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All the Features of NYSeMAIL Archiving including
Using for Business Continuity

Using MEHA
Using MEHA

The Microsoft® Exchange Hosted Archive (MEHA) can be accessed through the
Archive Viewer—a Web-based console that enables end users to perform daily tasks,
such as searching for and viewing messages. The tool can be accessed from anywhere
that you have an internet connection. This can be especially beneficial in an emergency
situation, and is accessible even if NYSeMail is unavailable. This course covers the
following tasks:

Sign in to the Archive Viewer

View Messages

Search for Messages

Send or Reply to E-mail Messages
Restore Messages

Export Messages

Manage Folders

MEHA supports the following web browsers:
Windows Internet Explorer 7, Internet Explorer 8, and Internet Explorer 9
Mozilla Firefox 2.0, Firefox 3.0, and Firefox 4.0
Apple Safari 3.1

Important Note:

All NYSeMail MEHA users should login to MEHA and set up their password before any
Emergency situation occurs.
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Logging in to the Archive for the First Time
Logging in to the Archive for the First Time

1. Open the Internet Explorer. Type the following web address in the address
line: https://viewer.messaging.microsoft.com

Exchange Hosted Services dialog box displays in the center of the window.

Your NYSeMail mailbox is configured to include multiple email addresses. All
email addresses associated to your mailbox are archived in one location.

2. To establish the password for the first time, click "Need your password?" Link

Microsoft’ Cnling

Exchange Hosted Services

Signiin:

User name:

Pazsword:

= eed your password? | Change password

3. Exchange dialog box displays. Type your User name into the User name field. The
User name is your Primary SMTP email address
(e.g., firstname.lasthname@cio.ny.qgov).

Mecrosoft Crln

Exchange Hosted Services

Enter your user name {=-mail 2ddress) to receive instructions about how to set or resst
your password.,

User name: nﬂ.sm.ta.training@cin.n}f.gm{
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4. Click Send. Exchange dialog box displays. A message displays "An e-mail was sent to
you with a link. Please click on the link in order to set or reset your password."

5. To receive the password message, Open Outlook. The Archive Viewer application
sends the link to your NYSeMail Outlook Mailbox.
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The Archive Viewer application sends the link to the Outlook mailbox. If the message is
3: ;
not displayed, click Send/Receive = """ ~ The message displays in the

Outlook Inbox.

Outlook 2007 Send/Receive:

liw Inboe - Microsoft Qutlook
i File Edit ‘“iew Go Tools Adions Help
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Outlook 2010 Send/Receive:
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6.Double click the Archive Viewer message in your Inbox. The link displays in the
message window.

From: exmailer @microsoft.com Sent: Thu9/8/2011 3:
To: oft.sm.ta.training

Coc

Subject: Password Change Confirmation

To set or reset your password, go to https://sts.messaging.microsoft.com/Security. mve/ForgotPassword?e mail=oft.sm.ta.training%
A0cio.ny.gov&ts=634511076861111762&Token=ceaa85b21a2af800879fac491b5151abcl27edcl73alc63e126b793de018afd3&Return URL=%2fDefault. aspx % 3fwa%3dwsigninl.0%26wtrealm
3dhttps%253a%292f% 252 viewer.messaging. microsoft.com¥%202fviewer.aspx%26wetx %3drm%253d 09425 26id %253d passive % 2526ru%253d %2525 2f Viewer. aspx %6 26wct % 3d 2011-09-08T19%
253340%3253a597 and follow the directions on the page.

7. Click on link. The Exchange Hosted Services window displays.

8. Type in your New Password. Press Tab. To verify password, fill-in Confirm new
password field.

Mscroaoft Cmie

Exchange Hosted Services

Set your new password.

User name: Oft.sm.tatraining@cio.ny.gov
MNewr F-ESS-.‘.-‘-C-F-:I: LI 2 A 2 A 0 d Y

Confirm new password:

Important | nformation

Strong passwords should be used at all times for all accounts. Passwords must be
updated every 3 months. Be aware of the following guidelines when creating a
password:

¢ Do not use a common word as a password.

¢ Do not share your password — kegp it confidential.

¢ Requires a combination of lower and upper case letters and numbers.
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9. Click Submit. The Archive application displays.
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Logging into the Archive Viewer with an Established Password
Logging into the Archive Viewer with an Established Password

1. Open the Internet Explorer. Type the following web address in the address
line: [https://viewer.messaging.microsoft.com|

Exchange Hosted Services dialog box displays in the center of the window.

Your NYSeMail mailbox is configured to include multiple email addresses. All
email addresses associated to your mailbox are archived in one location.

2. Type your primary SMTP email address (e.qg. firsthame.lasthame@cio.ny.gov) in
the User name field.

3. Type Password.

Istrogalt Crdire Serades )
Exchange Hosted Services
Sign in:
User name:  Oft.smutatraining@cio.ny.gov
F-‘aﬂsv.'curd i RSN RRRER
Need your password? | Change password
LY "
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https://viewer.messaging.microsoft.com/

4. Click Sign in. The Archive application displays. Each time you log in to MEHA,
you will not see any email messages until you click on a folder.

