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MailSafe Quick Start Guide
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your MailSafe Email Journaling Service
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Overview

Outsourcery’ MailSafe service will ensure you always have a central journal of all your organisation’s
sent and received emails from all users that have a Geneses Hosted Exchange 2007 mailbox.

This Quick Start Guide is therefore designed to take you through the process of accessing your
organisation’s MailSafe journal, from logging into the system right through to accessing, searching,
viewing, forwarding and exporting your users’ emails.

Accessing the MailSafe Journal

Upon provisioning of the MailSafe service, you will receive a welcome e-mail providing you with your
MailSafe username and password. You will need these details to login to the MailSafe portal.

1. To access your MailSafe journal, open Internet Explorer and type
https://mailsafe.msexchange2007.com/owa into the address bar.

2. You will be presented with the MailSafe login screen (see Figure 1). Enter your MailSafe
username and password from your welcome email and click ‘Log On’

VL2 ILSAEE

Security ( show explanation )

© Thisis a public or shared computer
@ Thisis a private computer

M Use Outlock Web Access Light

User name:

Password:

Connected to Microsoft Exchange
® 2007 Microscft Corporation. All fights reserved.

Figure 1 - MailSafe Login Screen
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Accessing & Viewing Emails within the Journal

1. Once logged in, you will be presented with your MailSafe inbox where you can view the email
journal for your organisation (see Figure 2). Simply use the forward and backward arrows or
select a specific page number from the navigation in the bottom right corner of the window to
browse your email journal.
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= sentItems Untitled Message 12/11/2008 13:28 2MB
e & = 0 [] paul Douglas RE: Revised Calendar Proof 12/11/2008 13:19 13 KB
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= @ [J MicrosoftExchang... Your mailbox is full 12/11/2008 00:02 2KB

@ [J david peck Daily Profit Figures 11/11/2008 17:30 392 KB

= @ [J Kristy Ryan Daily Intake 111108Day7.xls 11/11/2008 17:22 1MB

= @ [ 3onFinelli Fw: 11/11/2008 17:02 22K
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Figure 2 — The MailSafe Inbox

2. To open a particular email within the MailSafe journal, simply click on the message ‘Subject’
as highlighted in Figure 3.

|:| From Subiect

[ 3eremy Harrison Indian buyers

Figure 3 — Click on the ‘Subject’ to open the message
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3. Once you have clicked on the ‘Subject’ to open the message, information relating to the email
will be displayed, including the date the email was sent or received and who it was sent to and
from. The actual email will be provided as an attachment to this message (see figure 4). To
open the email, simply click on the attachment and the message will be displayed.

Date message was sent to or from user

615bbc36abbced1109e@5L . local [MicrosaftExch

Indian buyers
/ MicrosoftExchange329e71ec88a
ison@catalystcf.co.uk)

of Jeremy Harrison [Jeremy
Email Subject

Sent: 12 Movember 2008 14:43
To:
Cc Keith t stalystof,co.uk]; Ankur Gupta [AnkurGupta @catalystef.co.uk]
Attachments: | 1ndisn buyers

‘ Copy of e-mail send
Sender: JeremyHarrison@catalystcf.co.uk or recieved

Subject: Indian buyers
Message-Id: <20DDAB192023084E80297780113EDEOF023231E1 @decltmail.ClientServices.local =
Recipient: tony.stewart@abcengineering.co.uk

Journal User - This is the user within your organisation
that this mail relates to and the reason this mail was

Figure 4 — MailSafe message layout

4. If you wish to search for a specific email stored within the MailSafe journal, simply enter your
search criteria in the search field at the top of your inbox (see Figure 5). You can search for
messages using the following criteria: ‘From’, ‘To’ ‘Subject’, original email content and the file
names of email attachments. You can also sort messages based on the date received.

8]
@] obby  oneroae <[
T
N
""""" 48 results for "bobby™ in Inbox. Clear the results of this search,
3 Deleted Ttems
04 Drafts P e O From Subject
-] Inbox (1225) =1 0 [] BobLoveless Test
y  Junk E-Mail
0, = 0 [ mMike Loveless see justin it works
= Sentltems
= 0 [ Mike Loveless Test new mailsafe
Click to view all folders % =l 0 [] postmaster@Mails... Undeliverable: managed by
=1 0 [] Bob Loveless managed by
=1 U [] BobLoveless test
.l 0 [ postmaster@Mails... Undeliverable: test

Figure 5 — MailSafe search facility
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5. To forward a journal message to your mailbox for printing or processing, simply open the
message as detailed earlier in this guide and click ‘Forward’. Then enter your email address in
the ‘To’ field and click ‘Send’ as you would a normal email.

Exporting Bulk Email from the MailSafe Journal

Should you wish to export bulk email from the MailSafe journal, e.g. all journal messages relating to a
particular subject or recipient, then please contact Outsourcery Support.

For contact details, visit http://www.outsourcery.co.uk/support
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