small
- S ) N - little detail...or to find a way how to share
o] 20210217, 115012 Sailvia Keleme Genera e e et e o
[0 20210112, 16:10:46 Jake Bug related test message with attachments Genera 1 alrescy 3 solution!
® 20210112, 1609820 Test message for opening and downloading the attachments (bug related message) Gen Genera
R N o - ContentACCESS for MS Teams connects the
[0 20210112, 160833 Franchise History General Genera essential T-systems with your Microsaft
® 20210112, 160813 Jake Peralia Los Angeles Rams General Genera i icks yc
o] 20200020, 135758 Szilvia Kelemen Gener Genera
] 20200929, 135520 Sailvia Kelemen Ge Genera
[0 20200920, 13:40:54 Sailvia Kelemen General Genera . ;“ﬂ N
[0 20200929, 134942 Sailviz Kelemen General General T + Microsoft SharePoint, OneDrive, MS
[0 20200026, 134918 Sailvia Kelemen General Genera e
+ any other source you connect to
cOntentACCESS.
Turn your Microsoft Teams into the ultimate
6] 20200929 13.45:41 Sailvi General General 14 productivity tool with contentACCESS for MS
L] m nnnaa 134016 g Ganaral Ganara P Teams! Enioy the most relisble search tools <

Refresh
This option should be used if any items have not been displayed in the item list yet and the list

of items should be reloaded.

Export selected item(s) as a ZIP file
To export one or multiple item(s) into ZIP format, select the item(s) from the item list and click on the
Export selected item(s) as a ZIP file button located above the item list.

# contentACCESS Portal Teams archive DEMO _Team

I; |II ch s ltems: 1/ 37
@ Export selected item(s) as a ZIP file. I

Create report

Title

= Testing 0
) All SharePoint data [ Share

m S LS E T WL TU 5 SdTTU T DATTOC R

[ 2021.12.17. 09:13:08 Jake Peralta

Choose if you want to export all items from the current folder, or only the selected item(s). Click on
Create or press enter.

contentACCESS Portal Manual | Version 6.0 | ALL RIGHTS RESERVED
TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 115/129


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

. /Our vision of technological evolution A

% techarrow

Export to zip ‘

Name *: contentWEB Export 10/22/2020

Export: All items from the selected folder
= Selected item(s) (1)

Create Cancel

Create report

# contentACCESS Portal Teams archive DEMO_Team

I= |“ Qb — ltems: 1 /37
= [E_b] Export selected itemis) as a ZIP file, )
5 Testing o Create report I Titie
D All SharePoint data Bl e
[E4] 2021.12.17. 09:13:08 lake Peralta

Read more about this feature here.

Share item(s) and Share
With these options, you can easily share links pointing to the selected items, which can be later

sent to other users.

¢ contentACCESS Portal #¥ Connect to ~

Jake Peralta ~

# contentACCESS Portal / Teams archive /| DEMO_Team Type search text here.

Search (DEMO_Team) - Ei3 English - 0]
1=/l e S rems1/37 Search i selected foder. =
[ Export selected item(s) as a ZIP file. N o Share
2 Title Channel Folder Versions Expiration date 20220112,
5 Testing Create report
G General General
Share
) All SharePoint data 0 S S — General General This item is shared Show details
B 2021.1217.09:1308 Jake Peralta General General
[0 2021.1019. 093807 Sandra Bullock General General Jake Peralta 2021.01.12. 16:08:33 1
[0 2021.1019.0937:56 contentACCESS General General Franchise History
§ 2021012093030 Jake Peralta General General
Cleveland Rams (1936-1945)
® 511101 naoraa laba Daralts anaral Canaral

Both options are described in this section.

Mark document(s) for delete

With this task, you can mark/unmark documents to be later deleted from the archive by the Delete job.

You can either way mark/unmark only the selected files, or all files from the current folder.
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9 contentACCESS Portal =} Jake Peraita ~

# contentACCESS Portal / Teams archive / DEMO Team Type search text here Search (DEMO_Team) o i English = [J
I=|lll T8 T L tems1/39 Search n selecte folder, [og
[ Export selected item(s) as a ZIP file. o Share
- Title Channel Folder Versions Expiration date  2023.07.21.
5) Testing B Create report
[ Share
) Al Sharerant data ® CESS Dev General  General This item is shared Show details
I Mark document(s) for delete
m —— — o lock General General
® 2022.02.21.09:18:34 Sandra Bullock General General Jake Peralta 2022.06.02.
" 20211217, 09:13:08 Jake Peralta General General o
® 2021.10.19. 09:38:07 Sandra Bullock General General contentACCESS Store Dev
n 2021.10.19. 09:37:56 contentACCESS General General
® 2021.10.12. 09:30:30 Jake Peralta General General Reply count: 1

Select the desired action (mark or unmark) from the Operation dropdown list and then click Create.