”
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Excmﬁn e
Hosted™ Services arcnive viewer

Messages [= All E-mail o~ | @ % Tasks
= My Messages ‘ ‘u ‘ ‘|/r‘ | ,_,|me To Subject Date sent » |5ize @) New Message
Sk v exmailer@micr... oft.sm.ta.training@cio... Password Change Confirmation 5/9/2011 1:51:18 BM 3.1 KB B search
B sent rdl exmailer@micr... oft.sm.ta.training@cio... | Passwor d Change Confirmation 9/9/2011 1:35:06 PM  |3.0 KB .
[ Recaive d oft.s Test for Training 5/8/2011 2:56:51 PM 5.2 KB - Cepy e Felder
H gloomberg fr.s Training 9/8/2011 2:56:15PM  |5.2 KB B export
) F Instont Messagas oft.s Test 9/8/2011 2:56:06 PM  |3.2 KB & Restore
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Overview of the Archive Viewer Environment
Overview of the Archive Viewer Environment

—
Ex
o bde o

m = [ Announcements - 6

Messages I My Messages 0~ @ » Tasks —’e
@ +2 # From To Subject Date sent ~ Size 32 New Message
Fing, Kathieen = | B Search
(Azademy Test foesed
L3 Copy to Foider
W expon
= Restore

@ status —@ ¢

w piw Hu fa fw B piw o Re tia| =)

1. Title bar: Displays name of the application, Archive Viewer. Sign out function
displayed.

2. Announcements: Displays window with Archive update information.
3. Messages pane: Used for Managing archived mail and folders.
4. Center pane: Used for sorting, viewing and reading mail messages.

5. Tasks pane: Provides options for managing email messages.
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6. Status pane: Monitors various activities and provides a list of tasks with the date,
time and status.

| @ status 44

'@] 4/22/2010 3:35 PM =
Submitted

Restore request @

42272010 3:32:58 FM

B 4f22/2010 3:22 FM
Completed
Training

7. Shortcut Toolbar: Displays buttons and field names that provide various sorting
options for email by:

! importance

¥

" Message Type

# Attachment
Field names sorted by selected field:

From = To Subject Date sent Size

Annotation column: Allows the user to make notes about the selected email.
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Page Navigation Bar: Displays at the bottom of the screen. Displays number of pages,
options to move to Previous, Next and select from a number of emails per page.

[1-19/19]) Fage size:l‘zz vI q -

Reading Pane: Reading Pane does not automatically display. Displays
content of the message to the right or bottom of the selected message.

D:lv

Viewing Messages
Viewing Messages

To View Messages:

Each time you log in to MEHA, you will not see any emai Imessages in the Center Pane
until a folder is selected.

1. In the messages pane, select a folder to view its list of messages in the center
pane. Messages displayed in the All E-mail window of the Archive Viewer
applicationare for the past seven days.

2. In the center pane, do one of the following:

o Click the message that you want to view, to see the message in the Reading
pane (if the reading pane is turned on).

To turn the Reading pane on or off:

1. On the toolbar in the center pane, click the reading pane icon [~
2. To turn on the Reading pane, Click Right Reading Pane or Bottom Reading
Pane; to turn off the Reading pane, click No Reading Pane.

[~ @ |
|:| Mo Reading Fane

|:|:| Right Reading Pane
E| Bottorm Reading Pane
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Searching for Messages
Searching for Messages

You can search for messages in the Archive Viewer by using a variety of search
parameters to narrow your results.

To search for messages:

1. In the Messages pane, select the folder you want to search, and then in the Tasks
pane, click Search.

2. In the Search Dialog box, select your search criteria, and then click Search.

The Table below summarizes the search options:

Search option Description
Date Restricts the search to messages withina date range. Enter the dates using MM/DD/YYYY

format, or select a date by clicking the calendaricon i you search without a date
range you will receive the following warning:
-

Message from webpage ﬁ

Selecting a date range beyond one year will result in longer than usual

9 completion. If your query requires searching across multiple years,
please perform multiple search queries each targeting a separate one
year timeframe. Do you still want to continue?

OK [ Cancel
N

Sent Restricts the search to messages toor from (or both to and from) a specified recipient or
sender. Type complete or partial display names or e-mail addresses, separateeachby a
semicolon (;), and then select a search option: Exact match, Contains, Begins with, or

Ends with. You can also select recipients or senders by clicking the people picker ng_uv‘!' .
Mames inthe people picker are only for addresses in the same EHS Company. If you
cannot find the name in the picker you can manually type in their email address.

Full-text search | Restricts the search to message bodies, subject fields, attachments, and annotations that
contain specified search words. You can also specify a language for your search.

Mote: To search for a word containing the & character, enclose the word in guotation
marks. For example, to search for ATET, the searchtext should be “ATET™.

