Personal Archive
Quick Start

Welcome to your Personal Archive, a convenient, long-term storage solution for
your email!

Use this guide to get started using your Personal Archive. For more information,
including details about settings or controls, click the Help button at the top right
of any page in Personal Archive:

Archive My Settinas | Log Out -

What Is My Personal Archive?

Your Personal Archive automatically stores a copy of all the email messages that
you send or receive, including any file attachments. Your messages remain in
your archive even if you later delete them from your email server or computer.

Personal Archive can also store your instant messaging (IM) conversations and
any files that you send or receive using your IM client program, such as Yahoo!
Messenger or AOL Instant Messenger (if your administrator set up the IM
archiving option).

As a component of Message Center (which you use to manage your quarantined
junk and virus-infected messages), your Personal Archive resides in a secure
data center, outside of your company’s network. You can use any standard Web
browser to log in to Message Center and access your archive at any time.

Use our Personal Archive to:

+ Simplify management of your email storage—with your Personal Archive, you
no longer need to store your email messages on your email server or
computer for long periods

¢+ Recover messages that were lost or deleted from your email server or
computer, by sending them back to your email inbox

+ Read your messages if your company’s email server is unavailable (however,
new messages that you receive during your server’'s downtime are not
available)

postini ¥

How Do | Access My Personal Archive?

If you already use Message Center, simply log in to access your Personal
Archive:

1 In any Web browser, go to http://login.postini.com.

2 Log in using your email address and the password.

3 Click the Archive tab.

Junk Pending Viruses Delivered Trash @

My Settings | Loo Out | Help [7]

p Hide Search Find Containing. ‘ ‘ Show: |A\I V| Deliver Selected
Show | 25 perpage v |1-26 o153 [ Delete Selected | [ Delete Al | [
[] Date From Show Recipients  Subject Block Reason Deliver
[] | 61407 5:05 AM wey3@msn.com 8.9 long distance/300% Too, AND WANT © JunkFiters
[[] B/14/07 5:49 AM chnejri@airmet.net Prepare For Finance From Home o JunkFilters
[] | 6/14/07 8:00 AM fsny@prodigy net Worl at home in your slippersi! o Junk Filters
[] 6114707 8:43 AM riqwsa@cns.com.au (Adv) Accept Credit Cards at Your Site an..... o Junk Filters
[] 6114707 8:43 AM wampun@lyvrdsccat postmaste.. WOW.....FANTASTIC BUSINESS OFF........ o Junk Filters

If you're new to Message Center, you'll receive a Welcome email message,
announcing your new email protection service. This message also includes your
email address and password, which you'll need to log in to Message Center and
access your archive.

Notes:

+ If you forget your password, simply type any characters in the Password
box and click the Log In button. The Forgot Your Password? link will
appear on the page. Click the link to reset your password.

+ Postini recommends that you use a “strong” password for additional security.
If necessary, change your password so it contains at least 6 characters, with
a combination of letters, numbers, and special characters. In Message
Center, click Settings > Change Password.

+ If you encounter a problem or need help with logging in to Message Center or
using your Personal Archive, please contact your administrator.
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How Do | Find Messages in My Personal Archive?

You can use two search panels to find specific archived messages: the Basic

Search panel and the Advanced Search panel.

Basic Search panel

Use this panel for quick searches based on a predefined time period (such as
“last week”), the sender, recipients, text in the message body or attachments, or

any combination of these criteria.

Junk Pending Viruses Delivered Trash m

My Settings | Log Out | Help [Z)
I

Search
Fram
To
Content:

Date |LastTwoDays  +

Example Searches

Here are examples of basic types of searches you can use to find specific
archived messages. Combine any of two or more of these searches to narrow
your search results. When you enter two or more search criteria, Personal
Archive returns only those messages that contain all of the criteria you entered.

To find...

Email messages that
you received or sent
within a specific time
periods

Email messages you
sent to one or more
specific people

Do this...

On the Advanced Search panel:

Start Date/End Date: Choose the first and last days in
the date range. Use the drop-down lists or click the
Calendar icon to choose the dates.

On either panel:

¢ From: Enter your email address.

Adimnced Seatdh + Toor IM Name: Enter the recipients’ email
addresses

You can enter either an entire address or just the part
of the address before the @ sign. Separate addresses
with a comma.

On this simple panel, you can use the Content field to search for text in any part
of a message—that is, in its subject, body, date field, or file attachments.
Click [ ! on the panel for tips on entering search criteria.

Email messages that On the Advanced Search panel:
Advanced Search panel contain specific text in

the Subject line Subject: Enter one or more words.

Use this panel to find messages you send or received during a specific time
period or date, or that have specific text in the Subject line of the message or in
an attachment. You can also use this panel to exclude from your search results
any messages that contain specific words. Click [Z] on the panel for tips on
entering search criteria.

