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About M+Archive

M+Archive is an enterprise-class electronic messaging solution that helps organizations address their current and future
challenges of email archiving, retention, regulatory compliance, and fast retrieval of email messages. M+Archive integrates
seamlessly and transparently into your corporate email system, improves server performance, lowers storage costs, and
offers you the tools to individually or globally search archived messages in aid of legal discovery, regulatory compliance, or
organizational policy enforcement.

About M+Analytics

M+Analytics is an easy-to-use web-based electronic discovery tool that allows users to intelligently search, retrieve, view,
and manage their archived data in a simple and timely manner. M+Analytics’ advanced search features and guided
navigation allow for quick and accurate searching and easy viewing.

About this User Guide

This user guide is intended for the average email user. It assumes that you have a working knowledge of your computer and
its operating system. The guide is structured in a series of tasks to help you learn how to use M+Analytics as quickly as
possible. The guide will walk you through each of the tasks you can perform in M+Analytics.

Style Conventions

The following style conventions are used in this guide:

* The names of files, directory paths, and guides appear in italics. For example,

* The data is stored in the sample.xml file.
* The file is located in your C:\Program Files\Messaging Architects folder.
* Please refer to your M+Analytics User Guide.

* Menus and commands that you need to choose are displayed in the form

Menu > Command. For example, File > Save means click File in the menu bar, then click Save in the menu that
appears.

* The names of keys are displayed in small capital letters, such as CTRL key.
* Aplus (+) sign is used to indicate combinations of keys and/or mouse operations. For example:

* CTRL+C means to hold down the CTRL key while pressing the C key.
* SHIFT+click means to hold down the SHIFT key while you click an item with the mouse.

Symbols
Throughout the guide, you will sometimes see special symbols in the margins. The symbols are intended to supplement the

information in the section where they are found. These symbols serve different functions based on the icon used to
represent them. The types of symbols are:

Note: This symbol provides supplemental information and/or configuration tips. Look for this symbol if you want to
find additional information for the subject that is being discussed.

@ Important: This symbol indicates that the information described in the corresponding section is important. Pay
attention to this symbol when you encounter it.

Warning: This symbol lets you know when something requires caution. The goal of this symbol is to let you know
about the potential errors into which you might run when using the function in question.

? Tip: This symbol provides additional configuration tips. Look for this symbol if you want a tip on how to accomplish
something.

Vi



1 Introducing M+Analytics

M+ Analytics is an easy-to-use web-based electronic discovery tool that allows individual users to intelligently
search, retrieve, view, and manage their archived items in a simple and timely manner. The benefit of

M+ Analytics lies in its advanced search features and guided navigation. The tool’s advanced search features
allow for word list usage, exact phrase matching, forbidden term searching, approximate spelling matching, and
more. Users can also build their own customized search queries, meaning they are never limited to default search
criteria. Any customized searches can also be saved as templates for future use. With guided navigation, users
can sort their search results for easy viewing.

1.1 Accessing M+Analytics

End users can easily access M+Analytics through a URL link provided by their system administrator. Alternatively,
GroupWise users can access M+Analytics directly through GroupWise WebAccess and WebViewer, while
Exchange users can access it through Outlook Web Access and their Outlook client.

1.1.1 Accessing M+Analytics Through a URL Link

To access M+Analytics through a URL link, follow these steps:

1 Follow the URL link provided by your system administrator, or open your web browser and enter the URL directly
in the browser’s address bar.

2 On the M+Analytics login screen, enter your user name and corresponding password in the available text
boxes. You can also choose your preferred language from the Language dropdown list. Available languages
include English, French, French (Canadian), and German.

3 Click Login.

W+ Analytics

LEEr name!
Passwond:

! & Engizh
Frangais
Frangais (Cannacen)
Dewtzch

Figure 1-1: M+Analytics login

1.1.2 Accessing M+Analytics Through GroupWise WebAccess and
WebViewer

To access M+Analytics through GroupWise WebAccess and WebViewer, follow these steps:

1 Open your web browser, navigate to your GroupWise login screen, and login to your GroupWise WebAccess
account.
2 In your WebAccess mailbox, click the Archive link in the top right-hand corner of your screen.

