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1. ABOUT THIS DOCUMENT

This document provides information about using the features and functions of the Techtra Mail2Share
software.

The sections of this guide cover the installation of the Mail2Share Add-On for Outlook and the network
deployment of the Mail2Share solution.

1.1. HOW TO INTERPRET ICONS IN THIS DOCUMENT

The information in the message boxes displaying this icon, are highlighted to attract your attention
so you don’t miss an important detail.

This warning icon indicates that the message contained in this message box is critical information
that must be applied.

The message boxes provided with this icon gives you a tip or redirects you to a more detailed
documentation.

g
'E.' / This icon indicates that the following table contains descriptions on setting parameters or options
“-,- to configure the software.

1.2. INTENDED AUDIENCE

The procedures in this guide are intended to be performed by a systems administrator with a basic
understanding of the Windows operating system and deploying enterprise software, and who is familiar with
Group Policy, Active Directory, SCCM, Mail2Share and the SharePoint technologies.

1.3. ABOUT MAIL2SHARE FEATURES

Mail2Share provides a multitude of useful ways to configure and manage its powerful features during the
deployment or later, based on different scenarios. All these configuration aspects including targeted
parameters editable by registry keys and the use of the Mail2Share Batch Transfer tool will be described in
this document.

@' NOTE

Mail2Share features and functionalities should be configured by an IT administrator which is aware of the
repercussion of editing the Registry keys, understand and recognize the limitations of SharePoint.
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2.  MAIL2SHARE TECHNICAL SPECIFICATIONS

Mail2Share is compatible with the following SharePoint technologies:

Microsoft® Windows® SharePoint Services (WSS) version 3.0
Microsoft® Office SharePoint Server (MOSS) 2007
Microsoft® SharePoint Foundation 2010

Microsoft® SharePoint Server 2010

Mail2Share works with each of the following versions of Microsoft Office which include Outlook:

Microsoft® Office 2003
Microsoft® Office 2007
Microsoft® Office 2010

2.1. CONFIGURATIONS REQUIRED

Techtra recommends the following configurations, in order to guarantee a consistent user experience.

Client-side Hardware Requirements:

1 GB of memory or higher

2 GB available hard disk space

SVGA video card compatible with Windows

CD-ROM drive (if installation is done from a CD-ROM)
Screen resolution 1024x768 pixels (recommended)

Client-side Software Requirements:

Operating System:
Microsoft® Windows® XP (32-bit and 64 bit) or,
Microsoft® Windows® Vista (32-bit and 64 bit) or,
Microsoft® Windows® 7 (32-bit and 64 bit) or,
Microsoft® Windows® 2003 Server or,
Microsoft® Windows® 2008 Server

Microsoft Outlook:
Microsoft® Outlook 2003 or,
Microsoft® Outlook 2007 or,
Microsoft® Outlook 2010 (32-bit and 64 bit)

Server-side Software Requirements:

Microsoft® Windows® SharePoint Services (WSS) version 3.0 or,
Microsoft® Office SharePoint Server (MOSS) 2007

Microsoft® SharePoint Foundation 2010

Microsoft® SharePoint Server 2010

IIS6 or higher

Page 5 de 27 | techtra.ca
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2.2. TESTED ENVIRONMENTS

The procedures in this document were tested in the following environments:

Client computers are running Windows 7 Ultimate, Windows Vista Ultimate and Windows XP
Professional Service Pack 2 or higher.

Server computers are running Windows Server 2003 Standard Edition, Windows Server 2008 and
2008R2.
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3. MAIL2SHARE DEPLOYMENT

This section describes Mail2Share deployment methods through Group Policy or the System Center
Configuration Manager console.

Group Policy (GP) and the Active Directory services infrastructure in Windows Server 2003/2008 enable IT
administrators to automate one-to-many management of users and computers. Administrators can implement
security settings, enforce IT policies, and distribute software across a given site, domain, or range of
organizational units (OU).

With the software installation extension of GP, you can provide on-demand software installation and
automatic repair of applications. Mail2Share uses Group Policy Software Installation to enable enhanced
deployment for Acrobat products on a Windows network.