To find message that contain all of the words anywhere
in the subject, choose contains. To find the exact
phrase, choose has phrase.

An email message with On the Advanced Search panel, enter either of the

a specific attachment following:
Junk Pending Viruses Delivered Trash m Iy Settings | Log Out | Heln [7] . Flle Name: Enter one or more WOde in the flle

name of the attachment. To find attachments with
all of the words you entered, in any order, choose

contains. To find the exact phrase, choose has
End Date: [ July | [23 ¥][2007 & A phrase.

Advanced Search

From: (an &
Start Date: | June ~[23 %[[2007 » EH e

Show: & Emailonly & IMonly () Email and I

¢ Messages with Attachments: Enter one or more
words in the Match All Words or Match Any
Words fields, and then select this check box.

Match All Words: To or IM Name: | Any
Match Any Words:
Exclude Words:
subject |contains  v|[
File Name: | contains [ Mail Flow: | All Messages v

[[] Messages with Attachments Sorted by: | NewestFirst v

Search Archive Basic Search
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What Can | Do After | Find Messages? View an Archived IM Conversation

Once you find the messages in your archive, you can view their content, open In your s_earch results, click the link in the Summary cqlumn (appears instead of
their attachments, send them to your email inbox, or print them. Here's an the Subject column when you search for IM conversations):
example of typical search results:
Summary
Junk Pending Viruses Defivered Trash m Wy Settings | Log Out | Help [7) Conversation starts at Tue, 19 Sep 2008 17:43:31 -0700
Rese Search Search Results Initial participants are nguy n_evelyn. matt ..
show |25 per page v 1-25 0162 Ldd . . i . . .
=T omiil Senice e — SublectSumma — Note: Files that you send or receive with your IM client are archived in separate
Tus,Aug22,2006  Susan Flamnigan Fatio perchant . lebi ot Relonas 027 messages (one file per message). The name of the file appears as a link in the
938 PM <pmercl com= 3 i )
00 g Ao 22,2008 e mboinccoms [ e ahant NOTICE: Telephone System Uparade Toniaht at 8:00 P Summary column. Click the link to open the file.
Tue, Aug 22, 2006 Patricia Merchant Rakesh Desdai RE: Meeting with ZipZamer tomorrow: Need final r— .
e F o aaints Open a File Attachment
] -gmfa :A'Jdg 22,2006 Patricia Merchant Susan Flannigan i D availability for Release 9.27
Do Az 2006 Panca dernant e @umbaincom> o e —— — View the message, and then click the link for the attachment on the Message
o ;U%:"J“Q“‘ZUUE A Dbt o Meeting with ZipZamer tomorrow: Need final agenda Dlsplay page:
o -gm% ::E 22, 2006 Craig Yuli PammaMerch_ant coms e Release Report Version 9.2

+ Message List
¢+ For email messages, the results show the date the message was sent, the
sender, the recipients, and the Subject line. Date: \Wed Mar 28 17:51:12 2007
From: “Chris Rebers” <croberns@jumbeinc.com>
¢+ For IM conversations, you'll see its date, the name of the IM service you To: “Sales Team™ <salesteam@jumboinc.com=
used (such as Yahoo! Messenger or MSN Messenger), the participants’ IM (CC: “John Campbell” <jcampbell@jumboinc.com:
names, and the first line of the conversation. (You might see the text Subject:_Offsite Sales meafing
- - - . . . Attachments: Jumbo &3 Sales.doc
im-manager@postini .com instead of the IM service name, depending on
how your administrator set up the service.) Hi Team!
View an Archived Email Message Please attend the Sales offsite meeting this Thursday at 10:00 am. Here's what we'll
cover:

In your search results, click the link in the Subject column: ¢ Q3 Sales results (see attached document)

Subject #  Overview of what the sales force wants and needs to be successful
Dffsite Salea@eeting
W Printer-Friendly | Show Headers

The content of the message appears, including links to any attachments. (A

message with attachments has a paperclip 12 to the left of its date in the search Send an Archived Message to Your Email Inbox
results list.)

To send a single email message or IM conversation to your inbox, click its
corresponding Recover button at the far right of your search results list:

Subject Recover

Offsite Sales meeting | Recover*
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To send several messages at once, select each message, and then click
Recover Selected at the top or bottom of the search results list:

Show | 25 perpage v 1-25 of 62

[] Y Date ~ From/lM Service TolParticipants

| RecoverSelected |

. Tue, Aug 22, 2008 Susan Flannigan Patricia Merchant
938 PM =sflaniggan@jumba... =pmerchant@jumboinc.com:=
) Tue, Aug 22, 2006 Alan Chen Patricia Merchant
O 934 PM =achen@jumboinc.com= =pmerchant@jumboinc.com:=
Tue, Aug 22, 2006 Patricia Merchant Rakesh Desdai
. 9:22PM =pmerchant@jumbo... =rdesdai@jumbainc.coms=

Messages you recover appear in your inbox as an attachment to an email
message that has the subject Archive Export: subject of message
you fTorwarded. Any email attachments to the original message are also
included.