Messaging Architects 7
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Figure 1-2: WebAccess > Archive link

You are redirected to your archived email located in M+Archive WebViewer.
3 In M+Archive WebViewer, click the M+Analytics link in the top right-hand corner of your screen.
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Figure 1-3: WebViewer >

You are redirected to M+Analytics, and your archive overview is displayed.
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Figure 1-4: M+Analytics archive overview

1.1.3 Accessing M+Analytics Through the Outlook Client

To access M+Analytics through the Outlook client, follow these steps:

1 Open your web browser, navigate to your Outlook login screen, and login to your Outlook email account.

Messaging Architects
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In your Outlook mailbox, click the M+Archive folder on the left-hand side of your screen

archive overview screen is displayed directly in your Outlook client.
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Figure 1-5: Outlook integration of M+Analytics
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1.1.4 Accessing M+Analytics Through Outlook Web App
To access M+Analytics through Outlook Web App, follow these steps:

1
account.

2

Page

. The M+Analytics
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Open your web browser, navigate to your Outlook Web App login screen, and login to your Outlook Web App

In your Outlook Web App mailbox, click the M+Archive link located in the folder list in the lower left-hand side

of the screen. You are redirected to M+Analytics, and your archive overview is displayed. To return to Outlook
Web App, simply log out of M+Analytics, and you will be automatically redirected to Outlook Web App.

Messaging Architects
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Figure 1-6: Accessing M+Analytics through Outlook Web App

Customizing M+Analytics

With M+Analytics, you have the option of applying different settings to customize your archive overview screen.
More specifically, you can change your preferred interface language, and you can apply different themes to your
archive overview.

1.2.1 Changing Languages
To change the language of the M+Analytics interface, click the arrow next to your user name in the top right-hand
corner of the archive overview screen. Select Language, and choose your preferred interface language. You can
choose from English, French, French (Canadian), and German.

andrea | =
|| & Engish Language
| |
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Figure 1-7: Selecting language
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1.2.2 Applying Themes

You can apply different themes to the M+Analytics interface to change the look of your archive overview screen.

Ze Analytic | Mesaaging Architests o Default (grey)

i

| 2 hratyric | srssiging arcninecns .

(I 22T AR R R R R R R R R R

Accessibility

Figure 1-8: Themes

To change the theme, click the arrow next to your user name in the top right-hand corner of the archive overview
screen. Select Theme, and choose your preferred theme. You can choose from Default (grey), Blue, or
Accessibility.

The Accessibility theme is designed to provide better readablitity for users with impaired vision.
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Log o
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Figure 1-9: Selecting themes
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2 Archive Overview

Once you have logged into M+Analytics, you are presented with an overview of your archived messages. The
archive overview screen allows you to select and view your archived messages. You can also customize how
messages are displayed on the screen. Furthermore, you can manage your searches and navigate between

searches at any time.
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Figure 2-1: Archive overview
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By default, three main window panes appear on the archive overview screen:

* Folder view
* Filter view

* Message view

2.1 Folder View

The folder view lists the archive stores in which your archived data is located.

2.2 Filter View
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The filter view lists the available filters for performing guided navigation. M+Analytics allows you to narrow the

data shown in your message view based on a wide variety of parameters, called filters. These filters make it easy
for you to locate the specific data that you want to view. Once you apply the filters, only those messages selected
through the filters are shown in the message view.

For more information about applying filters in M+Analytics, see “Filters and Advanced Searching” on page 27.
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2.3 Message View

14

By default, the message view is the main portion of the archive overview. The message view provides a list of all
your archived messages.

2.3.1 Previewing messages

The default message view simply lists the messages located in your archive. However, you can also choose to
preview individual messages. To preview messages, click Preview, and select either Bottom pane or Side pane
from the dropdown list. Bottom pane displays the contents of a selected message at the bottom of the screen,
while Side pane displays the contents of a selected message on the right side of the screen. To return to the
basic list view, select No preview.
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Figure 2-2: Bottom pane view
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Figure 2-3: Side pane view

Preview Tab

Whether you are in Bottom pane or Side pane view, the Preview tab is selected by default. The Preview tab
displays who the selected message is from, to whom it was sent, when it was received, the message subject, if
there are any attachments, and the message contents.

