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мΦ tǊƻŘǳŎǘ LƴŦƻǊƳŀǝƻƴ 

 

мΦм !ōƻǳǘ ±ȅŀǇƛƴ aƛŎǊƻǎƻƊ оср 

aŀƴŀƎŜƳŜƴǘ {ǳƛǘŜ 
Vyapin Microsoft 365 Management Suite is an Office 365 Management and Reporting solution 

that addresses the critical functions of auditing, reporting and managing Office 365 objects.  

Vyapin Microsoft 365 Management Suite contains separate modules for Exchange Online 

Reports, SharePoint Online Reports, Audit and Compliance Reports and Microsoft Teams 

Reports.  

Exchange Online Reports module provides powerful reports on Mailbox, Mail Items, Mail Users, 

Public Folders, Contacts, Groups, License and other related information of Exchange Online 

users. It also provides a series of reports called Dashboard Summary which shows all the 

information about activity and usage of Mailboxes, Groups, Public folders etc. Mail Analytics 

Reports provides powerful reports on Mail Volume, Mail Size, Attachment Based reports, 

Conversation and Provisioning Summary. 

SharePoint Online Reports module provides powerful reports on Configuration, Security and 

Inventory of your Site Collections, Lists and Libraries.  

Audit and Compliance Reports module carries a variety of built-in reports and charts about File 

and Folder events, Sharing and Access Request activities, Site Administration, Exchange 

Mailbox Events, User Administration, Group Administration and Role Administration. You can 

also apply custom queries on activity events and generate custom reports unique to your 

organization.  

Microsoft Teams module provides powerful reports on general information and security.  
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мΦн {ȅǎǘŜƳ ǊŜǉǳƛǊŜƳŜƴǘǎ 
[ŸƖШũċƣĲƚƣШŔŰŉŸƖůċƣŔŸŰШŸŰШƚǃƚƣĲůШƖĲƕƨŔƖĲůĲŰƣƚЯШĦũŔĦťШÉǃƚƣĲůШÅĲƕƨŔƖĲůĲŰƣƚШƓċŊĲШ
ŔŰШŸƨƖШƽĲĤƚŔƣĲЮ 

мΦо Iƻǿ ǘƻ ǇǳǊŎƘŀǎŜΚ 
You can purchase Vyapin Microsoft 365 Management Suite online from our website 

http://www.vyapinsoftware.com/ . Please contact our Sales department at sales@vyapin.com 

for sales and price related queries. 

мΦп Iƻǿ ǘƻ ǊŜƎƛǎǘŜǊ ǘƘŜ {ƻƊǿŀǊŜΚ 
Once you purchase the software online or through any one of our resellers, you will 

receive a sale notification through e-mail from our sales department. We will send you 

an e-mail with the necessary instructions to register the software.  

In case you do not receive an e-mail from our sales team after you purchase the 

software, please send the following information to our sales department at 

sales@vyapin.com with the sales order number.  

ΝЮШÉĲũĲĦƣШĤŸƨƣШŉƖŸůШƣŸŸũĤċƖ 

2. The About Microsoft 365 Suite dialog appears as shown below: 

 

https://www.vyapinsoftware.com/system-requirements/microsoft-365-management-suite.pdf
http://www.vyapinsoftware.com/
mailto:sales@vyapin.com
mailto:sales@vyapin.com
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Perform the following steps to Register the software: 

1. Download evaluation/trial copy of software from the respective product page 
available in our website at http://www.vyapinsoftware.com/  

2. Install the software on the desired computer. 

3. You will receive a license key through e-mail as soon as the purchase process is 

complete.  

http://www.vyapinsoftware.com/
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4. Click 'Register License Key' in About Dialog (as shown in Image 1).  

 
Image 1 - Register screen  

5. Copy the license key sent to you through email and paste it in the 'License Key' 
textbox. For help on how to copy the license key, click 'See Example' link in the 

Register Vyapin Microsoft 365 Management Suite dialog (as shown in Image 2).  
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Image 2 - How to copy license key screen  

нΦ /ƻƴŬƎǳǊŀǝƻƴ {ŜǩƴƎǎ 
Vyapin Microsoft 365 Management Suite requires the following settings to be configured to 

generate reports. 

 

Settings Description 

Database Settings 

Vyapin Microsoft 365 Management Suite may be configured to 

use either Application Database or SQL Server database for 

its data storage to generate reports. If you choose SQL server 

settings, it requires a valid SQL Server to connect and create 

a new application database. Vyapin Microsoft 365 

Management Suite will connect to the specified SQL Server 

based on authentication mode and user credentials to 

manage its own application database. 

