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Overview

Mimecast for Outlook extends access to the Mimecast email archive and allows users to gain real time access to
their archive from within Outlook. This includes the ability to search for messages and files in their personal
archive, even though these may no longer be available on your email server. During a planned or unplanned mail
server outage, users are also able to continue to send and receive messages.

Using your Mimecast Plugin for Outlook

Mimecast for Outlook provides the following benefits:

Eﬂ _'-_'D: B Inbox - memlet@webdayl.com - Outlook
FILE HOME SEND / RECEIVE FOLDER VIEW MIMECAST

o] E.H @ o Block Sender ~ < Online Inbax f‘n (55 Send Large Files @ Help
#f No Recent Searches © de Managed Senders <, Online Sent tems [ Pause Queue o "™ Feedback
Search Archive  Report Manager Account
+0 Mo Saved Searches Folders~  Spam ~ 5% On Hold Messages ~ Options @ About Mimecast
Archive Email Gateway Email Continuity Send Large Files General

e Archiving
e Powerful archive search capability.
e Export search results back into Outlook.
e View and search for archived files and documents.
e Security
e Report potential spam to the Mimecast security team.
e Manage blocked and permitted senders.

o Apply predefined stationery, send secure messages, apply document conversion policies and send large

files.
e Manage personal and moderated message hold queues.
e Continuity
e Continue to send and receive email during a mail server outage

e Archived folders provides a familiar view of the folder structure and email even if they have been

removed from Exchange.

Held Messages

Depending on your administrators settings, you will receive emails on all of your held mail.
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Domain postMaster address
[Postmaster] Messages on hold for memlet@webdayl.com 12:03 PM
The following messages, addressed to you, are currently on

From these emails you are able to release, block, or permit each email by selecting the appropriate option next
to the email

The following messages, addressad to you, are currently on hold within the Mimecast service awaiting further action.

Far further instructions on how to use the links associated with each email, please review the following points:

Release: This will release the current email On Hold to yvour Inbox, but future emails from this sender will still be placed On Hold

Block: Rejects the email, and adds the sender's address to your personal Block list to block future emails from this sender

Permit: Delivers the email to your Inbox, and adds the sender's address to your personal Permit list, so future emails are not put On Hold (for
SPAM management policies only)

Far more information on the Mimecast digest, please refer to this article

From Subject Date Reason Release Block Permit

FARENTIMG: A Mote to My Child's Teacher on the First Day of 2016-09-  Spam

subscriptions@chabad.org Kindergarten 051312 Policy Belease Block Permit
Manager

From the Mimecast panel, selecting “Manager” will allow you to manage your sent mail, what’s in your que,
along with cancelled messages for LFS

m| Mimecast - Large File Send

SENT QUEUE CANCELLED

Filter... All Ttems -

Test LF Size Sent Date Valid Unii Status Access Count

L
To: "Morgan Emlet” <memlet@web... 5MEB 8/15/2016 8/22/2016 Expired Mo Downloads

On Hold Items View

Selecting On Hold Items from the Mimecast panel will give you another view aside from an email to manage
held mail
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PERSOMAL MODERATED
Filter...
WEEK... 9,/7/2016 12:43 PM

from: "Chabad.... 32 KB
B"HElul 4, 5776 * September 7, 2...
reason: Message Hold Applied - ..

TORA.. 9/7/2016 12:26 PM
from: "Chabad.... 45 KB

B"HElul 4, 5776 * Septernber 7, 2...
reason: Message Hold Applied - ..

WEEK... 9/7/2016 12:05 PM

from: "Chabad.... 35 KB
B"HElul 4, 5776 * September 7, 2...
reason: Message Hold Applied - ..

ESSA.. 9/7/2016 11:50 AM

from: "Chabad.... 40 KB
B'UELI A ETTA * Cantarmbhar 7 7

Archive

EVOLVE@»

Mimecast for Outlook - On Hold Itemns

Y Sort By: | Date

£ B &2 O ¢ &
Trend Alert: 90's inspired mesh & netting

From:  Express
Sent:  9/7/2016 11:36 AM
Te: memlet@webdayl.com

o For your security, images are not being displayed. Consider this before d

& Take a peek._. | View Web Version

From the Archive option, you are able to search your own archive by entering in the appropriate parameters

HISTORY ARCHIVE FOLDERS SEARCH

Sean Gunvalsen

Date All Time

Files Optional

Select a file type

Folder Select archive folder -
Route Any
User memlet@webdayl.com

Sort By Descending Date (recent first) - -, N - E @ d ." D g

Text Test
[] Sean Gu... 7/26/2016 12:42 PM
Sent From . Test Test
Test Sean Gunvalsen Virtualization Engi... From:  Sean Gunvalsen