Properties Tab
Click the Properties tab. The Properties tab displays the main properties of the selected message.

Pravview Properties
Fraperty Wl
Emezsage 0 ACTESCED CVWMTL MAPO 100.1787534.1 E26.1
] Mz Ty Wal
From Sacha Vededle
] Sutwact To plece fogether
=] Schveduled date 2040-08-26 165747
] Creation gats 2010-08-26 165747
& (] Annchmarts 3
=] Bo typer oo
EPriceny Stonddand
=] Read rend
T Accepted Accepted
=] Cormpisted Compieted
] Returm notinication when opened true
) Resturn nciication wiiven deisted true
) Return notification wihven comgseted true
] Rt oA fcaticon, wihabr chcinesst true
] Resturn notificaion wiven accegled frue

Figure 2-4: Properties tab > Bottom pane view
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2.3.2 Sorting Messages

To rearrange the order of the displayed messages, position your mouse over the heading of the column you want
to use to sort the messages, and click the arrow to activate the dropdown list. From the list, select either Sort
Ascending to sort messages in alphabetically ascending order or Sort Descending to sort data in alphabetically
descending order. Alternatively, you can simply click the column heading to toggle between sorting the messages
in ascending order or descending order.

From = Subject
Sacha Veletie #1 Sort Ascending
dustin Houde: %1 sort Devcending

Figure 2-5: Message sorting

2.3.3 Displaying Columns

In the message view, the From, Subject, and Received columns are shown by default. To select the columns
you want displayed in the message view, position your mouse over any column heading, and click the arrow to
activate the dropdown list. Select Columns to activate the dropdown list, and choose the columns you want
shown in the message view.

= | Subpect
41 sort ascending

%1 Sori Descanding
i : CokmTng k Expander

M NOOS Damo i Provision (o] From

nis  RODS Dama Provisionin To
MDD - Oue Of Office San
Irinking ke & cuslomen 15 marand Y
TS

Figure 2-6: Selecting column display

You have the choice of displaying the following columns:

* Expander Adds a + icon next to each message. Click the icon to expand the message to reveal its details.
With this feature, you can expand two messages inline so as to compare their contents.

* From Displays who sent the message.

* To Displays to whom the message was sent

* Sent Displays when the message was sent.

* Received Displays when the message was received.

The Subject column cannot be removed from the message view. This is to ensure that at least one column
remains in the message view so that data can actually be displayed.
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Figure 2-7: Column display

Dizplenyirg 1 - 100 of 1455

J- Search * Preferances -

Sanl Received
QREEA0 SO7 Ph 026N 0 507 PM

OE2EA0 4:57 P DB2EN 0 457 PM

w
OBEEA0 343 PR 055N 0 T4 FM
OBZEAD0 349 Ph DG28M 0 240 P

OREEAD 223 Ph 0B2EM0 223 PM

Pags 1 ofi15| B

w

=]
5

Itis also possible to change the order in which the columns are displayed. To do so, simply click on the heading of
the column you want to move, and hold the mouse button down. Drag the column heading to the spot to which

you want to move it, and release the mouse button.

2
Subject Recaived Senl 1
+ R Training Room Slobust0SA8/09 082 AN 0SS09 302 AN 1
R Securdy 12ih Sirest 05041 & | zany WFt

B BB A0 LR S Pl et & S & L T

Figure 2-8: Reordering columns

2.3.4 Selecting Page Size

By default, the number of messages displayed on each page in the message view is 20. It is, however, possible to
change the number of messages displayed per page. To do so, click Preferences > Page Size, and select the
number of messages you want shown on each page. You can choose do display 20, 50, 100, or 200 messages

per page.