Delete from archive

Process: All items from the selected folder

= Selected item(s) (1)

Operation™ | Mark for delete v

Create Cancel

Teams chat archive tasks
By default, the following actions can be run on the selected Teams chat archive items:

1. Refresh (list)

2. Export selected item(s) as a ZIP file
3. Create report

4. Share item(s)

5. Download

6. Share

7

. Refresh (item)

The Export selected item(s) as a ZIP file and Create report tasks can be disabled/enabled in the
Administrator’s settings on the Task types tab. For more information read section Enabling/disabling
tasks.
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¥ contentACCESS Portal £ Connectto - = Jake Peralta -

# contentACCESS Portal Teams chat archive Jake Peralta Type search text here. Search (Jake Peraita) - ElF English « D
- o 4 : 6
Is|l < S tema1/7 Search in selected folder. & Download [ Share 3 Refresh
[ Export selected item(s) a5 a ZIPfile. 2)
Title Jake Peralta, Melissa McCarthy,

Create report 3)

Group chats o contentACCESS Dev
Share 4,
Meetings ) Luzg.\m\)ur GOm0 Emo Rubik
6} 20220407, 08:39:19 Sandra Bullock contentACCESS Dev, contentACCESS
This item is shared Show details
0 2022.04.06. 16:13:23 Szilvia Kelemen
0 20220113, 08:43:11 Erika Bugér N
5} 2021.12.02. 08:49:56 Emily Bronte
) 2021.05.11. 08:30:46 contentACCESS Dev Mckssa McCar /20220800

08:52:23

Upcycling, visible
mending and
organising are among
the ways fashionistas
are giving their
wardrobes a longer life.
Bel Jacobs explores
how caring for our
clothes also means

caring for the planet. |

In her 2021 book Loved Clothes Last,
™ Orsola de Castro, founder of the

T
7 Online help

Refresh (list)
This option should be used if any items have not been displayed in the item list yet and the list of items
should be reloaded.

Export selected item(s) as a ZIP file
To export one or multiple item(s) into ZIP format, select the item(s) from the item list and click on the
Export selected item(s) as a ZIP file button located above the item list.

# contentACCESS Portal Teams chat archive Jake Peralta

I= |“ Sh — ltems 1/7
IE Export selected item(s) as a ZIP file.
Create report
Meetings Im lag Sh.ar_e. —
Choose if you want to export all items from the current folder, or only the selected item(s). Click on

Group chats

Create or press enter.

Export to zip :

Name *: contentWEBR Export 10/22/2020

Export: All items from the selected folder
= Selected itemis) (1)

Create Cancel
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Create report

# contentACCESS Portal Teams chat archive Jake Peralta

I= |II ch -~ ltems: 1/ 7
Ej Export selected item(s) as a ZIP file.
Group chats Create report
- [ Share
Meetlngs ™ e .

Read more about this feature here.

Share item(s) and Share
With these options, you can easily share links pointing to the selected items, which can be later
sent to other users.

# contentACCESS Portal | Teams chatarchive | Jake Peralta Type search text here. Search (Jake Peralta) - I3 English - D

1=/l cha [+ ltems: 1/7 Search in selected folder & Download | @ Share | 22 Refresh
1 Export selected item(s) as a ZIP file.

Title Jake Peralta, Melissa McCarthy,
Group chats s eeort contentACCESS Dev
Mestings
i) vz NPT Emo Rubik
i) 2022.04.07. 08:39:19 Sandra Bullock. contentACCESS Dev, contentACCESS
. This item is shared Show details
0 2022.04.06. 1611323 Szilvia Kelemen

Both options are described in this section.

Download
The selected Teams chat archive item can be downloaded by clicking on this button

.
# contentACCESS Portal | Teams chatarchive | Jake Peralta

Search (Jake Peralta) - E@Engish~ ]
- ~ ~ .
1=/ o1 - | < ltems: 1/7 Search in selected folder.. & Download | [ Share 2 Refresh
] Export selected item(s) as a ZIP file.
A creat " Title Jake Peralta, Melissa McCarthy,
reate repo
Group chats e contentACCESS Dev
Share
Mestings 5] CUzeUT VoD Emo Rubik
0 2022.04.07. 08:39:19 Sandra Bullock. contentACCESS Dev, contentACCESS
This item is shared Show details
0 2022.04.06, 16:13:23 Szilvia Kelemen
Refresh (item)

This option should be used if any changes were made to the selected item and the changes are not yet
displayed in the preview.
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