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1 Accessing the Archive with the MailStore
Client software

Installation & Update

The MailStore Client setup file that matches your MailStore Server version is stored on the MailStore Server
machine. Follow the Install MailStore Client on other Computers link on your desktop and copy the corresponding
setup file to the client computer.

It is a regular Windows setup program, that can by executed on the appropriate client computer by
double-clicking on the setup file. Just follow on-screen instructions.

Notice: Alternatively to installing the MailStore Client application manually, you can also deploy it to the client
computer though the Active Directories Group Policy feature. More information on that can be found in the
article MailStore Client Deployment

If an update is installed on the MailStore Server computer, MailStore Client updates itself automatically on first
login to stay compatible with MailStore Server. Therefore a re-installation of MailStore Client is usually not
required.

Starting and Login

Start MailStore Client by using the appropriate link on the desktop. The window Connect to E-mail Archive
appears.

Enter the hostname or IP address of

the computer on which the MailStore Connect to E-mail Archive “
Server Service is installed into Server

Name. Be aware, that the pre-filled Language: English =

entry localhost only works if the
MailStore Client is run from the same
machine where the MailStore Server [] Always connect to this server
Service is installed. Click OK to
connect to MailStore Server. You may
be asked to trust the MailStore
Server; click OK here.

Server Mame: mailstore. example.com

Cancel

Hint: Did you activate the option
Always connect to this server and you want to change the destination server later? Hold the Shift key pressed
while opening MailStore Client.


https://help.mailstore.com/en/server/index.php?title=MailStore_Client_Deployment
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The login window appears.
Enter the username and password of El
a MailStore administrator (admin) or
a normal MailStore user into the User
Name and Password fields and click
OK.

MailStore Login

Authentication: Standard Authentication W
User Mame: barbara.ross
Password: TIIII1]

Remember Password

Cancel Help

The MailStore Folder Structure

For each user, MailStore creates a folder on the highest level of the folder
structure which corresponds to the archive of the respective user. It contains
all emails that were archived for this user and is labeled My Archive.

If the user has access to the archives of other MailStore users (as MailStore
administrator, for example), their folders are listed as Archive of <User Name>
under the top level folder Other Archives

Below these main folders, the individual email sources (e.g. Microsoft Outlook
or Exchange mailboxes) and their folder structures (e.g. Inbox) are listed.

Notice: For MailStore administrators, accessing the archives of other users via
the folder structure is blocked by default; this setting can be changed in the
compliance settings. Additionally, MailStore administrators can manage
archives via the Archives page.

Deleting Folders

Folders and the emails contained therein can only be deleted after the
appropriate user privileges have been assigned explicitly by the administrator.
If the folder to be deleted contains any subfolders, they will be deleted as well.

Moving, Renaming, and Creating Folders
Manually

Within MailStore, folders can be moved, renamed or created. Regular users can
only do this within their own user archive, while MailStore administrators can
move and rename folders beyond the boundaries of user archives.During the
archiving process, MailStore adopts the folder structure and the folder names
of the source (e.g. Microsoft Outlook).

MailStore sorts all archived email into MailStore's own folder structure. Below the main folders, the individual

Quick Search admin's Archive Search

m Start Page ~
4 ) My Archive
4 (7] Exchange thomas.white
] msox
I (] PST thomas.white
4 (] Other Archives
I (] Archive of adam. tunney
I (] Archive of alberto.charles
I (2] Archive of alex.martin
[ D Archive of glice.bailey
I (] Archive of aima.hart
I (] Archive of amy. fernandes
[ E:! Archive of amy. pridemore
I (] Archive of andrew.speaks
[ E:! Archive of anita. yarger
I (2] Archive of ann.bozeman
[ [:] Archive of anna.avery
I (] Archive of arnold.vela
I £ Archive of barbara. childress
I (] Archive of barbara.ross
I (2] Archive of barton.stevens
I (] Archive of becky.martin
I (] Archive of ben.christy
I (] Archive of bernice.arnold
I (] Archive of beverly.darrington
I (] Archive of biaine.robinson
[ E:l Archive of bob, guesenberry

I (£ Archive of bobbie.lebowitz b4
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email sources (e.g. Microsoft Outlook or Exchange mailboxes) and their folder structures (e.g. Inbox) are listed.


https://help.mailstore.com/en/server/index.php?title=Compliance_General
https://help.mailstore.com/en/server/index.php?title=Archives
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Viewing the Emails in a Folder

To view the emails in a folder, simply click on the folder name. The emails will
be listed below the folder structure.