Tenant Settings 

Vyapin Microsoft 365 Management Suite will use Tenant 

Settings to manage the Tenant to access Exchange Online. 

SharePoint Online Settings 

Vyapin Microsoft 365 Management Suite will use SharePoint 

Online Settings to view reports for the given Site. 
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Other Settings 

Vyapin Microsoft 365 Management Suite will use Other 

Settings to configure SMTP Server, Data Retention, 

Automated E-Mail and Module Listing settings. Data Retention 

Settings helps you to identify the duration until which the 

report data get retained. SMTP Server settings helps to 

specify SMTP name to be used for your outgoing mails, this 

name will appear on the 'From' field of your outgoing mails. 

Automated E-Mail Settings helps to categorize certain sender 

address as automated mail. Module Listing helps you to 

toggle between listing all modules and licensed modules.. 

 

 

нΦм 5ŀǘŀōŀǎŜ {ŜǩƴƎǎ 
Vyapin Microsoft 365 Management Suite may be configured to use with Application Database / 

SQL Server database for its data storage to generate reports. If you choose SQL server 

settings, it requires a valid SQL Server to connect and create a new application database. 

Vyapin Microsoft 365 Management Suite will connect to the specified SQL Server based on 

authentication mode and user credentials to manage its own application database.  

 

 

 
Subsequently, Vyapin Microsoft 365 Management Suite maintains its application settings 

(Tenant settings, Exchange settings, SharePoint settings, OneDrive Settings, Database 

settings, Other settings and history) in a set of XML files created in the application installation 

folder. 
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User Authentication 

 

To connect to SQL Server, Vyapin Microsoft 365 Management Suite uses the relevant user 

accounts based on the authentication mode as listed below:  

Ю Windows Authentication: 
In this method, Vyapin Microsoft 365 Management Suite uses the currently logged on 
user account while running Interactive Reports and uses 'Run As' account while 
running Schedule Reports to authenticate the user in SQL Server.Ш 

B. SQL Authentication: 
In this method, Vyapin Microsoft 365 Management Suite uses the specified SQL user 
account and password for running Interactive Reports and Schedule Reports. Vyapin 
Microsoft 365 Management Suite stores the SQL user name and password as a user 
profile in 'Stored User Names and Passwords' applet for its usage. Note: Vyapin 
Microsoft 365 Management Suite expects the user account to have sufficient 
privileges to create, add to and delete database in the SQL server. 

 

нΦн ¢Ŝƴŀƴǘ {ŜǩƴƎǎ 
Vyapin Microsoft 365 Management Suite will use Tenant Settings to manage its application 

registered in Azure tenant portal.  

You can add Tenant settings by clicking Settings -> Tenant.  

¶ Auto Registration:With this option, the client application will automatically register the 
app in Azure and set the necessary API permissions. This option expects the user 
(input user credential) to be a Global Admin to register the app and set API 
permissions (as stated below) in Azure portal. After registering the application, the 
Global admin must manually grant admin consent for the API permissions in Azure 
portal (this is a separate manual step). Once setup, user can then start using the 
application. It is ideal for single app instance use in a computer locally by a single 
user. 

 

¶ Manual Registration:This option expects the user to provide the required input 
(Tenant ID, Application ID, Client Secret) from Azure app, in the client application to 
generate reports. It is ideal for non-global admin users, who can contact their global 
admin to manually register the app and grant the API permissions as required below in 
the following section. If a global admin has already completed the app registration 
process and set API permissions, then the same registration details may be obtained 
by the user from the Global Admin. Here are the steps for the Global admin (this is a 
one-time process):  
o Register the app in the Azure portal manually. 
o Note down the App ID and Client Secret. 
o Set the required API permissions. 
o Grant Admin Consent for the permissions. 
o Share the App ID and Client Secret details with the end users of the 
application. 

. 
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Note: For more information, refer the document: Microsoft 365 Suite App Registration Guide. 
 
