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Agenda

About UVU Email

Outlook and Exchange Features

ldeas for Retaining Email Records
Questions







A Brief History of Email at UVU

VAX and WordPerfect Office, Limited Internet
Messaging (@1990-1994)

GroupWise (1994-2010)
Outlook/Exchange (2010-Present)







Exchange vs. Outlook

AR » Client (Many Platforms)
» Databases . Messages

» Policies » Folders |

. System-wide Settings » Personalized Settings

) » Access

Storage




Exchange Features

Online Archive

Archive and Retention Policies
No Auto-Forwarding

Quotas

Litigation Holds

System-Wide Search

Recycle Bin




Outlook Features

Folders

Sent Items

Rules (Client side vs. Server side)
Quick Steps

Categories

Sort

Filters

Search

Deleted Items




Active Directory Settings

» Group Policy
- No PSTs Allowed




Archive and Retention Policies

. Wait for specified age 1. Wait for specified age
of message of message

. Move message to 2. Remove message
online archive from mailbox or from

online archive







Folder Structure, Policies

Impose Small Quotas

Move Messages to Appropriate Folders
Manually
Quick Steps
Rules
DON’T FORGET SENT ITEMS
Mailbox Folder has a Short Term Archive
Policy
Each Archive Folder has an Appropriate
Retention Policy




Mailbox Folder Structure

" Records Prc-pe

| General I Home Page| Paolicy |F’ermissior‘|s I 51rnchronization|

Items in this folder use the policy that is defined here
VLT ERO \ % unless the item is assigned to a different palicy.
4 Records N
Folder Policy: |ilige Parent Folder Paiic) v
Administrative Correspondence - 7 years
. Add or Remove Retention Policies
Executive Correspondence - Permanent

GRAMA Requests - 2 years
Grievance Records - 3 years

Transcript Requests - 1 year

RSE Famrdc /_\
/7 O

nline Archive

= Items in this folder will be moved to the Online Archive
= after the time specified here unless a different period is
specified on the item itself.

Move [tems to the Archive when older than:

~\ | 1 week | A

\ /

| oK || Cancel | Apply




Archive Folder Structure

LU L TR
4 Records
Administrative Correspondence - 7 years
Executive Correspondence - Permanent
GRAMA Requests - 2 years

Grievance Records - 3 years

Transcript Requests - 1 year

Lent teamc
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Archive Folder - Records

Records Properties H

General Home Page | Policy | Permissions

ltems in this folder use the policy that is defined here

W unless the item is assigned to a different policy.

Folder Policy: e Pafent Falder Palig v |

Add or Remove Retention Policies
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Administrative Correspondence

=2 Reply rﬂ‘l Reply All £ Forward
Fri 9/2/2016 5:35 PM

Brett McKeachnie

Administrative Correspondence

To Brett McKeachnie

This is Administrative Correspondence. It was sent by me. It must be kept for 7 years.

Administrative Correspondence - 7 years Properties H

| General I Home Page| Policy |F‘ermissinns|

Retention Policy

Items in this folder use the policy that is defined here

w unless the item is assigned to a different policy.

Folder Policy: |gfﬁ,mﬂm E“

Add or Remove Retention Policies

Policy: T Year Delete (7 years)
7 Year Delete Policy




Executive Correspondence

(52 Reply I'-r_C{‘-l Reply All (=, Forward
Fri 9/2/2016 5:35 PM

Brett McKeachnie

Executive Correspondence
To Brett McKeachnie

This is Executive Correspondence. It was sent by me. It must be kept permanently.

Executive Correspondence - Permanent Properties E

| General I Home Pagel Palicy |Permi55inn5|

{_T-}‘rg,‘ [tems in this folder use the policy that is defined here

w unless the item is assigned to a different policy.

