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How to Configure and Run Policies
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This article refers to the Barracuda ArchiveOne version 6.0 or higher.

The following article explains how to configure and run a policy using the ArchiveOne Admin Console.

To create a new policy,

1. On the ArchiveOne Server, open the ArchiveOne Admin Console.
2. Right-click Policies, and then select New:
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3. In the Policy Definition dialog box in the Policy name field, enter a name to identify the new

policy:
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Policy Definition | x|
Policy namme IP':::Iiu:y 1 [T Enabled For scheduling
Policy owning rale | ApMINISTRATOR =] view role search st |

Search Criteria | Seatch in all messages - click button ko limit which messages ko search ;I

For
=

where ko Search | Click. button to define which mailboxes or public Folders to process ﬂ

[]

When to Search | Mever

'hen ko Skop |

Actions | List them

Done Zancel | Help |

4. Click Search Criteria:

Policy Definition
Palicy name I Palicy 1] ™ Enabled For scheduling
Palicy awning rale | ADMINISTRATOR =] View role search list |

Search Critetia | Search in all messages - click buttan ko limit which messages ko search ﬂ

For
=

wWhere ka Search | Click. button ta define which mailboxes or public folders ko process ;I

[]

When to Search | Mever

WWhen ko Stop |

Actions | List them

Done Zancel Help

5. Specify the search criteria for the policy in the Search criteria for policy dialog box:
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Search criteria for policy "Policy 1'

Select vour search criteria For each lewvel
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all folders ;I
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=
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Attachments

¥ Faor attachment based criteria, find messages where at least one attachment meets criteria

™ Faor attachmenkt based criteria, find messages where all attachments meet criteria

O I Zancel | Help

o Store - Click to display criteria based on the mailbox store itself: mailbox name, mailbox

size in MB or % of warn/send/receive limits, or total number of items.

o Folder - Click to display criteria based on folders: folder name/type/path, if replicated, or
how many items it holds.
o Message - Click to display criteria based on messages: text in the subject and/or body,

from, to,

o Attachment - Click to display criteria based on attachments: file name, size in K, file

delivered, etc.

date, last modified, or text within the document if the attachment has been indexed as

well.

6. For example, click Message and select the search criteria:
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Message Search criteria for policy 'Policy 1°

Select wour message search criteria and add it to the list,

Far kext based criteria, mulkiple values can be specified in the “alug' figld by separating each one
with a semicolon, For example, 'here;there’ - messages matching any of the alkernatives wil be
lisked,

Property Condition Yalue

Delivered | fafter R EEERE =]

Delivered before 01 Jan 2014
Delivered after 31 Dec 2012

Remove =<

Remove all

&l or any criceria

* Find messages which meet all the above criteria (AND)

™ Find messages which meet at least one of the above criteria (OR)

(04 Cancel Help

o Property - Select the desired property of the message to search on such as who the
message was 'To' or when it was 'Delivered'. Some of these are properties of the
attachments, if any, to the message.

o Condition - Select the range of conditions; options display based on the selected
property (string or numeric).

o Value - Select the value used to compare with the property's value.

7. Click OK to save your search criteria, and then click OK to return to the Policy
Definition dialog box. Click Where to Search:

Policy Definition | x|

Policy namme IP':::Iiu:y 1 [T Enabled For scheduling
Policy owning rale | ApMINISTRATOR =] view role search st |
Search Criteria | Search in all messages - click buttan to limit which messages to search ;I
Far ;I
where ko Search | Click. button to define which mailboxes or public Folders to process ﬂ
[-]

When to Search | Mever

'hen ko Skop |

Actions | List them

Done Zancel Help

8. In the Where to search for policy dialog box, specify the sources to process:
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Where to search for policy "Policy 1° I

Which mailboxes to search

¥ mone

" Selected mailboxes or diists Browse |

™l enabled mailboxes

—\What tvpe of stares For these mailboxes?

¥ Erimary mailbo store
™| Exchange archive mailbay store

™| PST Folders

I™ | Only process PST between these dates: |1E.,|'|:|5,|'2|:|13 j and |16,|'EIS,|'2EIIS j

™| Compact P5Ts after processing Ak this houry 0z

—3Search uncoupled PSTs
[ Uncoupled PST folders

—Which public Folders to search

Choose which public falder, as defined in the Public Folder Manager, wou wank to search;

I[Nu:nne] j

™ Erocess only this Folder, exclude subfalders

Ik Cancel Help |

o Which mailboxes to search - Select none, all, or specify specific mailboxes or lists.

o What type of stores for these mailboxes - Specify whether to process the mail store,
the Exchange 2010 Archive Store, or PST folders associated with Outlook.

o Search uncoupled PSTs - When selected, process PSTs that are not associated with
Outlook.

o Which public folders to search - Optionally select public folders to process.