Track as Task Copies search results to a specified folder.

Type Restricts the search to either internal or external messages.

Size Restricts the search to messages of a specifiedsize.
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Sending or Replying to E-mail Messages
Sending or Replying to E-mail Messages

From the Archive Viewer, you can compose new e-mail messages and send them to
recipients, and you can reply to e-mail messages.

To compose and send a message
1. In the Tasks pane, click New Message.
2. Add recipients in the To, Cc, and Bece boxes in one of two ways:
e Type recipients’ e-mail addresses in each box.
o Select recipients from the Address Book. You can also select recipients or
senders by clicking To.... This will open the people picker. Names in the people
picker are only for addresses in the same EHS Company. If you cannot find the

name in the picker you can manually type in their email address.

For multiple addresses, separate them with semicolons (;).

3. Enter the subject of the message in the Subject box.
4. To attach files to the e-mail message, follow the instructions below. Otherwise, go
to Step 5.

a. In the New Message toolbar, click Attachment.

b. In the Attachment dialog box, click Browse to select the file that you want
to attach, and then click Attach.

c. Click Close to return to the New Message window.

5. Type your message in the message body, and then click Send.

To reply to a message

1. Double-click the message to open the message in a new window.
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2. To reply to the sender alone, Select Reply. To reply to all recipients of the original
message, click Reply All.

3. Compose your message.

4. Click Send.

Restoring Email Messages
Restoring Email Messages

You can restore one or more messages to their original recipients from the Messages
tab. The Restore feature always delivers a copy of the selected messages to the
original recipient, even if the messages are restored to another mailbox. The original e-
mail messages are restored to users without notice.

To Restore a message:

1. On the Messages tab, in the center pane, select the check box(es) next to the
message(s) you want to restore.

In the Tasks pane, click ™ "&=tere

In the Restore Messages dialog box, enter the name of the restore job, and
select which reciepients to restore the message to.

wn

| # Restore Messages ==l
| Restore Name @ Restore request @ 4/22/2010 3
| Restore To

' E-mail Address

0 Myself

o riginal Recipients

@ Help? Restore Cancel

Click Restore.
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Exporting Messages
Exporting Messages

Export allows you to export up to 200 messages in the archive to a file which can be

downloaded to your local computer. If the size of the exported file is larger than 2GB,
the exported file will be automatically split into multiple files.

To export messages

1. On the Messages tab, in the center pane, select the check boxes next to the
messages that you want to export.

2. In the Tasks pane, click Export.

3. In the Export Messages dialog box, enter the name of your export job, select a
file type for export, and then click Export.

The Status pane displays the status of the export.

4. When the export job is complete, click the export job name in the Status pane
to download the exported messages.

Managing Folders
Managing Folders

Folders help you organize messages and find them quickly. You can create new folders
under the My Folders folder in the Messages pane, copy messages to those folders,
and organize messages to meet your own workflow needs. Also, you can share folders
and their contents with other users.

To create a folder

1. In the Messages pane, right-click the My Folders folder, and then click New

Folder.

2. In the Create Folder dialog box, type the name of the folder you want to create.
(— Create Folder [22]

ype a new folder name

& Help? oK ][ Cancel |
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3. Click OK and Folder displays.

= (. My Folders

{_ Training

To copy messages to a folder

1. In the center pane, select the check boxes next to the messages that you want to
copy.

2. In the Tasks pane, click Copy to Folder.

3. Do one of the following:
- Select a folder to copy the selected messages to.
- Create a new folder.

4. Click Select.

To share a folder

1. In the Messages pane, under the My Folders folder, right-click the folder you want to
share, and then click Share Folder.

2. In the Share Folder dialog box, click Add User.

3. In the Select User Accounts dialog box, select the users with whom you want to
share the folder, and then click Select and click Close.

Changing the Archive Viewer Password
Changing the Archive Viewer Password

1. Display the Exchange Hosted Services Sign in screen.

Mecrodoft Cr

Exchange Hosted Services

User name:

Need your password? | Change password
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2. Change Password dialog box displays.Click Change Password link.

Micredaft Cr

Exchange Hosted Services

User name:

Existing password:

Confirm new password:

Important | nformation

Strong passwords should be used at all times for all accounts. Passwords must be
updated every 3 months. Be aware of the following guidelines when creating a
password:

¢ Do not use a common word as a password

¢ Do not share your password — kegp it confidential

¢ Requires a combination of lower and upper case letters and numbers

Type User name. Press Tab.
Type the Existing password. Press Tab. Type New password. Press Tab.

To confirm the new password, fill-in Confirm new password field.

o g W

Click Change. Password is updated. Archive Viewer application page displays.

Exiting the Archive Viewer Application
Exiting the Archive Viewer Application

1. Click Sign out on Title Bar.

'2.  Application closes. Exchange Hosted Services Sign in screen displays.

Be sure to always exit the Archive Viewer application. This will prevent other
Users from opening your mailbox.
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