TIP

X

The Group Policy settings that you create are contained in a Group Policy object (GPO). To create a
GPO, use the Group Policy Management Console (GPMC), which is available for download from the
Microsoft Web site at :

http://www.microsoft.com/downloads/details.aspx

System Center Configuration Manager (SCCM) deploys and updates servers and client computers, across
physical, virtual, distributed, and mobile environments. It is globally used for configuration management and
automate IT systems management.

TIP
To get more information about SCCM, please visit the Microsoft Web site at:

http://www.microsoft.com/systemcenter/en/us/configuration-manager.aspx

3.1. MAIL2SHARE DEPLOYMENT USING GROUP POLICY

Mail2Share supports the Assign Mail2Share to a computer GPO deployment scenarios:

Q NOTE

Before deploying Mail2Share, you need to do download the pre-requirements (.Net Framework 3.5) from
the links provided by Microsoft and deploy them using GPO in your network.

Step 1 - Deploy all pre-requirements needed:
Step 2 - Deploy Mail2Share:
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Mail2Share Computers

Mail2Share Computers
Linked Graup Policy Objects | Group Palicy Inheritance | Delegation |

Link Order = | GFO | Erforced | Link Enabled | GPO Status | I Filker | Modified | Do

1 i 2Licence File Mo Tes Enabled Mone 2542 teck

2 i 1Mail2Share Install Mo e Enabled MNare 2M8/2.  teck
~
=%

3.1.1. CReEATE THE GPOs

The general steps are as follows:

Step 1 - Perform an administrative installation.

Step 2 - Start the Group Policy Management Console and create a GPO for the Mail2Share
application.

Step 3- Edit the GPO to create a package for the Mail2Share application, and then assign the
package to a computer.

Step 4 - Set properties as needed for the package you created.

Step 5- Link the GPO to the computer where you want to assign it.

3.1.2. DEPLOYING MAIL2SHARE

After you have created and edited the GPO and linked it to a computer, the software is deployed by using the
assigned deployment method:

8 Group Policy Management Editor

File  aAction Miew Help

&= | HmE o= HE
_Ej 3Mailzshare [DELL1950-HY, TECHTI
= A Computer Configuration
= [ Policies
F [ Software Settings
Software installatic
| Windows Settings
| Adrrinistrative Templat

Mersion | Deplovment skate

.0

Mame -
ITechtra MailzShare 5 B...

Bssigned

You need to install the package with elevated privileges.
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B Windows Installer

Always install with elevated Setting I skate I Comment
privileges iz Enable user to browse For source while elevated Mat configured M

i Enable user to use media source while elevated Mat configured M
Display Properties i Enable user to patch elevated products Mot configured Mo
Requirements: 5] Abwvays install with elevated privileges Enabled
Ak least Microsoft Windows 2000 iz Prohibit Use of Restart Manager Mot configured Mo
Description: i) Remove browse dislog boo For new source Mok configured Mo
Directs Windows Installer o use system \iz] Prohibit Flyweight Patching Mot configured Mo
permissions when it installs any program 1= Disable logging via package settings Mot canfigured Mo
on the system. = Disable Windows Installer Not configured Mo

3.1.3. DEPLOYING THE MAIL2SHARE LICENSING

Once the Mail2Share software is installed, you need to deploy the licensing file. In order to do that, please
use the m2s_32-64.adm file, provided by Techtra on demand or create your own to administrative template.

i@' Note

The Mail2Share .adm or .admx file is an administrative template for both x32 and x64 OS versions.