Folder Policy: |{jge Parent Folder Palicy v

Add or Remove Retention Policies




GRAMA Requests

2 Reply ['-E—-:‘I{_ Reply All =} Forward
Fri 9/2/2016 5:34 PM
Brett McKeachnie

GRAMA Request
To Brett McKeachnie

This is a GRAMA request. It should be kept for 2 years.

GRAMA Requests - 2 years Properties

| Generall Home Page| Policy | Permissiunsl

Retention Policy

Items in this folder use the policy that is defined here

w unless the item is assigned to a different policy.

Folder Pl Efaar Deletel2yeamI NN NI v

&dd or Eemove Retention Policies

Paolicy: 2 Year Delete [2 years)
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Grievance Records

r"_':}'_ Reply FEC}; Reply All r"_':f', Forward

Fri 9/2/2016 5:34 PM

Brett McKeachnie

Grievance

To  Brett McKeachnie

Retention Policy 3 Year Delete (3 years)

This is a grievance. It should be kept for 3 years.

Grievance Records - 3 years Properties

| General | Home Pagel Policy | Permissiuns|

Policy:

Retention Policy

ltems in this folder use the policy that is defined here
unless the item is assigned to a different policy.

Folder ol |5 Year DeleE BYeRiS) T

Add or Femove Retention Policies

3 Year Delete (3 years)
3 Year Delete Policy
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Transcript Requests

52 Reply €2 Reply All (3 Forward
Fri 9/2/2016 5:33 PM

Brett McKeachnie

Transcript Request

To  Brett McKeachnie
Retention Policy 1 Year Delete [1 year] Expires 9/2/2017

This is a transcript request. It should be kept for 1 year, then destroyed.

Transcript Requests - 1 year Properties H

| General | Home P'age| Palicy |Permissiuns|

Retention Policy

{I—)‘b,' Iltems in this folder use the policy that is defined here

W unless the item is assigned to a different policy.

Falder Policy: |1 Year Delete (1 year) IE“

Add or Remove Retention Policies

Policy: 1 Year Delete (1 year)




Quick Steps

. 2
Manage Quick Steps :
Quick step: Description:
& Archive Q, Archive
Archive =] Spam
_ ¥ N £3  Spam . 5 .
@Action @Waiting y _ Actions: Move to: Mybrchive
¥ Create New F @Action f= Mark as read
e st _ W @Wwaiting Shortcut key:  CTRL=SHIFT+1
ick Steps
F : Tooltip: Marks the selected e-mail as read and moves
the e-mail to the MyArchive folder.
Edit | | Duplicate = Delete
T[] [ New~ |
| Resetto Defaults | OK | | Cancel




Search/Filter/Policy

FILE HOME SEMD f RECEIVE
@ @ Current Folder
Subfolders
All Current =
Mailboxes Mailbox aﬁ.ﬁ.” Outlook ltems

Scope

4 Favorites

FOLDER VIEW Mchfee E-mail Scan ADOEBE PDF SEARCH
Oy 2 n A This Week ~ [™ Flagged
. ag
Lp & ] ) :ESentTo* ! Important
Include From Subject Has Categorized
Older Results Attachments - =1 Unread + More -
Results Refine
£
ray walker X | Current Folder v|
| ] g | Search People |
&

Assign

Palicy

* [ Read

nread/ Categorize Follow

Tags

EE Address Book

Y Filter Email ,,\

Find

2 i1 8

Recent Search  Close
Searches = Tools=  Search

Options Close

(52 Reply [ Reply All (3
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Don’t Forget

Inbax m
Drafts [Z] —:El Eﬁ

Sent ltems /I"u"lcwe Rules OneMote

Budget

Conversation History hove

Deleted ltems

Junk E-Mail







Contact Us

» IT Project Management » Chief Information

Office Officer
» mckeacbr@uvu.edu » Ray.Walker@uvu.edu
» 801-863-8940 » 801-863-8183

Brett McKeachnie EVAVEU G



mailto:mckeacbr@uvu.edu
mailto:Ray.Walker@uvu.edu
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