J search = |Preferences -

ﬁq | Highbghl Search Terms

i) Fage S 3
'.H 0 0200 AM
| ® 100 ESA0 201 AM
| FEA0 200 AM
| 200
Ml w10 1225 FM

Figure 2-9: Page Size options
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2.4
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The bottom right-hand corner of the message view shows the range of messages currently being displayed, how
many messages there are in all, which page of messages is being displayed, and the total number of pages. You
also have the option of typing in the page number you want to view, navigating to the previous or next page,
navigating to the first or last page of messages, or refreshing the current page view.

i @ Slephane Gresnshisos lmam /- upsatsd Py [T EAITRE PR Y2

Refresh

T @ Frederic Bourpet FM Teeam Menting 00 F21410 454 Pl

Displaying 401 - 200011498 4 4 | Pagel S of15 b B | &

Figure 2-10: Page range and message range display

Performing Actions on Messages

Once you have populated the message view with the list of messages that you would like to view, it is possible for
you to perform specific actions on the messages. Most simply, you can double-click a message to open it and
view its contents in a separate dialog box.

To piece together... ol
% =
Preview Propestiss
From: Sacha Velistte
Ta: Andrea Kostyk w
Sent: 0226110 4:57 PM
Subject: To piece togeathsr.,,

attachments: DV IEXTAtm D MO0 owsDS192000 4pdf D sinature énoncé de orowtpdf
Heda,

Here ihey are

Thete Canie QO3 N0 the Ervy, N eplaCEmEent OF & SPacifc one (pags 11)

Tharks

Cheers,

Figure 2-11: Opening a message

The Preview and Properties tabs are available. For more information about these tabs, see “Message View” on
page 14. You can also choose to forward or print the selected message from this dialog box.

2.4.1 Forwarding Messages

To forward one or more selected messages, click the Forward icon in the top left-hand corner of the message
view. The Forward selected messages dialog box opens. Enter the email address(es) of the person(s) to whom
you are forwarding the message, and click Forward. Alternatively, you can double-click a message to open it, and
click the Forward icon.
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Attack
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Figure 2-12: Forwarding messages

2.4.2 Printing Messages

To print one or more selected message, click the Print icon in the top left-hand corner of the message view. A
new tab in your web browser opens. The contents of the selected message, including the case to which it
pertains, who the message is from, to whom it was sent, the date the message was sent, the message subject, a
list of any file attachments, and the message body are printed in PDF format. The file can also be saved for future
use. Alternatively, you can double-click a message to open it, and click the Print icon.

[’j If several messages are selected for printing, all the selected messages will be printed to the same PDF file.
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Recurring AEPointment

From: Ranjit Sarai

To: Alexander Velarde, Ranjit Sarai

Date: 2010-01-26

Time: 11:00 - 12:00 B
Subject: Recurring Appointment

Place: Phone Machine

Recurring Appointments on the 1st day of every month til December 2010.

Ranjit

N T

[T ordnown zone
Figure 2-13: Printing messages

2.5 Calendar View

20

By default, the message view simply displays a list of archived items. However, if any calendar items such as
appointments, notes and tasks are archived, you can use M+Analytics’ calendar view to display these items in a
calendar. To do so, click on the calendar folder located in the folder view.

[{» Analytics | Messaging Arc
Search &5
Fokder
4 Archivas
[ IR B
_ Trash

Figure 2-14: Selecting calendar items

There are four modes in which calendar items may be viewed:
* Day view
*  Week view
¢ Month view
e List view

By default, the Week calendar view is displayed.
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2.5.1 Day View

To view calendar items on a specific day, click the Day calendar view icon at the top of the calendar view.
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Figure 2-15: Day calendar view

The date that is currently being displayed is shown at the top of the calendar view. To navigate to the previous or
next day, simply click the left and right arrow buttons on either side of the date.

4 | Thrsday, Aprl 01, 2010
sdoy, Apel 01, 207 %
Figure 2-16: Navigating to the previous or next day

To view items listed on a specific day, click the desired date link in the small month calendar located on the right-
hand side of the screen. Dates which are greyed out do not contain any calendar items, while those not greyed
out have at least one calendar item.

To change the month, click the left and right arrow buttons on either side of the month and year. Alternatively,
click the arrow to the right of the month and year, and choose the desired month and year from the dropdown
menu. When you are done, click OK to close the dropdown menu. To display today’s calendar items, click Today.