3.2. MAIL2SHARE DEPLOYMENT USING SCCM

In order to deploy Mail2Share by using the System Center Configuration Manager (SCCM), please follow the
instructions described in this section:

3.2.1. CREATE THE INSTALLATION PACKAGE
Step 1- Open SCCM 2007 Console

Step 2 - Go to Computer management
Step 3- Select Software Distribution
Step 4 - Right-click Packages and select New, then Package:

E?H System Center Configuration Manager
= L Site Database (TAL - SCCM, Techira
[+ [ Site Managerment
= L Computer Management
B gf Collections
’l_-l Conflicting Records

[=| % Software Distribution

B g
@ & Adve Q=T Package

® B Software  Distribute ¥ Package From Definkion

= 4§ Opgratiri Transfer Sike Settings Folder

# L AssetIn  Copy Packages Search Folder

[+ &m Softward  Give Feedback |

Step 5- Configure all package details and click Next:
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New Package Wizard E
gg General
L
Data Source ‘j' ITechtra Mail2Share 5.0
Data Access
Distribution Settings Hame: IMaiF:ZShare
Repoarting
‘ersion: IS.IJ
Security
Summary Manufacturer: ]Tech:ral
Progress Language: ]
Confirrnation C .

& Presious " Mext > I Finish | Cancel |

Step 6 - On the Data Source tab, configure the data source as the file share you have created with
the Mail2Share package on the file server. On the scheduling part, you can choose to leave
it by default. Click the OK button to continue.

Step 7 - After completing with all the settings, click Finish.

Step 8 - Your new package will be shown in the SCCM console:

® Configuration Manager Console

&l File Action View ‘Window Help |;Ii|5|

| M
5] .g Sike Database (TAL - SCCM, Techtra Headoffice) /i 09—7i9—7 0——n ———— —— — ——————————— Pack .
[# [ Site Management Look v| i IAICo vl P | A | e
v 8o Clear
= ._.—_#'_ Computer Managemenk for: n o Mew ]
B @ Colections 1 Distribute v
= Conflicting Records Name | Manufacturer
(=] #4 Software Distribution 4 MailzShare Techtra %] Transfer Site Settings
[SRRY Fackages o
- i Copy Packages
@ 4 TechtraMailzshare 5.0 - RETeTed
[# Y Advertisements ‘@ Give Feedback
# 45| software Updates visws .
[* 4 Operating System Deployment
[# (L] Asset Inteligence Mew Window From Here
[+ &m Scftware Metering
& Reporting ) Refresh
[* |47 Desired Configuration Management [] Properties
[* |, Queries
# [ Mobile Device Management [ el

Step 9 - Now expand the newly created package.

techtra.ca | Page 10 of 27



. ADMINISTRATION GUIDE | MAIL2SHARE — DEPLOYMENT

3.2.2. CONFIGURE DISTRIBUTION POINTS

The first thing you need to do is to configure a distribution point for the package. For that, execute the next
steps:

Step 1 - Right-click the distribution points and Select the New Distribution points menu item:

= %5 Software Distribution
= L§ Packages
[El % Techtra Mail2share 5
LB, Access Accounts

__l' Progra MWew Distribukion Poinks
@ (il Packag  Update Distribution Poinks
[# % Advertisement  Manage Distribution Points
# &5 Software Updates|  Give Feadback
[# 4 Operating System
@ (4] Asset Inteligence | New Window from Here

[ &m Software Metering  pograch

[+] Reparting
# &Y Desired Configurat Help

Step 2 - On the distribution points wizard, walk through the welcome screen and on to the Copy
package window. Then select the specified distribution point you wish to distribute your
package from (the default choice should be the SCCM server itself). Then click Next and

close.
Mew Distribution Points Wizard | x|
gﬂ Copy Package
Welcome
_ Select the new distribution points that you want to copy the package to.
Progress
Confirmation
Distribution poinks:
Name | Sike Type Select Al |
SCCM TA1 - Techtra Headoffice  Server

Clear Al |

To copy the package ko the new distribution points, chick Mext.

<previous |[ mext> | oo Cancel

Step 3- Click Close when you arrive in the following screen:
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Mew Distribution Points Wizard Eq
gﬂ wizard Completed
Welcome
o Packa r
P @ The New Distribution Points Wizard completed successfully.
Progress
[
pelcome
Copy Package
Frogress
Confirmation
To close this wizard, chick Clase.,

= Previous flext = Finis | | Close I

3.2.3. CREATE THE PROGRAM

The next phase is creating the program to run the Mail2Share.exe. In order to that, go back to the SCCM
console and expand the Mail2Share package and follow the next steps:

Step 1 - Right click programs and select the New menu item and then click Program

