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Welcome to Enterprise Vault™
 

Your Microsoft Exchange Server mailbox has been enabled for Enterprise Vault archiving.
 

What does Enterprise Vault do?
 

Enterprise Vault archives items from your mailbox. Archived emails will still appear in your mailbox with a different icon, when you click on the header, you will only see the first 250 characters of the email and Outlook will indicate that the mail is archived.  Once you open the email or double click the email, it will open fully.  The process of archiving only moves emails that are older than 1 year and/or larger than 5mg in size to another location thus freeing up space on the Exchange server.  All archived email WILL STILL BE COMPLETELY available to you.
 

Archiving will manage your total mailbox size to not allow you to reach your mailbox limit by archiving your largest emails first then the oldest.
 

 

What do I do next?
 

Work through all of the sections to gain an understanding of how to get the most from Enterprise Vault and how Enterprise Vault can help you in your work.

 

Reading the Enterprise Vault help
 

Read the Enterprise Vault help to find out how to selectively archive items, and how to apply Retention Categories.
 

To start the Enterprise Vault help: 
 

1.   In Microsoft Outlook®, click Help.
 

2.   Click Enterprise Vault Help Topics.
 

The Enterprise Vault help is displayed. 
 

Starting the Enterprise Vault Web Access Application
 

The Enterprise Vault Web Access application enables you to search through those items that have already been archived. When you first start using Enterprise Vault, there are no archived items, but you can experiment with archiving something and then using the Web Access application to search for it. 
 

To start the Enterprise Vault Web Access application:
 

Using Microsoft Outlook, select Tools, Enterprise Vault, Search Vaults.

 

Proceed by typing a string of characters that exist in the email you are looking for; this can be an email address, a first or last name, a subject or a partial sentence.  This is similar to searching outlook for emails.
 

Why do we archive email?
 

E-mail is becoming a primary form of documentation and some emails need to be moved to a more cost effective storage system to free up the Exchange system.  Archiving this will ensure the health of the email and yet retain important emails that are not necessarily needed on a daily basis.
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Installing the Enterprise Vault software
 

In order to be able to search items that have been archived, you must install Enterprise Vault software on your computer:

 

1.   Double-click the following shortcut: 

 

\\evlt-arc1-srv\evclient$
 

2.   Follow the instructions on the screen.  (after you install this msi, please restart your outlook).
 

If you do not install the msi this doesn’t mean your email won’t be archived, only means you won’t have a method to search your archived emails..  The outlook based search will still search archived items, but it will only do so with regards to the header information, the first 250 characters of the body of the email and attachment names.
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