The double chevron button in the top right-hand corner of the month calendar can be used to toggle between
hiding and showing the calendar in the calendar view.

Messaging Architects 21



2.5.2 Week View

To view calendar items for an entire week, click the Week calendar view icon at the top of the calendar view.
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Figure 2-17: Week calendar view

Each day in the week that is currently being displayed is shown at the top of the calendar view. To navigate to the
previous or next week, simply click the left and right arrow buttons at either end of the week.

u,J:) Sun DA4A0 Mon Q4EA0 Tue D406H D Wed 040700 Tha Q40040 Fri Q40910 saounono 3
L]

Figure 2-18: Navigating to the previous or next week

You can use the small month calendar on the right-hand side of the screen to view items listed during a different
week within the same month. Simply click a date link in the desired week to view the entire week. Dates which
are greyed out do not contain any calendar items, while those not greyed out have at least one calendar item.
Only dates containing calendar items can be clicked.

To change the month, click the left and right arrow buttons on either side of the month and year. Alternatively,
click the arrow to the right of the month and year, and choose the desired month and year from the dropdown
menu. When you are done, click OK to close the dropdown menu. To display the week containing today’s
calendar items, click Today.

The double chevron button in the top right-hand corner of the month calendar can be used to toggle between
hiding and showing the calendar in the calendar view.
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2.5.3 Month View

To view calendar items for an entire month, click the Month calendar view icon at the top of the calendar view.
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Figure 2-19: Month calendar view

The month and year currently being displayed are shown at the top of the calendar view. To navigate to the
previous or next month, simply click the left and right arrow buttons on either side of the date. Alternatively, you

can use the left and right arrow buttons on the small month calendar on the right-hand side of the screen to
change the month.

4 | Apel 2010 %

Figure 2-20: Navigating to the previous or next month

You can also use the small month calendar to view items listed in a different month and/or year. To do so, click
the arrow to the right of the month and year, and choose the desired month and year from the dropdown menu.

When you are done, click OK to close the dropdown menu. To display the month containing today’s calendar
items, click Today.

The double chevron button in the top right-hand corner of the month calendar can be used to toggle between
hiding and showing the calendar in the calendar view.
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2.5.4 List View

To view a list of all calendar items, click the Calendar list view icon at the top of the calendar view.

Search =+
Folder "= Proview = & A= & toanch J7 Search = Prefersnces -
@ |4 Dalo | From {':? Cs:r‘q:-fstl\-mv i
ﬁc“’““" M8 @ Frederic Bourget Team Mastng A 0 &3 AM
A Calarndar
el =) # Fiched Cabora Fichard will be ot on Fricey thie Srd of Seplember OR31N0 205 FW
.
JTrash = B Warco Jean R CRLES discount! Bs Tinally here!
M & Frederic Bourget Team Mesting CHLAA0 £54 Pt
T @ Wechas Dybsa Big-teme, bepoetant Moating RS0 £13PM
%) § Mhchss Dybsis MO - Cof OF Otfice (RS0 443 FM
T @ wxamianMorgsn otaviog has ecited & Web Meeting CENEN0 215 PM
Fikor B8 @ Freceric Bourgst Team Masting D110 454 PM
4 Langusne =) @ wichael Dybala MO - Cudl O Oiffice 062041 0 906 Pt
[CJEngishi oy T & Suzarne Fordacers Guanrterly Review & Vne & Choese CEA1A 0 300 PM
4 Rem Type =) Michissd Dytesla MD - Working Fr o Hirme GENTA0 304 AM
[lrecsnea100m) m Fredaric Bour
L ™ w gat Team Mestng CHAN0 & 54 Pad
4 Oparnd =
TH @ Deblis Howiea CMS Training CEN 20 11:32 AM
[Cvestions) “ﬂ o i
a Fisat T8 @ Debbis Howle CME trairing N0 0 242 AM
[vesqrone) T d Debbie Howiet quarierty Fevite E05A 0 341 FM
& Croated Date GH @ Frederic Bourget Team Mesting D20 454 P
# Clzmonioos) M0 # Andrea Kostyk MrArchive instalation run-hrough (RS0 £:45 Pt
ALgustS0%) -
BW ( (38 T o Araen Kotk M frchive iretabibion run-the cugh (ROSAD £45 PM
o v(ésl%]] T @ Fradric Bourgst Team Mastng DL21A0 454 P
4 Received Doln T & Prier Barton Polcy i tiscussion 0702900 £33 FM
201001 00%)
[Clsspamben3z 33%)
[l gt 35 330
[Cloarmnry(33 33
Displaying 1 - 2008 115 Pags 1odB K M| &