Mew Program Wizard E3

g_g General

CGened m ==

Requiremerits
Environment Ywm&ufsoftwed&ph?edb?cwﬁuﬂwwheabﬁctwiwmm You should review any
Advanced applicable license terms prior ko deploying software

YWindows Installer Comement: ‘ ﬂ
MM Maintenance

SUMITEFY Command line: ]"Ivuiizﬁhale S BETA exe” 4,

Progress

Confirmation Skart in: I
Run: ]Nﬂrml ﬂ
After running: {No action required |
Categary: ]| ﬂ
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Step 2 - On the Environment page, choose that program can run whether or not the user is logged on
(which automatically checks the "Run with administrative rights" option). Then, Click Next:

TP

You should have configured by the administrative account used to install programs. If not, you can find
more information about configuring SCCM accounts on:

http://technet.microsoft.com/en-us/library/bb680323.aspx

Mew Program Wizard | x|
\;—J)g Ervviranmment
et A program may require certain conditions o be true before it can run. Specify the conditions that
musk be mek For the program bo run.
Requirerments
WEnvironment O erogram can run:
Advanced R
Windows Installer € Rurn with user's rights
MOM Maintenance = Run with administrative rights
Summary [ allow users ko inkeract with this program
Progress
Drive mode
Canfirmation

¢ Runs with UNC name

" Requires drive letter

" Requires specific drive letter (example: Z):
[T Reconmect o distributian paint at lagor

< Previous " Mext > I Fearst Cancel

Step 3- You can use or not the SCCM alerts:
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Mew Program Wizard E3
g)g MM Mainkenance Mode
General
Microsoft Operations Manager (MOM) might generate alerts when this program runs. To avoid
Requirements receiving alerts for this planned maintenance, you can disable the alerts For the duration of the
progran.

Erviranrment

Advanced

Windaws Installer

_ [" Disable Operations Manager alerts while this program runs

SUmnMmary
Progress IV Generate Operations Manager alert if this program Fails

Confirmation

<previous || met> | Finish Cancel

Step 4 - Validate if the package is created successfully:

L7| ConfigMgr Status Message Yiewer for <TA1> <Techtra Headoffice>

File Edit View Help

HH = | * | Q ~ | '::!::' |JDriginaI Query ﬂ
Severit: | Type | Site code ] Dake | Time | Swyskem [Cl Message ID | Description |
’ Milestone Tal 0 SMS5_DISTRIBUTION _MAMAGER 2330 SMS Distribution Manager s sfully distributed packa. ..
) Milestone SMS5_DISTRIBUTION_MAMAGER 2329 SMS Distribution Manager c package "TA100008" f...

"E) Milestone Tal SMS_DISTRIBUTION_MAMAGER 2342 SMS Distribution Manager is starting to distribute packa...

3.2.4. CREATE A TASK SEQUENCE

The next thing to do is to create a Task Sequence to deploy the Mail2Share Package:
Step 1- Open SCCM 2007 Console and expand Computer Management and then Operating
system.
Step 2 - Right-click Task Sequence and select the New menu item

Step 3- Click Task Sequence, as shown below:

Imnpork Folder
Craake Task Sequence Madia Search Folder

Give Fesdback ' |

techtra.ca | Page 14 of 27
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Step 4 - On the create new task sequence page, select Create a new custom task sequence and

click Next:
New Task Sequence Wizard E3
Qg Create a New Task Sequence
: A task sequence consists of a series of steps to complete an action. You can select a task sequence
Task Sequence Information with a set of predefined steps or define a new custom task sequence.
summary You must use the task sequence editor to add steps to your task sequence. To open the task
Progress sequence editor, right-click the task sequence and click Edit.
Confirmation
Select a new task sequence to be created.
" Install an existing image package
" Build and capture a reference operating system image
(¥ Create anew custom task sequence
2 Previous I Next > Farist | Cancel
<] | »|

Step 5- On the task sequence information page, type the task sequence name and choose the
x86 boot image (or x64 — depends on your client agent deployment). Click Next to continue:

ew Task Sequence Wizard Ed

Task Sequence Information

Create Mew Task Sequence

_ Enter the name, version number, and comment For the task sequence.