API Permissions to be set:Ш 

ÂfШ ċůĲ ƓƓũŔĦċƣŔŸŰШÂĲƖůŔƚƚŔŸŰƚ ?ĲũĲŊċƣĲĬШÂĲƖůŔƚƚŔŸŰƚ 

Microsoft Graph 

Mail.Read,  

Mail.ReadBasic,  

Mail.ReadBasic.All,  

MailboxSettings.Read,  

User.Read.All,  

AuditLog.Read.All,  

Organization.ReadWrite.All,  

ChannelMessage.Read.All,  

Reports.Read.All,  

Group.Read.All,  

User.ReadWrite.All,  

User.ReadBasic.All,  

Mail.Send,  

Calendars.Read,  

Directory.Read.All,  

Directory.ReadWrite.All  

Sites.Read.All,  

Sites.FullControl.All,  

User.Read,  

User.Read.All  

Office 365 Exchange Online Exchange.ManageAsApp  

Office 365 Management APIs ActivityFeed.Read  

SharePoint  AllSites.FullControl 
 

 

ƨƣŸШÅĲŊŔƚƣƖċƣŔŸŰа 

https://www.vyapinsoftware.com/system-requirements/microsoft-365-suite-app-reg.pdf
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1. Enter the global admin credentials in authentication screen to complete the registration. 

Microsoft Sign-in window will be shown. Enter User name and Password.  
Note: The global admin account is needed to add API permissions to the registered application 

in the portal site.Ш 
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éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΝΞ 

 

 
Click "Sign in", the tenant settings will be added after validation. 

2. Once tenant is added, make a note of the Application Name, as shown below  
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3. In the Azure portal, select Microsoft Entra ID --> App registrations. 

4. Click the registered application as noticed in the step 2 

5. Select 'API permissions' and click 'Grant admin consent for <Tenant Name>'.  

 

 

 
5. Select 'API permissions' and click 'Grant admin consent for <Tenant Name>'.  

 

https://portal.azure.com/
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7. In order to run SharePoint Online reports, go to 'Authentication' section, 'Add a platform' and 

select 'Mobile and desktop applications'.Ш 

 

 

 
8. Select "https://login.microsoftonline.com/common/oauth2/nativeclient" checkbox and click 

'Configure'.  
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9. To assign 'Exchange Administrator' role to the registered app, copy the Application(client)ID 

from the application overview page.Ш 

 

 

 
10. Now navigate to Home -> Manage Microsoft Entra Id and click 'View' 
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11. Click 'Roles and Administrators'. In 'All roles' section, search for 'Exchange Administrator' 

and click on it. 
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12. Click 'Add Assignments' 

 

 

 
13. Click 'No member selected' 
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14. Paste the copied Application(client)ID in the search box, select the app and click 'Select' 

 

 

 
15. Click 'Next' 
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16. Enter justification and click 'Assign' 

 

 

 
 

~ċŰƨċũШÅĲŊŔƚƣƖċƣŔŸŰа 
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This option expects the user to provide the required input (Tenant ID, Application ID, Client 

Secret) from the Azure App in the client application to generate reports.  

 

It is ideal for Non-Global Admin users, who can contact their Global Admin to manually 

register the app, assign required API permissions and grant admin consent for the assigned 

permissions. 

 

For more information, refer the document: Microsoft 365 Suite App Registration Guide.  

https://www.vyapinsoftware.com/system-requirements/microsoft-365-suite-app-reg.pdf
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нΦо {ƘŀǊŜtƻƛƴǘ hƴƭƛƴŜ {ŜǩƴƎǎ 
Vyapin Microsoft 365 Management Suite will use the SharePoint Online Settings to view 

reports for the specified site.  

You can connect to a SharePoint site by clicking Configuration Settings -> SharePoint Online 

Settings in the Vyapin Microsoft 365 Management Suite main application window, as shown 

below: 
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Select or Enter the SharePoint site URL and its credentials to view the reports for the site. 
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If you want to run the OneDrive reports, enter the SharePoint admin center URL in the 

provided field, before generating the reports.  
 

 

нΦп hǘƘŜǊ {ŜǩƴƎǎ 
E-mail Settings:Ш 

Vyapin Microsoft 365 Management Suite provides the option to e-mail the reports generated 

using Reports Module. For e-mailing reports, Vyapin Microsoft 365 Management Suite 

requires SMTP Server, From E-mail Address, To E-mail Addresses (recipients separated by 

semicolon) and the e-mail report format. Vyapin Microsoft 365 Management Suite maintains a 

single SMTP Server and a From E-mail Address for use by all Reports. You can specify a 

separate set of To e-mail addresses (recipients), e-mail report format, subject and body of the 

message for each Reports. 

 

 

 

Data retention Settings:Ш 

Vyapin Microsoft 365 Management Suite will retain the report data for a certain number of 

days for reuse during subsequent runs. You can select the number of days for which you want 

to retain the report data. 