Figure 2-21: Calendar list view

Like message view, list view displays a list of all archived calendar items in the Calendar folder.

2.5.5 Viewing Calendar Items
The default calendar view simply lists the calendar items located in your archive. However, you can also choose to
preview individual items, regardless of whether you are in day view, week view, month view, or list view.

Quick Preview

To quickly preview a calendar item, simply hover your mouse over the item. A popup appears, showing the time,
subject, location (if any), and part of the message body (if any) of the item.

The quick preview feature is not available in list view.

a Nowember 2010 o
Sunday Moniday Tuesday Wednesday Thursday Friday

@1 a0z a3 [T ] 05
i 1[3»

o7 OB

11:00 Recurring Appointment (Phone)
Reasring Appoiniments on the 1st day of every month 8

December 2050 iz

Rt
Figure 2-22: Quick preview

Full Preview

To fully preview a calendar item, click Preview, and select either Bottom pane or Side pane from the dropdown
list. Like in the message view, Bottom pane displays the contents and properties of a selected item at the
bottom of the screen, while Side pane displays the contents and properties of a selected item on the right side of
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the screen. To return to the basic calendar view, select No preview.
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Figure 2-23: Calendar view, bottom pane view
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Figure 2-24: Calendar view, side pane view
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Full View

To fully view the details of a specific calendar item, double-click the item to open it and view its contents in a
separate dialog box. From here, you can forward the item and/or print the contents. For more information about
forwarding items, see “Forwarding Messages” on page 18. For more information about printing items, see
“Printing Messages” on page 19.

It is possible to forward and print multiple calendar items only if items are displayed in list view.
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Figure 2-25: Calendar view, full view
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3 Filters and Advanced Searching

M+Analytics has an advanced set of filters and search options that make it easy for you to locate the precise
information you are looking for.

3.1 Filters

The search pane on the left-hand side of the archive overview screen lets you apply filters to your archived items.

(¢ Analytics | Messaging Architects
.- Search +
Search | Foider = Preve
pane Archives F
]
Fitur % 0 A

Figure 3-1: Search pane

3.1.1 Conducting Multiple Filtered Searches
By default, one search pane is open in the main archive overview. With M+Analytics, you can open additional
search panes to run multiple searches with different filters applied to each search.

Adding Searches
To open an additional search pane, click the + sign to the right of the Search tab.

[J¢ Analytics | Messaging Arc

Semarch +

)

Fokdar
Agchids

Figure 3-2: Adding a Search tab

Renaming Searches

It is possible to rename the Search tabs to distinguish different searches from one another. To rename a Search
tab, simply right-click on it, and choose Rename from the dropdown list. When prompted, enter the new title you
want to give the search, and click OK.

Sasrch January -
Cloas

Filtes

Archives Cloge Ot Taba

Figure 3-3: Renaming a Search tab

Cloning Searches

It is also possible to replicate the results of an existing search in a new search pane. To do so, left-click on the
search tab you want to replicate, and choose Clone from the dropdown list. A new search pane opens, displaying
the same search results as those of the search you have just replicated. The name of the search you have just
replicated, however, is not carried over to the new search tab. You will have to rename your new search

accordingly.
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Figure 3-4: Cloning a search

Deleting Searches

To delete a search, simply click the x in the top right-hand corner of its Search tab. Alternatively, right-click on the
Search tab of the search you want to delete, and select Close from the dropdown list. If you want to keep only
one of your searches and delete all others, right-click on the Search tab of the search you wish to keep to
activate the dropdown list, and select Close Other Tabs.
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Figure 3-5: Deleting a search