Summary Task sequence name: l[)tp!w mailzshare

Progress C . T
ornrmenk: ﬂ
Confirmation

Boot image: [Boot image (x86) Browse. ..

<Previoss | met> | Finish Cancel

B

Step 6 - When the Wizard is completed, click Close:
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Mew Task Sequence Wizard Ed

gg Wizard Completed

Create New Task Sequence

Task Sequence Information

@ The Mew Task Sequence Wizard completed successhully.

Surmmary
Progress Details:

m |‘=_5".l Success: The task sequence has been created successiully.

& Success: Creake a Mew Task Sequence
+ Mame: Deploy mail2share
« Boot Image: Book image (x86)

To close this wizard, click Close.,

I H

3.2.5. CONFIGURE THE TASK SEQUENCE

Now that you have created the task sequence, you must configure it to install Mail2Share on the client.

Execute the next procedure configure the Deploy Mail2Share Task Sequence:

Step 1- Back to the console, in the Task Sequence Window, right click the newly created task
sequence and select Edit:

Task Sequences 1 items Found

o =11}, [orcox] [emition | [ Ge |
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Step 2 - Click Add item menu, then select Install Software:

Deploy mailZshare Task Sequence Editor =] B
Remove
New Group
I General » | Run Command Line
Disks » | Install Software
User State » Install Software Updates
Images 4 Join Domain or Workgroup
Drivers 4 Connect to Network Folder
Settings 4 Restart Computer
Set Task Sequence Variable
OK Cancel | Aoply | Help |

Step 3- Set the Properties as shown below:

Deploy mail2zshare Task Sequence Editor - |0 x

add - | Remove

A Install Software

Properties Ioptml

Type: j:mtal Software
Mame: Jlrf.tal Software
Description:

% Install a single application
Select the Software Distribution Package to install

Package |Mail2share | Browise... I
Pragram [Mailzshare =]

" Install multiple applications

The list of applications to install consists of a series of task sequence variables

with & common base name plus a numeric suffic skarting at 001. Each variable
musk conkain a packagelD and program name separated by a colon.

Base variable name: |

I—' IFan r!:l:ll cation installation fe:";.l contirue irstal g otiver applications in the
[rsk

oK | Cancel | Apply Help

Step 4 - Click OK to continue

3.2.6. ADVERTISING THE TASK SEQUENCE

Step 1 - Go back to SCCM console and right click the task sequence you created
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Step 2 - Click Advertise menu item

Step 3 - Fill the name and comment for the advertisement and Browse to select the collection
where you wish to distribute Mail2Share, then click Next:

MNew Advertisement Wizard E3

g)g General

e ) e e

Schedule

Distribution Points

_ Comment:
Inkeraction

Security

= |
[]
. Task sequernice: |Deploy mail2share Browse. .. I
Progress Collection: | Dl Browss, .. I

Confirmation
¥ Include members of subcollections

[~ Make this task sequence available to boot media and PXE

Task sequences can only be targeted to computers. Any users or user groups in the selected
collection will be ignored.

YIOLS | Mext > | Farist | Cancel |

Step 4 - On the schedule page, select your preferred schedule for deployment and click Next.

Step 5- On the distribution point page, select the Access content directly... option, then click Next

ew Advertisement Wizard Eq
g)ﬂ Distribukion Poinks
General
Specify how clients interact with distribution points bo retrieve content from packages referred by the
Schedule Lask sequence:
_ " Download content locally when needed by running task sequence
Interaction
Security " Download all contents locally before starting task sequence
Surmmary
Progress %' Access content directly from a distribution point when needed by the running task sequence
Confirmation Clienks will abways kry ko get content From local distribution points. In addition, interaction with remote
distribution poinks can be controlled:

Step 6 - Go through the Interaction, Security and summary pages leaving everything in default
settings and click Close.
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() The New Advertisement Wizard completed successfull.