Click on the text Sorted by: <value> to change the order in which emails are
displayed. Emails can be sorted according to:

« Date
« From/To (sender/recipient of the email)
+ Subject

Click on the Field to the right of Sorted by ("New to Old" in the screenshot) to
reverse the order in which emails are arranged. By default, the latest email is
displayed first.

Refreshing the View
To refresh the list of folders, click on a folder and press F5 on your keyboard.

Click on the folder again to refresh the list of emails.

Starting an Advanced Search in a Folder

To start an advanced search in a folder, right click on the folder and select
Search here.... The advanced search is shown and the folder is preselected.

Quick Search

INBOX

Sorted by: Date | Mew to old
9f7j2010
9/5/2010
(=1 OReilly Media 9/4f2010
Free Live Webc hy: Desi...
(=i TechRadar 9/3/2010
TechRadar's Weird Week in Tech +...
(=i Google Alerts 9/3f2010
(=1 OReilly Media 9/2f2010
ew Online Course - Python 2: Getti...
=1 Google Alerts 9/2/2010
9/1/2010
ROI o b 2.0 Mark

8/28/2010

(4 Google Alerts
Google Alert - mailstore

(=i TechRadar 8/27/2010
TechRadar's Weird Week in Tech +...

i Google Alerts 8/27/2010
Google Alert - maistore

=i Google Alerts 8/26/2010

& Alert - maistore

(= Web 2.0 Expo New York 8/25/2010
ostart Your Skills with & Full ©

anf.

=i Google Alerts 8/24/2010

8/23/2010
Most

(=1 Google Alerts 8/23/2010

8/22/2010

(1 Google Alerts

gle Alert - maistore

-

With quick search you can browse all emails located in the archives you have access to. This feature is especially

suitable for simple queries; alternatively, the advanced search can be used.

Using Quick Search

The input field is located in the upper left part of the MailStore Client. Simply enter one or more keywords and
press ENTER. The search results are displayed. Keywords which appear in the header or the subject line are

highlighted.

Searching for Word Fragments

To display all emails containing a word with a particular fragment, use the wildcard character (*). For example:

auto*

will return auto, automatic, automobile etc.

*example.com

will return all email addresses and domains of example.com.
firstname.lastname*

will return all email addresses of firstname.lastname.
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Searching for Words with unknown letters

To view all emails containing a word where you do not know how to spell it correctly, you can use the question

mark (?). For example

Me?er

would locate Meier and Meyer, but not Maier.

The question mark (?) cannot be used at the beginning of a word or at the end of a word, use the wildcard

character (*) instead.

Searching for Phrases

To search for words appearing consecutively and in a specific order, use quotation marks (""). For example:

"Microsoft Windows"

will return the text Microsoft Windows but not Microsoft Works or Windows 95.

Narrowing by Fields

A search for keywords or phrases can be limited to specific fields. For example:

subject :News only
from: john@mailstore.com only
to:michael@mailstore.com only
cc:lisa@mailstore.com only
bcc:customers@mailstore.com only
bcontent:billing only
acontent:billing only
o
Excluding Words

To narrow a search, you may want to specify words which must not be present in the emails. To exclude words

in
in
in
in
in
in
in

Subject

From

To

@c

Bcc

Body of message
Attachments of message

from the search results, prepend the word with the minus character (-). For example:

ZDNet -download-tip

returns all emails from ZDNet which do not contain download-tip.