3.1.2 Filtering by Archive Folder

Under Folder, you are shown a list of folders located in your archive. A quick and easy way to filter your data is to
select an individual folder rather than your entire archive store. A folder containing subfolders can be expanded,
and you can narrow your search further by selecting a subfolder.
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Figure 3-6: Folder filter

3.1.3 Using Filters
M+ Analytics offers multiple filters that allow you to quickly sort through data and find the information you need.
These filters are available only when an archive store is selected, not when individual folders within the archive
store are selected. Place a checkmark next to the filter component(s) you want to enable. The values in
parentheses next to the filter components indicate the percentage of items found in each respective filter
component. The following filters are available:
* Language Allows you to filter by the language in which the archived message is written. The list of
language filters varies according to the languages identified in the archived messages. Messages for which
a specific language has not been identified fall into the Not Defined filter.

* Item Type Allows you to filter based on whether the message was received, sent, is personal, or a draft.
* Opened Allows you to filter based on whether or not the archived message was ever opened.
* Read Allows you to filter based on whether or not the archived message was ever read.

* Created Date Allows you to filter by the date on which a message was created. This filter displays the
available years, followed by the available months of data.

* Received Date Allows you to filter by the date on which a message was received. This filter displays the
available years, followed by the available months of data.
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Figure 3-7: Filters

Advanced Searching

M+Analytics allows you to perform keyword searches as well as advanced searches on messages and
attachments. Advanced searching allows you to apply various search criteria to help you narrow down your search
and cull through your data quickly and efficiently.

3.2.1 Keyword Search

The right-hand side of the main case overview features a Quick search box. This search box allows you to search

for a specific keyword in the data listed in your message view. Simply type your keyword(s) in the available
textbox, and click Search.

If you enter several keywords in the Quick search box, such as:

needs deleted purged

M+Analytics will search for archived items containing all three keywords somewhere within the message header
and/or body contents (i.e., a Boolean AND operation applied to all three search terms).

If you enter the same three keywords in the Quick search box, but enclose them in double quotation marks, like
this:

“needs deleted purged”

M+ Analytics will search for archived items that contain that exact expression enclosed in the quotation marks.

Each time you enter a keyword and click Search, a new search that includes your entire data set takes
place. In other words, the narrowed down data set from one keyword search is not carried over to the next
keyword search. To further narrow down your data set, use the available filters. For more information on
using filters, see “Filters” on page 27.
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Figure 3-8: Search box
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3.2.2 Message Search

A message search allows you to apply advanced search criteria to your archived messages. To perform a message
search, click the arrow to the right of the Search button, and select Messages from the dropdown list.
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Figure 3-9: Search > Messages

The Advanced Search dialog box opens, displaying two tabs: Message and Analytics. The Message tab is
displayed by default.

Message Tab

The Message tab lets you apply one or several of the following search criteria:
* Subject contains Allows you to search for a specific name appearing in the Subject field of a message.
* Sender contains Allows you to search for a specific name appearing in the From field of a message.

* Recipients contains Allows you to search for a specific name appearing in the To, CC, and BC (or BCC) fields
of a message.

* Body contains Allows you to search for a specific word within the body of a message.

* Sent date range Allows you to search for messages that were sent during a specific date range.

* Received date range Allows you to search for messages that were received during a specific date range.
* Item types Allows you to search for specific items, namely mail, appointments, tasks, and notes.

* Search embedded messages also Allows you to also apply the above search criteria to messages embedded
within other messages (i.e., message threads). Note that it may take a few moments for search results to
appear.

When multiple search criteria are entered on the Message tab, a Boolean AND operation is applied to the
criteria. For example, suppose you specify the following criteria:

Subject contains: doctor

Sender contains: Alex

Body contains: today

M+ Analytics will search for messages containing the word “doctor” in the subject line, sent by a sender with the
name “Alex”, and having the word “today” appearing at least once in the message body.

Once you have entered your search criteria, click Search to apply them to your archived messages.
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Figure 3-10: Advanced Search, Message tab
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The Recipients contains field will search for the specified recipient(s) in the To, CC, and BC or BCC fields
of messages. Boolean OR operators and parentheses can be used within the Sender contains and

Recipient contains fields to search for multiple recipient names. For example, if you enter (Peter OR Paul
OR John) in the Sender contains field, M+Analytics will search for messages with at least one of the three

names appearing in the From field.