Print an Archived Message

View the message, and then click the Printer-Friendly link on the Message
Display page:

+ Message List

Date: Wed Mar 28 17:51:12 2007
From: “Chris Roberts™ <croberts@jumboinc.com=
To: “Sales Team” <salesteam@jumboinc.com=
CC: “John Campbell” <jcampbell@jumboinc.com:=
Subject: Offsite Sales meeting
Attachments: Jumbo Q3 Sales.doc

Hi Team!

Please attend the Sales offsite meeting this Thursday at 10:00 am. Here's what we'll
cover:

# (3 Sales results (see attached document)

¢ Owverview of what the sales force wants and needs to be successful

Printer—FjiendI},f ow Headers

Use your browser’s Print command to send the message to your printer.

Postini Personal Archive

How to Integrate Personal Archive with Microsoft Outlook

You can set up Microsoft Outlook to open your Personal Archive directly in the
Outlook window. For example:

1B Message Center - Personal Archive - Microsaft Outiook

e fht Yes (0 Db goow pe

iaitem o d | fisednege - Sarpd | - sl R R~ - N e e e
{ ok -

Welcome

5. Contacts

) e

| | pates

With this integration, you can:

¢ Access all your recent and past messages from one location on your desktop

+ More easily take advantage of your Personal Archive’s search options, which
let you search for content in both a message’s body and attachments

+ Retrieve messages more quickly than with Outlook’s search options

To integrate Personal Archive with Outlook:

1 Go to your Message Center login page: http://login.postini.com.

2 Enter your user name and password, and then select Remember My
Address and Password.
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http://login.postini.com/

Log in to your message center.

Log in Address |me@mycompany com |

example: joe234@jumbowidgetsco.com

Password |oooooo¢ |

note._password is case-sensitive
Remember mY Address and Password (what is this?)

Log In Help

3 Click Log In.
4 Click the Archive tab.

5 Select the URL that appears In your browser’s Address bar and copy it to
your clipboard.

6 In Outlook, choose File > New > Folder.

7 Inthe Create New Folder dialog box, enter a name for the folder, such as
Archive. Then click OK.

8 In the pane on the left, right-click the folder you just created, and then choose
Properties.

9 Click the Home Page tab, and then do the following:
a Select Show home page by default for this folder.

b Inthe Address field, paste the URL for your archive, which you copied to
your clipboard in Step 6.

Postini Personal Archive

For example:

Archive Properties

Administration Forms Permissions Synchronization

General Home Page AutoArchive

Show hpme page by default for this folder
Address:

dr,ttps:..".."mc-xx.pnsh’ni.cnmfappfmsgch’fardmve_seardﬂ ‘l>
Browse. ..

[ Restore Defaults ]

Outlook will download these pages for offline viewing and
check for updates whenever this folder is synchronized.

[ Offline Web Page Settings... ]

[ O H Cancel ][ Apply

10 Click OK.

You can now access your Personal Archive in Outlook, simply by clicking the
new folder you created.

Note: Remember to avoid clicking the Log Out link in @
Message Center when you're finished using your Personal "h@

Archive. Otherwise, you'll need to log in to Message Center
again the next time you want to access your archive from Outlook.
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Common Questions About Personal Archive

Can anyone else view my archived messages?

Your archived messages are part of a larger corporate archive, to which your
company may give one or more employees special access for various purposes
based on corporate policies. However, no third parties have access to any of
your archived messages. For specific information about your company'’s policies,
ask your administrator.

How secure are my archived messages?

Personal Archive stores your electronic messages at your email protection
service’s primary and secondary (backup) data centers, which are highly
secured. A total of four copies of each of your messages are stored, to ensure
that none of your important data is ever lost.

How quickly do messages appear in my Personal Archive?

Typically, a message appears in your archive in about 15 minutes after you send
or receive it. However, this process can take an hour or more, depending on
factors such as the size of the message and its attachments, and the volume of
email that your company’s server is sending to the archive.

Can | delete or modify messages in my archive?

Because your company may need to keep all archived messages for specific
periods of time, Personal Archive does not let you delete or modify any of your
archived messages. However, your messages may be deleted after their
retention periods expire.

How long are my messages saved in the archive?

Your messages remain in the archive for the duration of the retention period that
your company purchased. Retention periods can be as short as 30 days or as
long as 10 years or more. If necessary, your administrator can request a records
hold to extend the retention period. Ask your administrator for more information
about the retention policies for your company.

How can | get support for Personal Archive?

If you encounter a problem or need help with Personal Archive, please contact
your administrator.
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