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. . . . . . Retain Viewer
If bundled with an archive, there is no need to install the viewer, only run it. To SWAYA TN
connect to the published archive, locate the shortcut to the installed Retain

Viewer and start the Viewer.
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S
The viewer is setup similar to an email i

client, with the mailbox and account on
the left, the selected account’s contents
fill the space on the top right, and any

selected message’s contents are displayed
along the bottom. Tabs allow access to
the message properties or text, and

highlighted buttons below the tabs R
determ|ne What |S ShoWn and hOW, HTML E Plain text | [ Save Forward Print Stnkecut’Ur\:tm:acuthE:

To:
Subject:

(Attachments, HTML, Plain Text). The
Viewer also has the ability to forward the
selected message out of the portable

archive to any specified address.

-
To access an archive, select the ‘open’ button from the top g coe Rlptm:edh Y,
toolbar, or select the ‘Open’ option from the ‘File’ dropdown @) oo B
menu. L0} optons
Egi Exit

The Viewer only needs to know the base location of the
archive, or the folder selected in the Publisher as the archive
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location. The ‘Open’ menu starts a browse window.
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P @ Control Panel
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Browse to the location where the portable archive is located, » i published2
select it, and click ‘OK’. > |\ published archive
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If the archive was password protected, the correct ]

password must be entered here before the Viewer can
gain access.
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C:\Users\worknew'Desktop'published archive

The message archive is password-protected . Flease enter the password

==

Once the Archive has opened, all mailboxes contained in the archive are displayed. Select a mailbox to
access the mail in the archive.
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From To Subject

<strat_alert@hotmail.com> presta.m.kevin; d: 1800 Report 12/13/2C
<terimajer@corp.enbridge.com> chris.po.dom Needle in a Hayst  1/15/20C

<teri.majer@corp.enbridge.com> chris.po.dom RE: Needle ina Hi  1/15/200=

m | v

Mail | Notes | F‘ropertiea|
[ Attachments || [&] HTML [ Plaintext | |l Save - "3 Forward - Print - b= Strikeout/Unstrikeout
From:

Date:

To:
Subject:

The text of the selected message will be displayed in the bottom viewer pane. The viewer contains

options to show or hide the attachments, forward the message, as well as whether to view the message
in plain text, or in HTML when avaialable.
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Mail INotes Properties

Core

Message Type:

Mail

Owner UID: 9bd5f380-11db-0000-9acc-0065c7f2c244
Parent Node: Mailbox =
Read: False
Created:  12/28/2001 5:04:54 PM
Delivered:  5/28/2010 7:39:05 PM
Stored N
Additional Properties

emailSystem gw

The properties tab displays the essential information on the mail item in question. The created,
delivered, read status, and store date are displayed along with the identification number, message
source, etc.

Foreward
The Forward option allows the Retain Viewer to send the selected message from the archive to a

destination account.
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Recent archives:
1 published archive
C:\Users\worknew\Desktop\published archiv

In order to utilize the ‘Forward’ option in the viewer pane, the
Viewer must be configured with a mail server. To tell the Viewer
which SMTP server and account to use to send messages, select
‘Options’ from the drop-down menu.

Options

The ‘Settings’ configuration menu will appear. Enter the
DNS or address of the SMTP Server desired to use for the
Viewer system, and an appropriate account, (Username
and Password), to connect and send messages.

SMTP Settings | Language | Attachment Types

The following settings are used to send and forward messages from Retain Viewer

SMTF Server:
Usemame

Password

Language and displayed document format settings my be
changed as well for the specific viewer.

SMTP Settings I Language | Atachment Types |

The following attachment types can be displayed in the message view:
HTML Format:

| SMTP Settings | Languzge | Attachment Types |

“htm, hitml Interface language:

Text Format: . il English




Redaction /

Redaction allows the viewing auditor to compile 4
notes on the archive. The notes are appended to o & 14| & e

Open Search Redaction

the entire archive, and not any individual messages,

Tools Mess

which makes Redaction extremely useful to compile | aiex [zmes =

Redaction Export to

messages and identify messages of interest.

To enable redaction, the archive must first be exported with the redaction option enabled in the

publisher, (if the archive was not published with Redation T oo B ==
enabled, the option will appear grayed out), and a redaction

password must be entered Enter the password to enable redaction

On a redaction-enabled archive, to access the feature, it must
be ‘enabled’ in the viewer. This option is found on the toolbar. | _
Select ‘Redaction’ from the drop-down menu and enter the

redaction password.

When Redaction is enabled, the message pane in the Viewer gains a new tab called ‘Notes’. The ‘Notes’
tab works much like a notepad that is always connected to the archive. Items of interest or whole
messages’ texts can be copied and compiled in the redaction notes. Messages with notes on them are
marked in the archive viewer with a notepad icon in the message list.
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4 W] blufish Home From - To Subject Cate
W] Mailbox (904 <stratalert@hotmail.com> prestomkevinda 1600 Report 12/13, +
(= <teri.majer@corp.enbridge.com> chris.po.dom Needle in a Hayst:  1/15/:

[9¢  <terimajer@corp.enbridge.com> chris.po.dom RE: Needleina Ha 1/15/i—
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Place your notes here

Redaction notes are connected to the entire archive and are not tied to any specific selected message;
they stay the same across all messages to be accessable regardless which message is selected.