Analytics Tab
The Analytics tab allows you to build custom search queries with the following attributes:

Exact phrase Allows you to search for messages containing a specific phrase or expression.
Forbidden terms Allows you to search for messages containing specific terms you deem as forbidden.

Words starting with  Allows you to search for messages containing words that start with a specific root. For
example, if you enter “teminat” all words beginning with that root will be included in your search results, such
as terminate, terminating, terminated, etc.

Phonetic spelling Allows you to search for messages containing words that are spelled the way they sound.
For example, if you enter “ther” all words that sound the same when spoken will be included in your search
results, such as there, they'’re, their, etc.

Approximate spelling Allows you to search for messages containing words that have similar spelling to the
word you have specified.

Proximity search Allows you to search for messages containing words that are within a specific number of
words from one another.

Regular expression Allows you to search for messages containing words that meet the criteria of a regular
expression. For example, “.at” matches any three-character string ending with “at”, such as “cat”, “hat”, and
“mat”.

With the Analytics tab, you can make your search queries as detailed as you want. To build a custom search
query, select an attribute, enter a word or expression you want to include in your query, and click Apply. Use the
AND and OR Boolean operators to add more attributes to your query. Once you are satisfied with the criteria of
your custom search, click Search to apply the criteria to your archived messages.
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3-11: Advanced Search, Analytics tab

advanced message search can involve only one search tab at a time. For example, assume you enter

search criteria on the Analytics tab. If you then click the Message tab, enter additional search criteria on
that tab, and click Search, only the criteria specified in the Message tab (the active tab) will be applied to
the search.
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3.2.3 Attachment Search

An attachment search allows you to apply advanced search criteria to attachments found in your archived
messages. To perform an attachment search, click the arrow to the right of the Search button, and select
Attachments from the dropdown list.
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Figure 3-12: Searching for Attachments
The Advanced Search dialog box opens, displaying the Attachment tab.

Attachment Tab
The Attachment tab lets you apply one or several of the following search criteria to your archived attachments:
* Filename contains Allows you to search for attachments with a file name containing a specific word(s).

* File size range Allows you to search for attachments with a file size that falls within a specified size range.
The file sizes must be entered in bytes.

* Body contains Allows you to search for attachments that have a specific word found within the attachment
body. You can also choose to specify whether that word is within proximity to another word and/or whether
M+ Analytics should search for attachments containing words that sound like the specified word.

Once you have entered your search criteria, click Search to apply them to your archived attachments.

Advanced Search
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Figure 3-13: Advanced Search, Attachment tab

When you obtain the results from an attachment search, the message view displays a list of attachments that
have been found rather than a list of messages. As such, a different set of columns are available.

By default, the File name, Size, Received, and From columns are shown. You can also choose to show the
Expander column or hide the Size, Received, and/or From columns. To do so, position your mouse over any
column heading, click the arrow to activate the dropdown list, and select Columns. From the dropdown list,
choose the columns you want displayed in the message view.
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Figure 3-14: Selecting column display

The File name column cannot be removed from the message view. This is to ensure that at least one

column remains in the message view so that data can actually be displayed.

3.3 Viewing Search Results

When you conduct a keyword or advanced message search, you can use M+Analytics’ highlighting tool to help
you quickly locate your search terms in your search results. When enabled, this tool highlights your search terms

in yellow in
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the list of search results and in the messages themselves.
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Figure 3-15: Highlighted search results
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By default, the highlighting tool is enabled. To disable it, click Preferences > Highlight Search Terms to remove

the checkmark.
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Figure 3-16: Highlighting tool

M+ Analytics’ highlighting tool does not apply to attachment searches, meaning search terms are not

highlighted in yellow in the search results.

3.4 Logging Out

To log out of M+Analytics, click the arrow next to your user name in the top right-hand corner of the archive

34

overview screen, and click Log out.
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Figure 3-17: Logging out
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