1|Page
EMCAP Training
Set-up

EMCAP Pilot User Guide
For Microsoft Outlook 2003

Kentucky Department for Libraries and Archives
Public Records Division
E-mail Collection and Preservation Tool Grant
May 2008

Part 1: Set-up

Contents

Microsoft Outlook 2003 EMCAP Training

KY KDLA 2008_05



2|Page
EMCAP Training
Set-up

Introduction

Thank you for your participation in the pilot project for the e-mail archiving EMCAP (E-mail Collection
and Preservation) tool. This tool can be used within Microsoft Outlook 2003 (as well as Out look 2007)
to collect messages that the user has organized and designated to be archived based on the messages’
content, using his or her agency’s retention schedule to identify what messages should be permanently
retained. EMCAP appears as an additional e-mail account in Outlook that can be treated just like
another folder in which to store messages.

This manual explains how to make administrative changes for the tool as well as how to archive e-mails
using the tool within Outlook. Since this is a pilot project, some aspects may be a bit different than when
EMCAP is implemented as a permanent e-mail archiving tool. These disparities will be identified
throughout this manual.

Information about the grant project through which the e-mail archiving tool was created can be found
here: http://www.ah.dcr.state.nc.us/records/EmailPreservation/default.htm .

Why the EMCAP Archive Folder is Different than Outlook’s Archive
Folder

You might notice in that Archive Folders already exist in your Outlook folder list. (See figure 11 for an
example.) This is because Outlook uses the term “archive” to describe how it efficiently stores e-mail
messages for your Outlook client. When Outlook asks to “auto-archive” your messages, or when you
create your own archive settings, Outlook moves older messages to a different storage unit to more
easily access the messages that are more current.

Keep in mind that your auto-archive settings do NOT affect how you should retain your messages per
your agency’s retention schedule. You should copy permanent records found in your e-mail to the
EMCAP Archive folder regardless of whether they are currently located in your Personal Folders or in
your Archived Folders.
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EMCAP Set-up

The EMCAP server stores all of the e-mail designated as archival. The account information for each
agency’s users is created by that agency’s IT staff. Since the tool works like an e-mail account, each
participating agency will have a domain name assigned to it to use the tool. A typical user account will
look something like this:

Office of the Secretary of State: your.name@ky.gov or

Office of the Governor: your.name@ky.gov

Once a user name and password is created, the user can manage his or her account from this site:
https://dlaearchive/emcap

Creating your password

When your EMCAP account is created, you will receive an e-mail with information including your EMCAP
e-mail address, a link to this and other training material, and a link to follow to create a password (figure
1). You must create a password within 48 hours of receiving the e-mail in order to activate your EMCAP
account.

North Carolina State Archives
E-mail Collection and Preservation Server

Please login.

Enter either your archival account address or your regular account address

Archrval E-mail address || |
Regular E-mail address | ‘

Archival account password™ l:l

Chclk here if vou have forgotten your password.

* The password used to access your archival account 15 required here whether you supply
your archival e-mail address or your regular e-mail address

Figure 1. EMCAP Account Status Log-in Screen

The welcome screen will instruct you to enter a new password and then confirm that password by
typing it again. Select Update Password to complete the change. This password, once created, must
then be entered in Outlook to log in to the EMCAP account. The steps to do so are next.
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Log in to view EMCAP account status

e Tologin, you must provide your archival e-mail address or your regular e-mail address.

e KDLA IT will also have provided you with a temporary account password. You will be required to
change it here before the EMCAP account is activated. Steps to change your password can be
found on the following page.

e This site also provides information about how much e-mail you have moved to your EMCAP
account, the regular e-mail address associated with the account, and the unit in which you work.
You can modify the associated e-mail address and unit name here. (See figure 2.)

Microsoft Outlook 2003 EMCAP Training
KY KDLA 2008_05



North Carolina State Archives
E-mail Collection and Preservation Server

Change Password

Account Status for: Megan Durden

Contact e-mail address: |megan.durden@ncmail nef

[ Save

Government FRecords Branch

Unit Matne:

Save

Last Archival Collection: Newer
Messages Archived: 0
File Space; 0

Date of Earliest Iessage:
Date of Latest MMessage:

Archival Account Address: megan durden@der-sv3em. derdme local

Created: Tuesday, April 08, 2008
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Figure 2. EMCAP Account Status Page

Outlook Set-up

IT will have set up the EMCAP tool in your Outlook client so that it

looks like another e-mail account folder (figure 3). This means that
archiving your e-mail is just like moving messages between folders.

