Enterprise Vault™
Guide for Notes Users

12.4

VERITAS



Enterprise Vault™: Guide for Notes Users

Last updated: 2019-02-06.

Legal Notice
Copyright © 2019 Veritas Technologies LLC. All rights reserved.

Veritas, the Veritas Logo, Enterprise Vault, Compliance Accelerator, and Discovery Accelerator
are trademarks or registered trademarks of Veritas Technologies LLC or its affiliates in the
U.S. and other countries. Other names may be trademarks of their respective owners.

This product may contain third-party software for which Veritas is required to provide attribution
to the third party ("Third-party Programs"). Some of the Third-party Programs are available
under open source or free software licenses. The License Agreement accompanying the
Software does not alter any rights or obligations you may have under those open source or
free software licenses. Refer to the Third-party Legal Notices document accompanying this
Veritas product or available at:

https://www.veritas.com/about/legal/license-agreements

The product described in this document is distributed under licenses restricting its use, copying,
distribution, and decompilation/reverse engineering. No part of this document may be
reproduced in any form by any means without prior written authorization of Veritas Technologies
LLC and its licensors, if any.

THE DOCUMENTATION IS PROVIDED "AS IS" AND ALL EXPRESS OR IMPLIED
CONDITIONS, REPRESENTATIONS AND WARRANTIES, INCLUDING ANY IMPLIED
WARRANTY OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE OR
NON-INFRINGEMENT, ARE DISCLAIMED, EXCEPT TO THE EXTENT THAT SUCH
DISCLAIMERS ARE HELD TO BE LEGALLY INVALID. VERITAS TECHNOLOGIES LLC
SHALL NOT BE LIABLE FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES IN
CONNECTION WITH THE FURNISHING, PERFORMANCE, OR USE OF THIS
DOCUMENTATION. THE INFORMATION CONTAINED IN THIS DOCUMENTATION IS
SUBJECT TO CHANGE WITHOUT NOTICE.

The Licensed Software and Documentation are deemed to be commercial computer software
as defined in FAR 12.212 and subject to restricted rights as defined in FAR Section 52.227-19
"Commercial Computer Software - Restricted Rights" and DFARS 227.7202, et seq.
"Commercial Computer Software and Commercial Computer Software Documentation," as
applicable, and any successor regulations, whether delivered by Veritas as on-premises or
hosted services. Any use, modification, reproduction release, performance, display or disclosure
of the Licensed Software and Documentation by the U.S. Government shall be solely in
accordance with the terms of this Agreement.

Veritas Technologies LLC
500 E Middlefield Road
Mountain View, CA 94043

https://www.veritas.com


https://www.veritas.com/about/legal/license-agreements
https://www.veritas.com

Chapter 1

Chapter 2

Chapter 3

Introducing Veritas Enterprise Vault ......................... 4
About Veritas Enterprise Vault and your Notes mail database .................. 4
Enterprise Vault commands in NOtes ..........c.coooiiiiiiiiiiiie 6
Enterprise Vault icons in NOtes ..........cocoiiiiiiiiii e, 6
About retention of archived items ... 7
Working with your archived items ... 8
Viewing your archived items ..o 8
Replying to and forwarding your archived items .....................cooiiien. 9
Storing your items manually ... 9
Canceling an Enterprise Vault archiving operation .......................coeeeae. 9
Restoring your archived items ... 10
Searching for your archived items .............cccoiiiiiii 10
Deleting your archived items ............cooiiiiiiiii 11
Working offline with Enterprise Vault ... 12
Setting up your Vault Cache ...........cooiiiiiiiiii e 12

Downloading items manually to your Vault Cache ........................oceee. 14



Introducing Veritas
Enterprise Vault

This chapter includes the following topics:

= About Veritas Enterprise Vault and your Notes mail database
= Enterprise Vault commands in Notes

= Enterprise Vault icons in Notes

= About retention of archived items

About Veritas Enterprise Vault and your Notes
mail database

Enterprise Vault automatically moves items from the folders in your Notes mail
database to a storage area that is called a vault. This process is called archiving.
Enterprise Vault runs automatically and usually performs archiving at off-peak times.