Combining Search Options
Any of the search options described above can be combined. For example:

ZDNET -"Daily Update"

returns all emails from ZDNet which do not contain the consecutive words Daily Update.

from:ZDNET bcontent:MailStore

returns all emails from ZDNET which have MailStore somewhere in their message body.

from:billing@example.com acontent:bill

returns all emails from billing@example.com which have bill in any attachment.

to:recruiting@example.com -sales

returns all emails to recruiting@example.com which do not have sales in any part of the email.

from:billinglexample.com to:myaddress@company.tld acontent:bill -subject:admonition

returns all message from billing@example.com to myaddress@company.tld which have bill in any attachment

but do not have admonition in the subject.
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About Special Characters

Words inside indexed emails or attachments which are a combination of alphanumeric (letters, digits) and
non-alphanumeric characters (white space, line break, delimiter or other control characters), may be returned in
search results when searching for the alphanumerical part only.

For instance, when searching for firstname, firstname.lastname and lastname, e-mails containing
theword firstname.lastname will bereturned.

Commonly occurring characters are:
« Period (.)
« Comma(,)
« Colon(;)
+ Hyphen (-)
« Underscore (_)
« AT-Sign (@)
« Slash & Backslash (/,\)
o Null character (NUL)

Advanced Search

With MailStore's integrated advanced search, complex queries can be executed which may not only refer to the
email content but also parameters such as the date or the email size.

Using the Advanced Search

In the MailStore Client, click on Search Email and enter the search parameters. The criteria are AND-combined,
i.e. the search returns only those emails that satisfy all criteria. Click on Search to start the search.

B MailStore Server - MailStore Software GmbH (=1 = |
Archive Search E-mail ?
|c4\c‘ Search admin's Archive ‘ | Search |
You can also use wild cards to search for parts of words, Example: Auto® delivers Automatic, Auto repair and Automobile.
m Start Page For more search tips, please refer to the Oniine Help,
i () My Archive
b £ Search E-mail search
r
b Archive E-mal ik
& Export E-mail Search for:

[@) Recent Resuits

v subject [+ sender Recdpient
[f] Administrative Tools

[¥] Message Body [ Attachment File Names
(] Attachment Contents

General

Folder: [admin | =]

(] Indude subfolders

From; \ |

TojCe/Bec: ‘ |
Date: |any pate v
Archiving Date: [any Date v
Advanced
Archive Store: [ (a0 archive stores) v]
Messages: [w] with attachments [ without attachments
Size: [Any Size v] E
Priority: ® Al O Low O Medum O Hgh

New Query Create Search Folder... Search

Connected to MAILSTORE
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Search Criteria under "Search"

Enter a keyword or phrase into the text field and specify where MailStore is to conduct the search. The following
options are available:

+ Subject - The subject line of the email is searched.

« Sender/Recipient - The fields "From", "To", "Cc", and "Bcc" are searched.

+ Message body - The text-only or HTML sections of the email are searched (depending on availability).

+ Attachments File Names - The file names of the email attachments are searched.

« Attachment Contents - The contents of the email attachments are searched. If and to what extent
attachments can be searched depends on the indexing options specified (under Administrative Tools).

All options described in section Quick Search, such as phrases and wildcards, are available in the textfield Search
for as well.

Search Criteria under "General"
Under General, the following options are available:

« Folder - The folder to be searched by MailStore can be selected here. By default, all folders readable by the
current user are selected. By clicking the button next to the text field, folders can also be selected using
the folder structure.

+ Include subfolder - If selected, MailStore not only searches the selected folder (e.g. Inbox), but all
subfolders created therein (e.g. Inbox / Projects 2008 / Profit Optimization) as well.

« From - Any keywords or email addresses entered here are searched for within the email's sender field only.

« To/Cc/Bcc - Any keywords or email addresses entered here are searched for within the email's recipient
fields only.

+ Date - The time frame the search is to cover can be selected here. Either a predefined range, such as
Yesterday or This year, can be selected or, by choosing Custom, a specific period can be specified manually.
In this case, the start and end dates will be included.