Changing your EMCAP account password

When you change your password, you will need to change it in two
places. First, log in to your account at https://dlaearchive/emcap.
(See figure 1.) On the Account Status page (figure 2), click Change
Password.
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Old Pagsword:

Mew Password:

[ Update Password ]

[ Cancel ]

Figure 4. Update Password Page

The Update Password page (figure 4) will prompt the user to enter his or her old password, new

Set-up

password, and then confirm the new password by typing it again. Select Update Password to make the

change. Log out of the Account Status page and close the browser window. Open Microsoft Outlook
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Figure 5. Change Account Settings

Once in Outlook, select Tools from the ribbon to see the

drop-down menu. From the drop-down menu, select

Email Accounts (figure 5). A window will open that

displays the e-mail accounts associated with Outlook.

Note the EMCAP account listed below in figure 6:

=
Account Settings

E-mail Accounts
You can add or removs an account. You can sslect an account and changs its settings.

Email | Dats Files | RSS Feeds | Sharepoint Lists | Internet Calendars | Published Calendars | address Books

o Mew... 3 Repair,.. |2F Change... ¥ Remove ks

Name Type

s, nemail, nek IMARISMTP (send From this account by deFault)
EMCAP IMARISMTR

Selectad e-mail account delivers new e-mail messages to the Follawing location:

cms.ncmail.net' Inbox
in data file C:\Documents and Settings)...\Outlookems,ncmal net-00000002. st

Close

Figure 6. EMCAP Account in Account Settings

To view the details of the EMCAP account, select Change to open another window (figure 6). You can

see the user name, EMCAP e-mail address, and see that the password is remembered for this account

(figure 7). Enter the new password you just created in the Password field. Leave Remember password

checked. Click Next to advance through the windows, and then Finish.

Microsoft Outlook 2003 EMCAP Training
KY KDLA 2008_05



=

Change E-mail Account

Internet E-mail Settings

Each of these settings are required to get your e-mail account working.

User Information

E-mail Address:
Server Information

Account Type: |:|
Incom\ng mail server:
Outgoing mail server (SMTP:
Logon Information

Remember password

[[]Require logon using Secure Passward Authentication (SPa)

x

Test Account Settings

After filing out the informatian on this screen, we
recommend you test your account by clicking the
button below. (Requires network connection)

Test Account Setkings ..
Figure
More Settings ...

Creating folders for your EMCAP archive
To keep your EMCAP archive messages organized, you should create folders based on the folders in your
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7. Change E-mail Account.

regular e-mail account in order to keep related messages together. There are two ways to create a new

[t~ Inbox in EMICAP - Microsoft Outlook
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Figure 8. Create a new folder.
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folder.

appears (figure 8). OR

1. Right-Click on Inbox in your EMCAP account in Outlook
and select New folder from the pull-down menu that

Select File from the ribbon; from the drop-down

menu select Folder, then New Folder (figure 9).
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Create New Folder

Mame:

|budget| e |

Folder contains:

|Mail and Post Tkems v |

Select where tao place the folder:

€4 Personal Folders
£ Archive Folders
£ cms.ncmail. net
= ) EMCAP
[ Inbox, e
lg@ Junk E-mail

Ok l ’ Cancel

Figure 10. Create a new folder.
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From here, the same window opens (figure 10). Enter the name
of the folder — in this example it is “budget” — and make sure it

will be nested in your EMCAP inbox by selecting where to place
the folder. Click OK.

The folder will now appear nested below your EMCAP Inbox.
(See figure 11.) If the folder is not placed in the EMCAP account
as shown, mail in that folder will not be archived by EMCAP.

[~ Inbox in EMCAP - Microsoft Outlog
: File Edit Wiew Go Tools Actig
E_ﬂﬂew - @ A3 4 & Reply

Mail «

Favorite Folders

Mail Folders
2] Al Mail Items
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= & EMCAP
= [=] Inbox
[ budget sif—
1 digital repository
1 file-naming
L @ Junk E-mail
H LG Search Folders

| 44

1

Figure 11. The newly-created folder.