Details:

|‘a Suce

@ success: Distribution Point Information

ess: Advertisement Information

Mame: Deploy mail2share

Task Sequence: Deploy mail2share - TA100007
Collection: Mail2Share computers - TA10000D
Sub-collection Members Included: Yes
Avvallable to Book Media and PXE: No

'@ success: Schedule Information

Skark Time: 17082009 3:43:23 PM

Expiration Time: Mok configured

Bssignad: No

Ignore Maintenance Windows: Not configured
Allow Restart: Mok configured

Prioriky: Medium

Rerun Behavior: Never rerun advertised program

To close this wizard, chek Close.

G

3.2.7. DEPLOYING THE MAIL2SHARE LICENSING

Once the package is deployed, you need to provide the value for the registry key CertificateLocation under :
HKEY_LOCAL_MACHINE\SOFTWARE\Techtra\Mail2Share\5.0

-
ﬁ Registry Editor

o | B |G |

File Edit View Favorites Help

4

= 0 SAM

.. |, SECURITY
4|, SOFTWARE

| {OFSFBC24-EFE2-4|

> - Sonic IE |
- Techtra
. 4. Mail2Share
L ) 50
s WD

I

* || Mame Type
ab| (Default) REG_SZ

Data

(walue not set)
chtechtrattechtra.tve

r a4 |

T

Computer\HKEY_LOCAL_MACHIME\SOFTWARE\Techtra'Mail25hareh5.0

The value will represent the path to the “*.tvc” that is provided to you by Techtra.

@ NOTE

The path can be a local one or a network one, depending on your network topology; if you have a lot of
mobile users, we recommend to copy the *.tvc file on each computer under the Techtra folder in Program

files.
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To fill-up the CertificateLocation registry key with the required value, you can use the m2s_32-64.adm or
.admx file that is an administrative template for both x32 and x64 OS versions.

TIP

<

You can copy the “*.tvc” on every machine by using one of the many ways available to you.
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4. MAIL2SHARE REGISTRY SETTINGS

A Mail2Share user’s client configuration can be modified by setting specific values into the concerned Local-
Machine Registry keys.

By doing that, it is possible to define for instance, what the user will be able to see in the Mail2Share menu that
is displayed in the Standard Outlook toolbar and to modify the Mail2Share standard settings and information.

The base path for Mail2Share settings, based on the type of the system in place, is the following:

32-bits systems: HKLM\SOFTWARE\Techtra\Mail2Share\5.0
64-bits systems: HKLM\Software\Wow6432Node\Techtra\Mail2Share\5.0

The following values are editable by the Mail2Share Administrator:

7 VALUE DETAILS TYPE
InstallDir Mail2Share installation directory location String
Installed Value is set to 1 when Mail2Share is installed DWORD
Version Mail2Share Version number (MSI) DWORD
CertificateLocation License Certificate location of the Volume licensing (.tvc) String
MaximumNameLength Maximal length of e-mails and documents naming : DWORD

Default value : 80

Minimum value : 8

Maximum value : 128
CentralConfigsLocation Central configuration file URL (Entreprise Policies) String
Trace Trace Log Level String
DisableAdminMenu Value is set to 0 by default : DWORD

Display Administration submenu : 0
Hide Administration submenu : 1

CentralConfigsRefresh Central Configuration Synchronization interval in minutes. DWORD
The Default value is set to 1.
DataView Controls the SharePoint Data View option. This registry key DWORD

can also be affected by Profiles or the Mail2Share Option too.

Default value : On
Available values : ForcedOn, ForcedOff, On or Off

SiteView Controls the SharePoint Site View option. This registry key DWORD
can also be affected by Profiles or the Mail2Share Option too.

Default value : On
Available values : ForcedOn, ForcedOff, On or Off

SynchDisableMarkSent Disables the Mark as Sent on synchronization. The default DWORD
value is set to Off.
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5. BATCH TRANSFER TOOL

Techtra has developed a powerful tool designed to import a large number of items and massive folder
hierarchy into a configured Mail2Sare library. This tool can be very useful to transfer and map the metadata of
your inbox items and its sub-folders when you upgrade to the latest version or install Mail2Share for the first
time.