 

Automated E-Mail Settings:Ш 
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Automated E-Mail Settings allows you to categorize certain sender address as automated mail 

in Vyapin Microsoft 365 Management Suite. 

 

Module listing:Ш 

Module Listing allows you to view/hide the license expired modules in Vyapin Microsoft 365 

Management Suite. 

 

оΦ ±ȅŀǇƛƴ aƛŎǊƻǎƻƊ оср aŀƴŀƎŜƳŜƴǘ 

{ǳƛǘŜ CŜŀǘǳǊŜǎ 
 

Microsoft 365 Reports 

оΦм aƛŎǊƻǎƻƊ оср wŜǇƻǊǘǎ 
 

Exchange Online Reports 

 

SharePoint Online Reports 

 

Audit and Compliance Reports 

 

Microsoft Teams Reports 

 

оΦмΦм 9ȄŎƘŀƴƎŜ hƴƭƛƴŜ wŜǇƻǊǘǎ 
 

How to generate Dashboard Summary report? 

 

How to generate mail item report? 

 

How to generate group report? 

 

How to generate license report? 

 

Mail Analytics 

 

How to E-mail data? 

 

How to Export data? 
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How to use filter? 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΞΡ 

 

How to schedule a Exchange report task? 

 

оΦмΦмΦм Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ 5ŀǎƘōƻŀǊŘ {ǳƳƳŀǊȅ 

ǊŜǇƻǊǘΚ 
Perform the following steps to generate a Dashboard Summary Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left pane 

application, select Dashboard Summary.Ш 
 

For demonstration purpose, "Top Distribution Groups by Member Count" report has been 

chosen.Ш 
 
 

On selecting "Top Distribution Groups by Member Count" report, a window is displayed as 

shown below: 

 Ш 

 
  
 

By Selecting the chart view the report as been shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΞΣ 

 

 

Follow the above mentioned steps to run the other Dashboard Summary reports.Ш 

 

оΦмΦмΦн Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ Ƴŀƛƭ ƛǘŜƳ ǊŜǇƻǊǘΚ 
Perform the following steps to generate Mail Item Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Mail Item Report.Ш 
 

For demonstration purpose, "Read Mail Items" report has been chosen.Ш 
 
 

On selecting "Read Mail Items" Report, a pop - up window is displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΞΤ 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΞΥ 

 
  

¶ Select the desired mailbox and Click Next button 

ƚШ 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΞΦ 

 
  

¶ Select the date range and Click Finish... button to display the respective mail item 
details. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΜ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΝ 

 
  
 

Number of columns to be displayed on the Grid can be selected from the dropdown. By default, 

all columns are displayed. 

 Ш 

 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΞ 

After selecting the desired column from the dropdown, press Refresh button to display. 

 Ш 

 

Follow the above mentioned steps to run the other reports of Mail Item Reports.Ш 

 

оΦмΦмΦо Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ƎǊƻǳǇ ǊŜǇƻǊǘΚ 
Perform the following steps to generate a Group Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the 

application, select Groups.Ш 
 

For demonstration purpose "Group General Information and Address Details" report has been 

chosen.Ш 
 
 

On selecting "Group General Information and Address Details" Report, a pop-up window will be 

displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΟ 

 
  

¶ Select the desired group(s) and Click OK... button to display the respective group 
details. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΠ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΡ 

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  
 

Columns to be displayed on the Grid can be selected from the dropdown. By default, all the 

columns will be displayed. 

 Ш 

 

 

After selecting the desired columns from the dropdown, press Refresh button. 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΣ 

 

Follow the above mentioned steps to run the other Group Reports.Ш 

 

оΦмΦмΦп Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ƭƛŎŜƴǎŜ ǊŜǇƻǊǘΚ 
Perform the following steps to generate a License Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Licenses.Ш 
 

For demonstration purpose, "Organization" report has been chosen.Ш 
 
 

On selecting "Organization" report, a window is displayed as shown below: 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΤ 

 

Columns to be displayed on the Grid can be selected from the dropdown. By default, all 

columns are displayed. 

 Ш 

 

 

After selecting the desired column from the dropdown, Click Refresh button. 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΥ 

 

Follow the above mentioned steps to run the other License reportsШ 

 

оΦмΦмΦр aŀƛƭ !ƴŀƭȅǝŎǎ 
 

How to generate Mail Traffic Report? 

 

How to generate Message log traffic statistics Report? 