After Enterprise Vault archives items, they remain available to you in Notes. Most
administrators set up Enterprise Vault so that there is a shortcut in your mail
database to each archived item. A shortcut replaces the item in the mail folder and
provides instant access to the archived item.

For example, Figure 1-1 shows a mail database that contains multiple shortcuts to
archived items.
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Figure 1-1 Enterprise Vault features in Notes
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A shortcut looks like the original item and behaves in a similar way. So, you can
open an email from its shortcut, forward and reply to the email, and copy or move
it to another folder. You can double-click the shortcut to view the contents of the
original item.

Although archiving is automatic, your administrator may have set up Enterprise
Vault so that you can choose to do one or both of the following:

= Store items in the vault yourself at any time. When you store an item, Enterprise
Vault adds it to your vault as an archived item. Enterprise Vault treats the items
that you have stored in the same way as any other archived item.

» Restore archived items; that is, move or copy archived items back into your mail
database in their original format. You do not need to restore archived items to
forward them or reply to them, or to perform other actions.

Normally, items are archived from all folders in your mail database except the Trash
folder. As Enterprise Vault does not archive the Trash folder, you should empty this
folder regularly.

If you have a local mail replica for offline work, Enterprise Vault can create a Vault
Cache database for you locally, in addition to your online vault. By double-clicking
a shortcut in the local mail replica, you can fetch the associated archived item from
your Vault Cache.
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Enterprise Vault commands in Notes

Depending on how your administrator has set up Enterprise Vault, the following
commands may be available on the Tools menu or More menu.

Table 1-1 Enterprise Vault commands in Notes

Command

Description

Enterprise Vault Search

Searches for archived items in the available vaults.

See “Searching for your archived items” on page 10.

Enterprise Vault Store

Instructs Enterprise Vault to archive the selected items when
it next performs an archiving operation on your mail database.

See “Storing your items manually” on page 9.

Enterprise Vault Restore

Restores the items that are associated with the selected
Enterprise Vault shortcuts.

See “Restoring your archived items” on page 10.

Enterprise Vault Delete

Deletes archived items.

See “Deleting your archived items” on page 11.

Enterprise Vault Cancel

Stops Enterprise Vault while it is in the process of archiving
items in your vault.

See “Canceling an Enterprise Vault archiving operation”
on page 9.

Enterprise Vault Cache

If available, lets you configure Enterprise Vault so that you

Options can access archived items while you use Notes offline.
See “Setting up your Vault Cache” on page 12.
Update Vault Cache If available, starts the downloading of items from your local

mail replica to an offline Vault Cache database.

See “Downloading items manually to your Vault Cache”
on page 14.

Enterprise Vault Search
Cache

If available, lets you search the items in an offline Vault
Cache.

Enterprise Vault icons in Notes

The items in your Notes mail database may be marked with the following icons.
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Table 1-2 Enterprise Vault icons in Notes
Icon Description
% Shortcut to archived item. You can double-click the shortcut to view the

contents of the original item. You can forward or reply to the item, and
perform other actions available in Notes. Or you can select the shortcut
and then restore the item to your mail database.

Your administrator may have set up Enterprise Vault so that, when you
double-click a shortcut, Enterprise Vault displays the properties of the
archived item rather than its contents.

% Pending archive. Enterprise Vault has marked the item for storage in a
vault.

About retention of archived items

When Enterprise Vault archives an item, it automatically assigns a retention category
to the item. The retention category specifies how long to keep the item. For example,
your administrator may specify a retention period of five years from the date on
which Enterprise Vault archived the items. Alternatively, your administrator may
specify that the retention period ends on a particular date, such as December 31
2021, or even specify that the items are retained forever.