5.1. PREREQUISITES

5.1.1. BACKUP MAIL2SHARE CONFIGURATION FILES

If you already are using a previous version of Mail2Share it is recommended to backup the Mail2Share5.pst
and m2s.db files prior to the execution of the Batch Transfer tool. To do so, please follow the next procedure:
Step 1- Modify the Folders options to display hidden files.
Step 2- Open the Explorer to find the Mail2Share5.pst file located in the “C:\...[User folder]\Local
Settings\[Application Data folder]\Microsoft\Outlook” subfolder.
Step 3- Copy the file in a safe location
Step 4 - Next, locate the C:\...[User folder]\Local Settings\[Application Data folder]\Techtra\Mail2Share
subfolder and backup the m2s.db file into a safe location too.
This way, you will be sure to have a copy of your old Mail2Share configuration and items if you forgot
important data.

5.1.2. INSTALL AND CONFIGURE MAIL2SHARE

To get the Batch Transfer tool, you must install the latest version of Mail2Share. (Please refer to the
Mail2Share Installation guide if you need more information on how to install Mail2Share.)

Once Mail2Share is installed successfully, you need to add Mail2Share libraries and configure their metadata
mappings.

WARNING!

To avoid massive Checked out items it is strongly recommended to completely map every available
column of your SharePoint document libraries in the first place. This means that the metadata options that
MUST be used are the following: Property Mapped, Statuc Value and Hidden. (To learn more about
Mail2Share Metadata Mappings, please refer to the Central Configuration Guide or the User Guide.)

When these prerequisites are fulfilled, you are ready to use the Mail2Share Batch Transfer tool.

1@’ NOTE

Do not forget to completely synchronize all your Mail2Share libraries with the SharePoint site after you
have performed all the necessary changes.

If your Inbox contains subfolders, be sure that you create these folders in your SharePoint document library
as well, if you want to recreate and use the same hierarchy.
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5.2. USING THE BATCH TRANSFER TOOL

To start using the tool, please follow these next steps:

WARNING!

The tool should be executed on an IT computer by a user that has sufficient rights on ALL the Mail2Share
libraries previously configured.

Ensure that the Outlook.exe process is not running, or else you will not be able to run the tool.

Step 1 - Open the Explorer and locate the Batch Transfer Tool:
C:\Program files\Techtra\Mail2Share 5.0\Techtra.Mail2Share.BatchTransfer.exe

Step 2 - Execute the Batch Transfer tool:

-

"4 Techtra Mail2Share: Batch Transfer EII =] IIEI

Welcome to MailzShare Batch Transfer.

Thiz tool iz designed ta import an existing large folder hierarchy
into a Mail2Share SharePoint librany.

Confinue... |I>]\§ [ [ uiit

Step 3 - Click Continue...
Step 4 - Select the proper .PST containing the items you wish to transfer into your Mail2Share library :

4 Select source falder E@

Select the zource folder tree pou want to transfer:

EH-133 - b ail25 hare -

BB~ Jackzondli@ga techtra, local
--L_j Deleted [tems

--L_j Dirafts

S Inbox

- Alert

--L_j Alerte SharePoint
--L_j Autornated batch2
=-Co D
© i~ Test Date réception

R =4 RE: 20031203 - Test
----- =4 RE: 20031203 - Test

L BF- 20N9-1207 - Test
1 | 1]

Cancel H Ne:-:t>%J

-

m

k

Step 5- If you do not see .PST you are looking for, click on the Add PST... button to select a file in
another location.
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WARNING!

If you select a subfolder, only its content will be copied to the destination folder and the directory will
not be created. You must create the folder in Outlook and synchronize your Mail2Share library before
copying the items with the Batch Transfer Tool, otherwise all the items will be copied in the root folder,
directly in the Document library.

Step 6 - Click Next
Step 7 - Select the target library (or subfolder) where to copy the source items:

" Select target SharePoint Library EI@

Select target SharePoint Librany or Folder:

= t hittp: #fqa-zpe-2010/F alconProject/!
= ,-. Falzan Project - Milestones
+- 2008
+ L 2009

—
-
e

1w DATAMAP

I < Back II Cancel II NEH”L\@J

Step 8 - Check the Analyze only option to see what will be changed without copying anything:

iQ= NOTE

It is strongly recommended to run the Analyze Mode first to see the transfer results before performing
the real transfer.