 

How to generate Group traffic Report? 

 

How to generate Response Time Reports? 

 

How to generate mailbox report? 

 

How to generate Mail Size Report? 

 

How to generate Attachment Based Report? 

 

How to generate Provisioning Summary Reports? 

 

How to generate Resource Mailbox Report? 

 

How to generate public folder report? 

 

How to generate security report? 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΟΦ 

 

How to generate other report? 

 

оΦмΦмΦрΦм Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ aŀƛƭ ¢ǊŀŶŎ wŜǇƻǊǘΚ 
Perform the following steps to generate Mail Traffic Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Mail Traffic Report under Mail Analytics.Ш 
 

For demonstration purpose, "Inbound Mails" report has been chosen.Ш 
 
 

On selecting "Inbound Mails" Report, a pop - up window is displayed as shown below: 

 Ш 

 
  

¶ Select the desired mailbox and Click on Next button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΜ 

 
  

¶ Select the desired date range option and Click on Finish button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΝ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΞ 

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  
 

You can use Summarize by Time option (Hour of day, Day of week, Day, Week) to view report 

as different time interval. 

 Ш 

Click on Chart View to view the report as a chart view. 

 Ш 

 

Follow the above mentioned steps to run the other reports of Mail Traffic Reports.Ш 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΟ 

оΦмΦмΦрΦн Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ aŜǎǎŀƎŜ ƭƻƎ ǘǊŀŶŎ ǎǘŀǝǎǝŎǎ 

wŜǇƻǊǘΚ 
Before you run a report in Message log traffic statistics, you have to configure the data collector 

to collect traffic data from message logs at specified intervals. Initially the data collector will 

collect data for the last 15 days. During every subsequent run, the data collector will collect 

data from last run time to current time. The data collector window will appear as shown below,  
 

 
  
 

Once the data collection is complete, select Message log traffic statistics reports under Mail 

Analytics. For demonstration purpose, "Inbound Mails" report has been chosen.Ш 
 

On selecting "Inbound Mails" Report, a pop - up window is displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΠ 

 
  

¶ Select the desired mailbox / shared mailbox / distribution group and Click on Next 
button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΡ 

 
  

¶ Select the desired date range option and Click on Finish button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΣ 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  
 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΤ 

You can use Summarize by Time option (Hour of day, Day of week, Day, Week) to view report 

as different time interval. 

 

оΦмΦмΦрΦо Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ DǊƻǳǇ ǘǊŀŶŎ wŜǇƻǊǘΚ 
Perform the following steps to generate Group Traffic Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Group Traffic Report under Mail Analytics.Ш 
 

For demonstration purpose, "Inbound Mails" report has been chosen.Ш 
 
 

On selecting "Inbound Mails" Report, a pop - up window is displayed as shown below: 

 Ш 

 
  

¶ Select the desired mailbox and Click on OK button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΥ 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  

You can use Summarize by Time option (Hour of day, Day of week, Day, Week) to view report 

as different time interval. 

 Ш 

Follow the above mentioned steps to run the other reports of Mail Traffic Reports.Ш 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΠΦ 

оΦмΦмΦрΦп Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ wŜǎǇƻƴǎŜ ¢ƛƳŜ wŜǇƻǊǘǎΚ 
The Response Time Reports are very useful to analyse the time taken by each Mailbox / user 

from a Distribution group / user who has permissions to a Shared Mailbox to respond to a mail 

received. It also helps you to view the list of mails which are responded yet and other useful 

information.  
 

Perform the following steps to generate a Response Time Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left pane of 

application, select Response Time Reports.Ш 
 

On the selection of "Response Time Summary Report for Mailbox" from the list of available 

reports, a dialog is displayed as shown below: 

   

 
   



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΜ 

 

On selecting the desired Mailbox / Distribution Group / Shared Mailbox and other required field 

like Response Time limit, the resultant data are displayed in a window as shown below: 

 Ш 

 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΝ 

When you click on the "Detailed View" in the window, detailed information on each column 

shown in the "Summary View" will be displayed. Some of the views can be seen below, 

 Ш 

 

 

 

 

оΦмΦмΦрΦр Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ƳŀƛƭōƻȄ ǊŜǇƻǊǘΚ 
Perform the following steps to generate Mailbox Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Mailbox Report.Ш 
 

For demonstration purpose "Mailbox General Information and Address Details" report has been 

chosen.Ш 
 
 

On selecting "Mailbox General Information and Address Details" Report, a pop - up window is 

displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΞ 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΟ 

 
  

¶ Select the desired mailbox and Click OK... button to display the respective mailbox 
details. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΠ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΡ 

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  
 

Number of columns to be displayed on the Grid can be selected from the dropdown. By default, 

all columns are displayed. 