9. Click OK to save your settings and return to the Policy Definition dialog box. Click When to
Search:
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Policy Definition E
Policy namme IP':::Iiu:y 1 [T Enabled For scheduling
Policy owning rale | ApMINISTRATOR =] view role search st |
Search Criteria | Search in all messages - dick button ta limit which messages to search ;I
For ;I
where ko Search | Click. button to define which mailboxes or public Folders to process ﬂ
[/

When to Search | Mever

'hen ko Skop |

Actions | List them

Done Zancel | Help |

10. in the Schedule for policy dialog box, specify scheduling options:
Schedule for policy "Policy 1'

—Dakes to process

i~ pever = Every |1 3: dary(s)

" Daily
= wWeekly
i~ Once

" Every weekday

— Times to pracess

* Once a day At I':'S:':":I 3

" Multiple times a day

Mext run will be on Friday, Maw 17, 2013 ak 03:00

Mail results to; Browse |

I Cancel | Help |

o Dates to process/Times to process:
= Never - Default setting, no schedule is set.
» Daily - Set the schedule to run every n days (or every weekday), and at which
time(s) to run the policy.
= Weekly - Set the schedule to run every n weeks on a set day(s) of the week, and at
which time(s) to run the policy.
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»= Once - Set the schedule to run on a specific date, and at which time(s) to run the
policy.
o Mail results to - Email the policy results to the selected mailbox.
11. Click OK to save your settings and return to the Policy Definition dialog box. Click When to

Stop:
Policy Definition
Policy name IF‘:::Iiu:y 1 [ Enabled For scheduling
Palicy awning role — {apmINISTRATOR =] View role search st |
Search Criteria | I:Searn:h in all messages - click butkan o limit which messages ko search ﬂ
oF
[/
where ko Search | Click button ko define which maillboxes or public folders to process =]
[/

When to Search | Mever

‘hen ko Skop |

Actions | List them

Done Zancel | Help |

12. In the When to stop policy dialog box, select whether to stop the policy after a certain
number of minutes:
When to stop policy 'Policy 1° |

v Terminate processing if it runs for more than I Al minukes

This applies to scheduled policies and 'Fun’ policies, but nok to
PST paolicies run on the client,

Messages already selecked Far archiving will be archived, and
some archiving processes that have started will complete even
after this time, buk no new processes will be started.

Ik I Zancel Help

o Terminate processing if it runs for more than n minutes - Turn on to stop the first
phase of the policy run after it has been running for the specified amount of time. The
second phase is not affected by this setting.

13. Click OK to save your settings and return to the Policy Definition dialog box. Click Actions:
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Policy Definition E
Policy namme IP':::Iiu:y 1 [T Enabled For scheduling
Policy owning rale | ApMINISTRATOR =] view role search st |
Search Criteria | Search in all messages - dick button ta limit which messages to search ;I
For ;I
where ko Search | Click. button to define which mailboxes or public Folders to process ﬂ
[/

When to Search | Mever

'hen ko Skop |

Actions | List them

Done Zancel | Help |

14. In the Actions for policy dialog box, select the action to take on messages that match the
search criteria:

Actions for policy "Policy 1' E

What do vou wank to do with messages that match the search

Mothing, jusk lisk them j

Archive attachments only

Copy them ko the selected location
Fove them ko the selected location
Delete

IInarchive

rail results

Delete items from archive

Archive and then delete original
Message link reconfiguration
hange retention period

Ok I Zancel Help

See Understanding Policy Actions for more information.
15. Click OK to save your settings, and then click Done in the Policy Definition dialog box to save
your policy.

Use the following steps to immediately run a policy:
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1. Open the ArchiveOne Admin Console, and click Policies.
2. Right-click the policy you want to run, and then click Run.
3. The Policy Status dialog box displays Policy processing details:

First phase includes maillbox, —
P5T file, and Public Folder

search for items matching

Policy search criteria.

Second phase (runs only when —
Archive action is set on a Policy)
archives items and stubs
archived messages found in

first phase of processing.
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Policy Status E3 |

This page shows the progress of the current running policy, ar the results of the last palicy
run., Yiou can stop a policy if it is currenkly running.

I it is an archiving process, then it is run as 2 independent phases. The palicy run (firsk phase
af archiving) Finds items to archive and the second phase archives them.

View results of manually started policies

Palicy is currently: Mot running Stop the current policies

birchiveone Policy resulks on completion: ;I
Policies run; "Year_2013"

The scan kook 0 minutes, 11 seconds

ArchiveCne Policy started at 10:02:42 on Thursday 16 May, 2013

Completed processing of S mailboxes, 126 Folders, 42 messages, 588 attachments

Found 42 search matches

Status last updated on 16 May 2013 at 10:02:53

I

For archiving policies, second phase is: Running archiving Stop second phase

Direct archiving of repository: Year_2013 ;I
Processing Folder: AdministratorInbosx
Excamined 3 ikems of which:

Archived 3 of them

Status last updated on 16 May 2013 at 10:02:55

[

Help Close skatus window
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