+ Archiving Date - The archiving time frame the search is to cover can be selected here. Either a predefined
range, such as Yesterday or This year, can be selected or, by choosing Custom, a specific period can be
specified manually. In this case, the start and end dates will be included.

All options described in section Quick Search, such as phrases and wildcards, are available in the fields From and
To/Cc/Bcc as well.

Search Criteria under "Advanced"

Under Advanced, the following options are available:

+ File Group - If the archive consists of more than one file group, the search can be limited to just one of the.
By default all file groups are searched.

+ Messages with/without attachments - By default, all messages are searched, regardless of whether or
not they have any file attachments. Clear one of the check boxes to remove certain emails, such as those
without attachments, from the results.

Important: These searches can be imprecise at times because items like background pictures could be
regarded as attachments.

+ Size - By default, all messages are searched regardless of their size. Use the appropriate fields provided to
limit the search according to the size of the emails, e.g. at least 5 MB or between 400 and 600 KB.

+ Priority - Emails are searched according to the priority level of the email as assigned by the sender. When
choosing Low, all emails with a priority level lower than Normal are returned, when choosing High, all
emails with a priority level higher than Normal are returned. Emails not containing any information
regarding priority are assumed to have a priority level of Normal.
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Starting the Search

Click on Search to start the search. Results are displayed in a list in the left section of the main window.

Refining the Search Results

Click on Search Email again to further narrow the results after a search has been executed. Specify any additional
search criteria and click on Search once more.

Starting a New Search

Click on New Query to start a new search. All search criteria will be reset to their default values (i.e. an
unrestricted search of the folders readable by the current user).

Saving Search Criteria fFor Reuse
Search criteria that are used repeatedly (such as "all receipts from last month") can be saved and reused at a
later time: Click on Create Search Folder... and provide a meaningful name for the search.

The new search folder will be available under the Search Email folder on the left side of the application window.

Through the context menu you can view the search criteria of a search folder (New Search Query) and rename or
delete it.

About Special Characters

Words inside indexed emails or attachments which are a combination of alphanumeric (letters, digits) and
non-alphanumeric characters (white space, line break, delimiter or other control characters), may be returned in
search results when searching for the alphanumerical part only.

For instance, when searching for firstname, firstname.lastname and lastname, e-mails containing
theword firstname.lastname will bereturned.

Commonly occurring characters are:
« Period (.)
o Comma(,)
« Colon(;)
+ Hyphen ()
« Underscore (_)
« AT-Sign (@)
« Slash & Backslash (/,\)
o Null character (NUL)
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Email Preview

MailStore offers an integrated email preview displaying emails the same way as standard email applications. To
activate the preview, simply click on an email or use the arrow keys to highlight the desired email in the list.

Bl MailStore Server

[=T= |

Quick Search admin's Archive Search Sorted by: Date New to oid | Save as.. 5§ Print ,O Find in E-mail...
3 StartPage = OReily Media 26042011 | |' [ E-mail Client: Microsoft Outlook = | [} Open in Outlook [ Restore to Outlook...

*| Intemet Headers... || Message Source = $§ Delete | (§ Retention Details

b My Arc 50% - Arduino Eboo... g
(@0 Other Archives a 12.04.2011 Nine no-nonsense reasons why you need to attend Where 2.0
[ e Eock Deal/Day: S % Mix”of .. O'Reily Where 2.0 Conference <conferences@post.oreily.com>
3 - X
i B OReilyMeda et Archived:  24,06.2014 10:51:38
&An‘.hlve E-mad lewsletter; API Contest, The Fringe... Sent: 07.04.2011 19:10:34
& Export E-mai (5 TechRadar 08.04.2011 To: maistoretest@deepinvent.com
@] Recent R ‘echRadar's Week in Tech: Can Wind.. Folder adminfExchange thomas. white INBOX
X 3 £ OReilly Where 2.0 Confer... 07.04.2011
ﬂﬁﬁm‘w’m’e Tools Mine no-nonsense reasons why you ... N A ) A
you cannot read the information below, click here.
(=4 OReilly Med 05.04.2011
*Free to Choo DealDay - ..
—_ " -
(5 OReily Media 30.03.2011

Ebook Deal/Day on Step
(5 RaisConf 2011 24,03,2011
ast Chance to Save - Early Registra.. CONFERENCE

= ORellly Media

where20  u.x

sl g

e

S THE BUSINESS OF LOCATION . s
17.03.2011 ‘
onference ...
17.03.2011
50% on UX ebooks f.. There's one conference you should Register Now

attend this year. Nine reasons why it
should be Where 2.0.