 Ш 

 

 

After selecting the desired column from the dropdown, press Refresh button to display. 

 Ш 

 

Follow the above mentioned steps to run the other reports of Mailbox Report.Ш 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΣ 

оΦмΦмΦрΦс Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ aŀƛƭ {ƛȊŜ wŜǇƻǊǘΚ 
Perform the following steps to generate Mail Size Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Mail Size Report under Mail Analytics.Ш 
 

For demonstration purpose, "Mail Size by Subject" report has been chosen.Ш 
 
 

On selecting "Mail Size by Subject" Report, a pop - up window is displayed as shown below: 

 Ш 

 
  

¶ Select the desired mailbox and Click on Next button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΤ 

 
  

¶ Select the desired date range option and Click on Finish button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΥ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΡΦ 

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  

Follow the above mentioned steps to run the other reports of Mail Size Reports.Ш 

 

оΦмΦмΦрΦт Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ !ǧŀŎƘƳŜƴǘ .ŀǎŜŘ wŜǇƻǊǘΚ 
Perform the following steps to generate Attachment Based Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Attachment Based Report under Mail Analytics.Ш 
 

For demonstration purpose, "Mail Count by Attachments" report has been chosen.Ш 
 
 

On selecting "Mail Count by Attachments" Report, a pop - up window is displayed as shown 

below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΜ 

 
  

¶ Select the desired mailbox and Click on Next button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΝ 

 
  

¶ Select the desired date range option and Click on Finish button. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΞ 

 
  

During data collection, the window is displayed as shown below. 

 Ш 

 
  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΟ 

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 
  

Follow the above mentioned steps to run the other reports of Attachment Based Reports.Ш 

 

оΦмΦмΦрΦу Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ tǊƻǾƛǎƛƻƴƛƴƎ {ǳƳƳŀǊȅ 

wŜǇƻǊǘǎΚ 
Perform the following steps to generate Provisioning Summary Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Provisioning Summary Report under Mail Analytics.Ш 
 

For demonstration purpose, "Active Users by Created Date" report has been chosen.Ш 
 
 

On selecting "Active Users by Created Date" Report, a pop - up window is displayed as shown 

below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΠ 

 
  

¶ Select the desired date range option and Click on OK button. 

During data collection, the window is displayed as shown below. 

 Ш 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΡ 

 
  

You can use Summarize by Time option (Hour of day, Day of week, Day, Week) to view report 

as different time interval.Ш 

Follow the above mentioned steps to run the other reports of Provisioning Summary Reports.Ш 

 

оΦмΦмΦрΦф Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ wŜǎƻǳǊŎŜ aŀƛƭōƻȄ wŜǇƻǊǘΚ 
Perform the following steps to generate Mail Traffic Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left side of the 

application, select Resource Mailbox reports under Mail Analytics.Ш 
 

For demonstration purpose, "Resource Mailbox Usage" report has been chosen.Ш 
 
 

On selecting "Resource Mailbox Usage" Report, a pop - up window is displayed as shown 

below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΣ 

 
  

Select the desired mailbox and click on "OK". During data collection, the window is displayed 

as shown below. 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΤ 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΥ 

 
  
 

You can use Summarize by Time option (Hour of day, Day of week, Day, Week) to view report 

as different time interval. 

 Ш 

Follow the above mentioned steps to run the other reports of Resource Mailbox Reports.Ш 

 

оΦмΦмΦрΦмл Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ǇǳōƭƛŎ ŦƻƭŘŜǊ ǊŜǇƻǊǘΚ 
Perform the following steps to generate a Public Folder Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the 

application, select Public Folders.Ш 
 

For demonstration purpose "Public Folder General Settings" report has been chosen.Ш 
 
 

On selecting "Public Folder General Settings" report, a pop-up window is displayed as shown 

below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΣΦ 

 
  

¶ Select the desired public folder and Click OK... button to display the respective public 
folder details. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΜ 

 
  

During data collection, the window will be displayed as shown below. 

 Ш 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΝ 

 
  
 

Columns to be displayed on the Grid can be selected from the dropdown. By default, all 

columns are displayed. 

 Ш 

 

 

After selecting the desired column from the dropdown, Click Refresh button. 