Searching the Archive
The Retain Viewer provides a full search function. The Search function is

. , o , =
accessed through either the shortcut ‘Ctrl+F’ or by selecting ‘Search’ from the [QJ @Q La
toolbar. COpen | Search Redaction

Home

Tools

The different options for the search are shown with the criteria input below the
options. Any text string or value can be
searched for in the full text of the mail, or

7] Look In:
VI8 jzmes@gwava.com
simply in the subject line.
From/&uthor hem type
The sending Author or the [ Mai
Eﬁ;ﬂ:lmmam
destination and carbon copy recipients of a [ Task

[] Phone Message
Exchange tem

message may also be searched for. = Cras o

[7] Exchange Task

|| Exchange Post

[ Exchange Message

The search window allows you to specify or [ Exchange Meeting
. . . Date range:
restrict the desired item type, and the date I7] rested orceivered betwesn:

3/15/201 3/15/2011

range. Selection of the date range is done

through an interactive calendar.

Be sure to select the desired mailbox or mailboxes to apply the search through. (The depicted example
archive only contains one mailbox.) Select ‘Search’ to begin.

When the search is finished, the results will be displayed. The results window has the messages found
according to the search criteria above, and a display window for selected messages, identical to the
search window in the main Viewer window.
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earch Redaction Save Forward Print Delete PST  PDF

Messages Redaction Export to

@ Search Results (1) ] From To Subject Date
[ s <terimajer@corp.enbridgecom> chris.po.dom Needle in a Hayste  1/15/20021

[ Attachments || [5) HTML [ Plain text || b Save ~ 4 Forward - (3 Print = s Strikeout/Unstrikeout

From:  <ter majer@com enbridge com> Date:  1/15/2002 6:25:02 PM
To: chris po.dom
Subject: Needle in a Haystack

Return-path: Message-ID: <8156176.1075840407010 JavaMail evans@thyme> Date: Tue, 15 Jan 2002 10:25:02 -0800 (PST)

From: teri majer@corp_enbridge com To: chris@gems gov be Subject: Needle in a Haystack Mime-Version: 1.0 Content-Type:
text/plain; charset=us-ascii Content-Transfer-Encoding: 7bit X-From: Teri Majer@corp enbridge.com X-To: Dorland, Chris ,

Allison. Charlton@ gems.gov.be.ca X-ce: X-bee: X-Folder: 'ExMerge - Dorland, Chris'Deleted Items X-Origin: DORLAND-C X-
FileName: chris dorland 6-26-02 PST hey Al Look who I found. e-mail me back when you have a chance. Teri Majer Optimization —
Coordinator Gas Services Enbridge Inc. 403-508-3185

&




PDF and PST Export

Retain Viewer can export selected files and messages from a mailbox or archive to a PDF or PST archive
file.

To migrate to PST, select desired files in the view window then select ‘PST’ from the toolbar.
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Open Search Redaction Save Forward Print PST PDF
Tools Messages Redaction Export to

A window confirming the location and file will open. When the ‘Save’ button is selected the PST file is
created and available for use.

The Retain Viewer can also save selected messages as PDF. Select the desired messages and click ‘PDF’
in the toolbar.
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Open Search Redaction Save Forward Print PST POF
Tools Redaction Export to

The selected messages are then published in a single PDF. In addition to

the standard file name and location, the PDF has title, exported by, and T
comment sections that the user is prompted to specify before the viewer Export to PDF
publishes the PDF. Title:

Comments

The finished PDF contains all the information displayed in the viewer, as Boatedby
Export

well as an option to save individual text or message sources.

[ 5 export.pdf - Adobe Reade e

File Edit View Window Help

ERER= =g [sech  #[-  share

Date | From Subject

1/15/2002 6:25:02 PM <terimajer@corp.enbridge.com> 4765 KB Needle in a Haystack chris po.dom

1/15/2002 8:44:01 PM <terimajer@corp.enbridge.com> 4860 KB RE: Meedle in a Haystack chris podom

OpenFile W

Subject: RE: Needle in a Haystack

From: <teri.majer@corp.enbridge.com>["teri. majer@corp.enbridge.com".GWIA.dom]
To:

BoxType: Mail

Stored: 3/4/2011 4:06:17 AM

Created: 1/15/2002 8:44:01 PM

Delivered: 5/28/2010 7:44:14 PM

Status: False

Folder: Mailbox

Artachments: RE: Needle in a Haystack.txt[Save], Mime.822[Save].

Thanks a ton Teri Majer Optimization Coordinator Gas Services Enbridge Inc. 403-508-3185
Chris.Dorland @ bridge.com To: Teri. Majer@corp.enbridge.com cc: 01/15/2002 Subject: RE:
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