Diamond Sponsors

e Weex: Save up to $6 .
1 OReilly Open Source Conv..11,03.2011 Register now for Where 2.0, the “you better be there” OReily  [TNICIIC LA
" Announding OSCON Data and GSCO. . conference for anyone who needs to get an edge when it

comes to the location-aware technology and marketing

(3 O'Reilly MySQL Conferenc. 1103201 landscape. Here's why

@Star’

chance for Early Registration. F
= OReily Media 08.03.2011 Reason #1: The best technology and marketing minds
Save 50% on SharePoint 20 10 Ebook. . together. In one place. For three days.
. From grassroots and leading-edge developers to business
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o Do ey Sove 3% onlea the horizon, best practices, and pitfalls to avoid on your next .
(4 OReilly where 2.0 Confer.., 04.03.2011 - - - - =
536 e-mail messages Connected to MAILSTORE

The menu bar above the email preview shows all functions available for the email currently displayed.

Save as...

Click on Save as... to save the current email in any Windows folder. Emails can be saved in the following file
formats:

+ RFC822 EML - These files can be opened independently from MailStore by double-clicking and can be
moved to applications such as Mozilla Thunderbird by drag & drop.

+ Outlook MSG - These files can be opened with or imported to all versions of Microsoft Outlook directly.

Print

Using the print function the email currently displayed will be printed including header information such as Date
and Subject.

Find in Email

Click on Find in Email... to search the message body of the current email.
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Internet Headers...

Click on Internet Headers to view the header of the current email, including all MIME parts.

Message Source

Click on Message Source to show the full source of the current message including all MIME-parts.

Delete (only with the appropriate privilege)

Click on Delete to delete the current email from the archive. Please keep in mind that, in order to use this
function, the appropriate privilege has to be in place.

Retention Details (Administrators only)

This button is only available if retention policies are configured and enabled.

Click on Retention Details to view the

minimum and maximum retention & =R |
date and the corresponding retention Minimum Retention Date
policies If app“ca ble This message will be retained at least until 4/10/2021 9:34 AM due to the following palicy:

Keep all messages for at least 3 years

By clicking on a retention policy you Maximum Retention Date

. . . . . Thi will b tained at tuntil 4102025 9:34 AM due to the followi licy:
can view its configuration directly. e e e i L e to e Tofowing pelcy

It will be automatically removed from the archive after this time.

Reopening Emails in an
Email Application

Emails previewed in MailStore can be

reopened in any email application to reply to or forward them. Select an email client you want to open email
messages in first, by clicking on Email Client:. MailStore only lists email clients that are supported and that are
installed on the computer from which MailStore Client is executed.

Save as.. = Print 34 Find in E-mail... | 5] Internet Headers... % Message Source x Delete
ﬂa E-mail Client: Microsoft Qutlock - ﬂa Open in Qutlock ﬂa Restore to Outlock...

Microsoft Qutlook

) Mozilla Thunderbird

h: Can Windows 8 reclaim the ground lost to App

o o uremal.net>
& Default Application

b IMAP Mailbox

To: dylan.darke @mail.com

Depending on the selected email client, additional button may be visible:

+ Open in <email client> - Open the current message to the selected email client. Please note, that emails
are simply opened, not stored, in the application. To restore emails to an email application, please use
MailStore's Export Feature.

+ Restore to <email client>... - Restore the current message to the selected email client. If further settings
are required an additional button Settings.. will be shown.


https://help.mailstore.com/en/server/index.php?title=Retention_Policies
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