 Ш 

 

Follow the above mentioned steps to run the other Public Folder reports.Ш 

 

оΦмΦмΦрΦмм Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ǎŜŎǳǊƛǘȅ ǊŜǇƻǊǘΚ 
Perform the following steps to generate Security Report:  
 

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the 

application, select Security Reports.Ш 
 

For demonstration purpose, "Non-Owner Mailbox Access" report has been chosen.Ш 
 

On selecting "Non-Owner Mailbox Access" Report, a window is displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΞ 

 
  

Once the data collection process is complete, the report data will be displayed in a report 

window as shown below: 

 Ш 

 

 

оΦмΦмΦрΦмн Iƻǿ ǘƻ ƎŜƴŜǊŀǘŜ ƻǘƘŜǊ ǊŜǇƻǊǘΚ 
Perform the following steps to generate a Other Report:  
 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΟ 

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the 

application, select Other Reports.Ш 
 

For demonstration purpose "List of shared Mailbox" report has been chosen.Ш 
 
 

On selecting "Public Folder General Settings" report, a window is displayed as shown below: 

 Ш 

 
  

Follow the above mentioned steps to run the other Public Folder reports.Ш 

 

оΦмΦмΦс Iƻǿ ǘƻ 9πaŀƛƭ ŘŀǘŀΚ 
Vyapin Microsoft 365 Management Suite provides the option to e-mail the generated reports.  
 

Click button in the toolbar to e-mail the report to e-mail recipients. E-mail dialog will 

be displayed as shown below: 

 Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΠ 

  

 

For e-mailing reports, Vyapin Microsoft 365 Management Suite requires SMTP Server, From E-

mail Address, To E-mail Addresses (recipients separated by semicolon) and the report 

attachment format.  

Specify SMTP server name, from Address, To address, mail subject, mail content, attachment 

format and option to compress the attachment.  

Click button to send the report by e-mail to the selected recipients.   

 

оΦмΦмΦт Iƻǿ ǘƻ 9ȄǇƻǊǘ ŘŀǘŀΚ 
  

The Export feature helps the user to export report data generated by Vyapin Microsoft 365 

Management Suite to a file using various formats namely HTML/CSV/XLSX. 

   

Click on   button in the report window or select Export option under File menu to 

export report data to a file in the desired format. 

  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΡ 

 
 Ш 

Specify a file name to export report data to or accept the default file name. Specify the export 

path and select a desired file format. The path refers to the destination location where the 

output file generated should be stored. It can be given using the Browse button.  

 

By default, the report will be exported to a time-stamped sub-folder in the format 'YYYY-MM-

DD HH.MM.SS' under the specified export path. This will be useful to avoid overwriting of 

existing files, if any, in the specified export path.  

In CSV file format, the information is stored as comma separated values. For each report, a 

CSV file will be generated. The name of the CSV file will be the name of the report.  

In HTML and XLSX file formats, the information is stored in html and xlsx files respectively. For 

each report, a file corresponding to the selected file format will be generated. The name of the 

file will be the name of the report.  

 

оΦмΦмΦу Iƻǿ ǘƻ wŜŦǊŜǎƘ ŘŀǘŀΚ 
Refresh the current report data to view the latest information from the Exchange Online \ 

Exchange Server (Migration Planning Module) 

 Ш 

Click button in the toolbar available in the report window to refresh report data. The 

existing data will be cleared and latest data will be loaded in the report window. 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΣ 

оΦмΦмΦф Iƻǿ ǘƻ ǳǎŜ CƛƭǘŜǊΚ 
Vyapin Microsoft 365 Management Suite can filter the report data based on a filter condition. 

The Filter criteria can be specified based on columns in the report to match certain values of 

the data. 

 Ш 

You can apply a report filter condition by following the steps given below: 

 Ш 

ΝЮ   
Click Filter button in the toolbar available in the report window to launch 

Filter window. Filter window will be displayed as shown below:   

 
   

ΞЮ   In the Filter window, select any column from the Field dropdown.   