Sent:  7/26/2016 12:42PM
To: memlet@webdayl.com
|| image001.png (10.94 KB) || image002.png (0.92 KB)

Test

Sean Gunvalsen
Virtualization Engineer

EVOLVE(P

THE CLOUD SERVICES COMPANY

7100 E Pleasant Valley Rd. Ste 150
Independence, OH 44131

After you preform your archive search, you can save or export that search
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EVOLVE@»

Attach Large Files

End users are able to use the LFS option to securely send files up to 2GB. By selecting this option it will
automatically bring you to your computer to select your files.

dINE. | H

Q& Attach Large Files
G -

Change your Password

Change your own password by going into your options setting and selecting “change password”

m| Mimecast for Outlook

OPTIONS

M Network Settings

Cverride Operating System Proxy configuration

Proxy Settings

d+ Authentication Options

° Integrated Authentication
Status: Mot supported

° Single Sign COn
Status: Mot supported

° Domain Authentication
Status: Mot supported

° Cloud Authentication Set Credentials...
Status: Validated
Change Passwerd...

#* Advanced Options

Show the Large File Send settings Large File Send

Show the most recent status messages Alert Viewer...

2
=

Accessing Email from Mimecast

In the event you are unable to access Outlook, or getting to your mail from your browser (Mimecast Outlook
Plugin is not supported with OWA) you can access your mail by going to Mimecast.com

[ mimecast.com
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When you arrive at Mimecast.com select “login” from the top right hand corner

& LOGIN

This will open up another page, from there click “access to my email”

ACCESS TO MY EMAIL »

Enter in your email access credentials, you will then be prompted to enter in your domain or cloud credentials, if
you are unsure what to choose, select the domain option

Login to Mimecast

| Enter email address E

The Mimecast Personal Portal (MPP) is a webmail portal that allows you to:

e Search your personal archive.

e Manage your permit / block lists.

e Reviewing your personal on hold queue to determine if a message has been held.

e Add email addresses / domains to your personal Managed Senders list.

e Continue to send and receive email when you are unable to access your email. For example:
e Your email server is down.
e You are working remotely.

e Access messages in delegate mailboxes.

e Browse for messages in specific folders that have since been deleted from your Exchange environment. This is

dependent on your organization’s Mimecast Service.
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i |® memlet@webdayi.com Seftings Help

unified email management

Mail Online Inbox
Search (@ TMonth ¥| From  [2016-08-07 To  [2016-08-07 Search

Compose
online Inbox AN ] Page Size [15 ¥ 10f22 4D
Online Sent ltems From Subject Size: Received

B sear Domain postiaster address [Postmaster] Messages on hold for memlst@webday1.com 169KB G2 Todayat12:03
Saved Searc

" Saved Searches Bed Bath & Beyond Psssst_Amazing In-Store Deall 40% off while supplies [astl Early access for email membars. PIus, your 20% offer is waiting 266KB <2 Todayat0o:13

American Eagle Outfitiers Ends today: 30% off all jeans + 25-60% off 212KB <2 Todayat08:54

Domain postMaster address i 1 on hold for mer 1.com 211KB 42 Yesterdayat12:01

Basic Search

Preform a basic search of your email (including archived mail) by selecting the “search” option

Mail

Compose
Cnline Inbox

Cnline Sent [tems

= Saved Searches

Calendars
Exchange Folders

Advanced

Type in appropriate parameters and select “search” — you can save your search parameters from here as well by
selecting “save”

Basic Search x|

Search ¥ Feset Advanced Search Save

Text

Sent | From T
Date 1 ear v
Files | Opticnal v
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Manage your Mail

Using the “advanced” tab you are able to manage your held mail, manage senders, and from here release, block
or permit those messages by clicking on each tab.

Advanced

Managed Senders
Personal On Hold
Moderated On Hold
Bounce Viewer

Fejection Viewer

Conclusion
Support

e Access Mimecast knowledgebase by clicking here
e Sign up for Evolve IP bi-monthly trainings here
e Contact Evolve IP for support issues / requests here

Evolve IP | 989 Old Eagle School Rd. | Wayne, PA 19087 | 610.964.8000 | support@evolveip.net | www.evolveip.net



mailto:support@evolveip.net
http://www.evolveip.net/
https://community.mimecast.com/
https://evolveip.webex.com/mw3100/mywebex/default.do?siteurl=evolveip
http://www.evolveip.net/support/contact-support