Enterprise Vault deletes items in your vault when their retention period has ended.

Your administrator can set up different retention categories for different types of
data, such as Business or Legal.

You can use Enterprise Vault Search to find items in your vault that have a particular
retention category. Depending on how your administrator has set up Enterprise
Vault, you may be able to choose the retention category that you want to assign to
an item when you manually store it in your vault. You may also be able to use
Enterprise Vault Search to change the retention category that is assigned to an
item in your vault.



Working with your
archived items

This chapter includes the following topics:

= Viewing your archived items

= Replying to and forwarding your archived items

= Storing your items manually

= Canceling an Enterprise Vault archiving operation
= Restoring your archived items

= Searching for your archived items

= Deleting your archived items

Viewing your archived items

When Enterprise Vault archives an item, it may leave a shortcut to the item in your
mail database. The shortcut is a direct link to the archived item in a vault. You can
easily view or restore an item from a shortcut.

Note: If there is no shortcut to an archived item, you can use the Enterprise Vault
search applications to find and open the item.

See “Searching for your archived items” on page 10.

To view an archived item

¢ Double-click the shortcut to open its contents in the appropriate application.
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Replying to and forwarding your archived items

You can reply to or forward an archived item from its shortcut. Notes opens the
item in its original form, exactly as it does when you reply to or forward any other
item.

Storing your items manually

Enterprise Vault performs automatic archiving in the background, and does not
require any action from you. However, there may be occasions when you want to
store one or more items in your vault manually. You can store items manually if
your administrator has set up Enterprise Vault to permit it.

To store items manually
1 Select one or more items to store in the vault.

2 Click Enterprise Vault Store on the Tools menu or More menu, depending
on your setup.

3 Click OK to confirm that you want to store the selected items in your vault.
Enterprise Vault first marks the items with the following icon to indicate that

archiving is pending:

E

Enterprise Vault does not fully archive the items until it performs the next
archiving run. Enterprise Vault then marks the items with the following icon:

=

Canceling an Enterprise Vault archiving operation

If an item in your mail database has a status of Pending Archive, you may be able
to stop Enterprise Vault from completing the operation. However, because of the
speed with which Enterprise Vault archives items, you must act quickly to cancel
the operation.
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To cancel an Enterprise Vault operation
1 Select the items that Enterprise Vault is processing.

You can include any items that Enterprise Vault is not processing. Enterprise
Vault ignores such items.

2 Click Enterprise Vault Cancel on the Tools menu or More menu, depending
on your setup.

Restoring your archived items

You do not normally need to restore archived items to your mail database, as you
can view them easily by double-clicking their shortcuts. If you do restore items, they
are restored in their original format. For example, if a restored item is a mail
message, you can still reply as normal.

If you do not have a shortcut to an item that you want to restore, use the Enterprise
Vault search applications to find and restore the item

To restore an archived item from an Enterprise Vault shortcut

1 Inyour mail database, select the shortcuts to the items that you want to restore.
Use the normal Notes techniques to select single or multiple shortcuts. You
can include any items that are not shortcuts. Enterprise Vault ignores such
items.

2 Click Enterprise Vault Restore on the Tools menu or More menu, depending
on your setup.

3 Click OK to confirm that you want to restore the selected items to your mail
database.

The items that you restore by using shortcuts are always restored to the original
folder (where the shortcuts are).

Searching for your archived items

If you have an Enterprise Vault shortcut to an archived item, you can easily use it
to view or restore the item. However, if you do not have a shortcut, you can use
the search facilities in Enterprise Vault to find and open the item.
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To search for your archived items

1 Click Enterprise Vault Search on the Tools menu or More menu, depending
on your setup.

2 Inthelogon box, type your Notes user name, Domino Web/Internet password,
and Domino domain, and then click OK.

3 Enter the search criteria, and then start the search.

Deleting your archived items

If your Enterprise Vault administrator has enabled you to delete items from a vault,
you can do so in the following ways.

