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Figure 16. Processing Log

Locate the job you want to view and double-click on it to open.

Scroll to the bottom of the page. The number of messages added will be displayed . You can view, save,
print or exit the log file by selecting the File menu on the toolbar and choosing the action.
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Reports

There are currently five reports available to the Administrator that can be viewed and exported. These

reports include:

e Message counts

e Account Details by Person

e Account Details by Unit, then by Person

e Conversion Errors

e Conversion Errors, excluding XML Character Issues
To open these reports, select File 2 Reports Menu from the toolbar. The Reports window will appear.
Brepots )

Reports Menu

Choose which accounts to include

" Selected account
jane_doe{@mail testdomain.com

" All accounts within the selected domain.
Test Domain (mail testdomain.com)

&+ | All accounts in all damains |

Filter Options

Include: | * All Accounts © Only Open Accounts © Only Closed Accounts

I™ Include anly thase registered after: | Fricay by 0g 20049 _v]

Choose one of the following report types.

Message Counts |

Account Details: B Person | By Unit, By Fersan

Conwversion Errors | Conwversion Errars, excluding =hdl
Character |ssues

Close |
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Select the account(s) to include in the report and the appropriate filter options. Then choose the report
type by selecting the appropriate button. The report will be generated on the screen.

[-[=]x]

ERET.. & der-sv3m derdmzocal .8 x
F 8 T oo« r W o2 MR-

I Main Report |

Message Counts 3244200

Personllame MessageCount  LastProcessed Status Account

Citizen Affairs
Agency Community and Citizen Affairs
Dormain Narne: governor.emcap ncdcr.gov

Accounts
ArchivesGovOfiice 39071 219/2008  2:57:38AM ReadWWrite archivesgovoffice

Total Messave Count; 39,071

urrert Page Now: | ) [Total Page No.: 1 [Zoom Factor: 100% |
‘ 4
I = | |ol@

When you are finished reviewing the report results, you can either close the report (note that the
information will not be saved) or export the report to another location.

To export to another location, select the export report icon located in the upper left corner of the screen

(Figure 17).
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Message Counts

3/24/2003

PersonMame MessaneCount  LastProcessed Status Account

Citizen Affairs

Agency: Community and Citizen Affairs
Domain Mame: governoremcap.neder gov

Accounts
ArchivesGovOffice 39,071 2A19/2008 2:57:3BAM ReadyVrite archivesgovoffice

Total Message Count: 39,071

Figure 17. Export icon

An Export Report window will appear. Browse to the location you want to save the report, the field
name and file format. Select the Save button.

Where you want to export to

Ll Export Repork
5 .-!"-—' _ .
Save in: |E ot on "SACT03051013007 [10.29.193.143) [Ij a ﬁ o .-=

arcgis I WINDOWS

)Program Files

!l T{r ] [=iPythanzs

iy Cormputer

[ s E

Cancel

ot

%
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If the export was successful, an Export Report window will appear.

Expotrt Report I

L]
“1') Export completed.

Select OK and then close out of the report.

Exiting the Admin Console

When you are finished using the Admin Console, you will need to close out of it and log off the remote
desktop.

To close the Admin Console, either click the close (x) button in the upper right corner of the window or
alternatively from the toolbar, select File - Exit.

To log off of the remote desktop, select the Start button on the toolbar and select the Log Off button

—.

at the bottom of the window. A Log Off Windows window will appear confirming log off.
Select Log Off.
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Technical Definitions

Archival (or collecting) Server — the EMCAP application uses hMailServer IMAP server; free, open source

software registered on SourceForge. Archived messages are downloaded from an IMAP server (i.e.,
Microsoft Exchange) and uploaded to the archival message server which is intended to be a long-term
archival store. The mail stored there can be opened and read or downloaded again.

.CSV File (or Comma Separated Values) — a file format that is often used to exchange data between

disparate applications. It contains the values in a table as a series of ASCII text lines organized so that
each column value is separated by a comma from the next column's value and each row starts a new
line. For example: Doe, John, 576-38-9347.

Domain - an organized collection of records (or users) that are associated with one another. For
example, the users listed under the domain name “Secretary of State” are all affiliated with this specific
agency.

DNS (Domain Name System) - a system for converting host names and domain names into IP addresses

on the Internet or on local networks that use the TCP/IP protocol. For example, when a Web site
address is given to the DNS either by typing a URL in a browser or behind the scenes from one
application to another, DNS servers return the IP address of the server associated with that name.

E-mail Client - a software application (such as Microsoft Outlook) installed on a user’s computer that
allows a user to compose, send and receive e-mail messages.

IMAP protocol — Internet Message Access Protocol (IMAP) is a method of accessing e-mail messages that
are kept on a mail server. In other words, it permits a “client” e-mail program to access remote
messages as if they were local. For example, messages stored on an IMAP server can be manipulated
from a desktop computer at home or work station at the office without the need to transfer these
messages back and forth between these computers. The protocol includes operations for creating,
deleting, and renaming mailboxes; checking for new messages; permanently removing messages, setting
and clearing flags; server-based RFC-2822 and MIME parsing and searching; and selective fetching of
message attributes, texts and portions thereof for efficiency. Most e-mail software subscribes to this.

Parsing - separating data and assigning parts of it into one or more variables. Parsing can assign each
word in the data into a variable or can divide the data into smaller parts. Parsing is also useful to format
data into columns.

.PST File (or data file) - when Outlook saves items to your computer, it uses a type of data file called an

Outlook Personal Folders file (.pst). This is a data file that stores e-mail messages and other items on a
user’s computer (versus the server). A .pst file can be assigned to be the default delivery location for e-
mail messages in order to organize and back up items for safekeeping. If the user has a Microsoft
Exchange Server account, all items are usually delivered to and saved on the e-mail server.
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Server - an e-mail server is a computer that manages mail by storing messages, routing messages to
other servers, and generating error messages when things don’t work quite right.

XML (Extensible Markup Language) - a standard to promote sharing information over the Internet by

specifying ways to describe the information's semantic structure and to validate that the structure is
well formed. XML is described as extensible because it is a metalanguage that allows the creation of tags
to be used for semantic markup. The greatest value of XML can be realized through common
vocabularies of tags, so that applications can use those vocabularies to understand documents from
different sources.
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