-j Transfer settings E' = @

Source folder: Wlacksondliaiga techira localhlnboxisc
Destination: W Mail2Share -SFalcon Project - Milestoneshhizc
E-mailz content type: IDncument "J
Documents content type: I Dacument "J

b ark. iterms az Completed and Ready for spnchronization.

%ﬂnal}lze only, do not copy anpthing.

l ¢ Back H Cancel H Tranzfer »

Step 9 - Then click the Transfer > button to get the Batch transfer results:
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e

% Batch transfer completed

B atch transfer analyziz completed. Below are details of changes which would be performed.

Drizplaw: | Copied itemsz ol

Folder  Tepe Subject

E -mnail (L& []14] JaeeoddeEAEEAED

E-mail | Test Date réception

B T e e T R e P T B

E-mail | "ou have successfully created an alert for 'Check-in mandatony'

E-mail | RE: 2009-12-03 - Test de copie d'un courel vers deus daclib d...

E-rail | RE: 2003-12-03 - Test de copie d'un couriel wers deus doclib d..
E-mail | RE: 2003-12-03 - Test de copie d'un couriel vers deus doclib d...
E-mail | RE: 2003-12-03 - Test de copie d'un couriel vers deuws doclib d..

Sender
Alan Jackson
Alan Jackson
iCare Admin
Alan Jackson
Alan Jackson
Alan Jackson

A4 Mal2Share

Received on T
1/25/2010 3:06 Pr
141242010 4:07 P
1/11/2010 5:00 Pk
12/43/2009 11:17 Al
124342003 17:09 Ak
124342003 10:50 AM
9/28/2009 4:03 Pk

m

R estart [ﬁ [ Finizh

Step 10 - Change display to see Skipped items and Created subfolders

Step 11 - Click the Restart button to run the real transfer or click Finish to quit the Batch Transfer tool.

Step 12 - To perform the real transfer, change the Source folder and Target destination if needed

Step 13 - Uncheck the Analyse only Option, then click the Transfer > button

Step 14 - Wait while the Batch transfer tool is working, then a Transfer report will be displayed:

% Batch transfer completed

B atch transfer completed succeszfully. Below are detailz of perfarmed changes.

(= & |weSa)

Dizplay: | Copied items - |

Folder  Tppe Subject
. / E-mail | 1@HEZ ()" e M[aéen 38 EAEERED
|/ E-mail | RE: 2003-12-03 - Test de copie d'un cournel vers deuws doclib. ..
|/ E-mail | Test Date réception
« | E-mail | RE: 2003-12-03 - Test de copie d'un cournel vers deus doclib. ..
« |/ E-mail | RE: 2003-12-03 - Test de copie d'un cournel vers deus doclib...
|/ E-mail | RE: 2003-12-03 - Test de copie d'un cournel vers deuws doclib. ..

Sender
Alan Jackson
&lan Jackson
iCare Admin
&lan Jackson
Alan Jackson

Alan Jackson

Received on T
142520010 2:06 Prd
1A12/2000 4:07 Pr
117172010 5:00 Prd
124372003 11:17 Abd
124342003 17:09 Abd
124342003 10:50 Ak

m

-

| Resztart || Finigh N

Step 15 - You can verify the Skipped items and the Created folders by selecting the appropriate display.

Step 16 - Click the Restart button if you have other Source folder to transfer or click Finish to quit.
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5.3. MAIL2SHARE LIBRARIES SYNCHRONISATION

5.3.3. IT COMPUTER

The last step is to start Outlook and launch a global Mail2share Synchronization by selecting the
Synchronize all command to apply your modifications and upload the items in the SharePoint libraries and
make them available to all the users.

5.3.4. USER COMPUTER

In the cas where this was not already done, please install and configure Mail2Share on every client computer.
Once Mail2Share is in place, add and configure Mail2Share libraries for each user. Make sure to synchronize
all the Mail2Share libraries in order to see the recently transferred items.
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