To use shortcuts to delete archived items
1 Select the shortcuts to the archived items that you want to delete.

You can include any items that are not shortcuts. Enterprise Vault ignores such
items.

2 Click Enterprise Vault Delete on the Tools menu or More menu, depending
on your setup.

To delete an item that you have opened from a shortcut
1 On the toolbar of the opened item's window, click Delete.

2 If prompted, choose to delete the shortcut only or both the shortcut and the
archived item.

If you delete the shortcut only, the item remains in your vault and you can later
perform a search to retrieve it.



Working offline with
Enterprise Vault

This chapter includes the following topics:
= Setting up your Vault Cache

= Downloading items manually to your Vault Cache

Setting up your Vault Cache

When Enterprise Vault archives an item from your mail database, it normally leaves
a shortcut that links directly to the archived item. Replacing items with shortcuts
saves space in your mail database. However, when you work in a local mail replica
and are disconnected from the network, double-clicking a shortcut cannot open the
associated archived item. Enterprise Vault can solve this issue by retaining copies
of archived items in an offline Vault Cache. When you are offline, you can retrieve
the archived items in your Vault Cache by double-clicking the shortcuts in your local
mail replica.

Your administrator can configure the Vault Cache in one of three ways:

= So that you have the option to set up the Vault Cache yourself.

= So that the Vault Cache is set up automatically, without any action by you.
= So that the Vault Cache is disabled.

When you try to open an archived item that is not available in the Vault Cache, and
you are connected to the network, Enterprise Vault downloads the item from the
online vault and displays it. However, if you have disconnected from the network
when you try to open an archived item, Enterprise Vault prompts you to download
the item when you are next online.
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If your administrator has not chosen to enable Vault Caches automatically, you can
set one up as follows.

To set up your Vault Cache

1
2
3

Start Notes.
Open your mail database.

Do the following, if you have not yet done so. For instructions on how to perform
these activities, consult the Help system for Notes.

= Create an offline copy (replica) of the mail database.
= Open the replica of the mail database.

= Enable scheduled local agents so that, when you start Notes, Enterprise
Vault can run agents to download items to the Vault Cache.

Click Enterprise Vault Cache Options on the Tools menu or More menu,
depending on your setup.

The Vault Cache Options dialog box appears.

Vault Cache Options E

Vault Cache
Vault Cache Options

VERITAS

[~ Enable Vault Cache

Disk Usage

Diisk:

{¥ Percentage of Free Disk Space to use: 20

™ Maximum disk space to use: %

20 MB

Background Checking

Start chedking after: 3

J - minutes

Downloading

* Download items automatically when online

™ start download manually

OK | Cancel

5 Select Enable Vault Cache.
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6 Set the remaining options, and then click OK.

Disk Usage

Background Checking

Downloading

Controls the amount of disk space available for the Vault
Cache. If space runs out, Enterprise Vault deletes the oldest
items in the Vault Cache to make space for new items. You
can modify the amount of space available as required.

Specifies the number of minutes to wait after Notes starts
before it checks for items to download to your Vault Cache. If
you have a slow connection, you may want to increase this
value so that you can read mail before checking starts.

Controls whether, when there are some items that Enterprise
Vault must download to update your Vault Cache, they are
automatically downloaded when you are next online.
Alternatively, you can choose to start the download manually.

7 Click Start to search for items to add to your Vault Cache.

Downloading items manually to your Vault Cache

Your administrator may have set up Enterprise Vault to check automatically for new

items to download to your Vault Cache when you have a network connection to
your mail server. If automatic checking is not enabled, you can manually update
your Vault Cache while you use your local mail replica.

To download items manually to your Vault Cache

1  Open your local mail replica.

2 Click Update Vault Cache on the Tools menu or More menu, depending on

your setup.
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