ΟЮ   Select any operator from the Operator dropdown.Ш 

ΠЮ   Enter any value from the Value dropdown.Ш 

ΡЮ   Click Add to Filter button to add condition to the Filter list.Ш 

ΣЮ   The Add to Filter will change to AND to Filter. The OR to Filter button will be enabled. 
The selected condition will be set as a filter and displayed (as shown below).  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΤ 

 

 
   

ΤЮ   Use 'AND to Filter' and 'OR to Filter' , parenthesis (, ) etc., to build an enhanced filter 
condition as shown in the above figureШ   

ΥЮ   Click OK to apply the given filter settings and generate the filtered report output.Ш 

ΦЮ   Click Cancel to abort the filter action.Ш 

ΝΜЮ   The various operators available in Vyapin Office 365 Management Suite are given 
below:Ш 

Operator Applicable Data 

types 
Description Example 

= String, Numeric, 

Boolean, Date 
Value of Column name matching 

exactly with the specified value 

data 

[Display Name] = 

'Administrator' 

<> String, Numeric, 

Boolean, Date 
Value of Column name not 

matching exactly with the 

specified value data 

[Display Name] <> 

'Administrator' 

> Numeric, Date Value of Column name greater 

than the specified value data 
[Incoming message 

size (KB)] > 1024 

>= Numeric, Date Value of Column name greater 

than or equal to the specified 

value data 

[Outgoing message 

size (KB)] >= 1024 

< Numeric, Date Value of Column name lesser 

than to the specified value data 
[Issue warning at (KB)] 

< 5000 

<= Numeric, Date Value of Column name lesser 

than or equal to the specified 

value data 

[Prohibit send at (KB)] 

<= 3000 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΥ 

starts with String Value of Column name starts 

with the specified value data 
[Member of] starts with 

'Admin' 

ends with String Value of Column name ends 

with the specified value data 
[Member of] ends with 

'Admins' 

does not start 

with 
String Value of Column name does not 

start with the specified value 

data 

[Member of] does not 

start with 'Domain' 

does not end 

with 
String Value of Column name does not 

end with the specified value 

data 

[Member of] does not 

end with 'Admins' 

containsШ String Value of Column name contains 

specified value data 
Member of] contains 

'A' 

does not 

containsШ 
String Value of Column name does not 

contains specified value data 
Member of] does not 

contains 'A' 

Is Null String, Numeric, 

Boolean, Date 
Value of Column name is null [Alias Name] Is Null 

Is Not Null String, Numeric, 

Boolean, Date 
Value of Column name is not 

null 
[Alias Name] Is Not 

Null 
 

The various operations that can be performed in the Filter window are given below: 

  

Operation  Description 

Add to Filter Click Add to Filter button to add a condition to filter list, if the filter list is 

empty. 

AND to Filter Click AND to Filter button to add a condition with logical 'AND' operator 

to filter list. 

OR to Filter Click OR to Filter button to add a condition with logical 'OR' operator to 

filter list. 

Insert '(' Select any condition in the filter list and Click button to insert an 

open parenthesis at the start of the condition. 

Insert ')' Select any condition in the filter list and Click button to insert a close 

parenthesis at the end of the condition. 

Delete '(' Select any condition in the filter list and Click button to delete an 

existing open parenthesis in the selected condition. 

Delete ')' Select any condition in the filter list and Click button to insert an 

existing close parenthesis in the selected condition. 

Delete Condition Select any condition in the filter list and Click button to delete the 

selected condition. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΤΦ 

Delete All Click button to delete all the conditions in the filter list. 
 

 

оΦмΦмΦмл Iƻǿ ǘƻ ǎŎƘŜŘǳƭŜ ŀ 9ȄŎƘŀƴƎŜ ǊŜǇƻǊǘ 

ǘŀǎƪΚ 
 

Report Selection 

 

Exchange object selection 

 

Delivery Options 

 

Task Settings 

 

оΦмΦмΦмлΦм wŜǇƻǊǘ {ŜƭŜŎǝƻƴ 
Select a report from the list of available reports which you like to be scheduled. The report 

selection window appears as shown below.  

 

 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΥΜ 

оΦмΦмΦмлΦн 9ȄŎƘŀƴƎŜ hōƧŜŎǘ {ŜƭŜŎǝƻƴ 
Based on the type of report selected, list of Mailboxes, Groups, Public Folders, Contacts and 

Users will be displayed in this window.  

This selection window will appear as shown below for a Mailbox Report, 

 

 

 
For a Mailbox Usage report, the following window will appear. You can select the start date 

and end date for the scope of data, also the type of report Daily, Weekly, Monthly or a Yearly 

report. 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΥΝ 

 

 

оΦмΦмΦмлΦо 5ŜƭƛǾŀǊȅ hǇǝƻƴǎ 
In this window, select a delivery option, to export / e-mail the generated report on scheduled 

run. This window appears as shown below,Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΥΞ 

 
 Ш 

If you want to e-mail the generated report on scheduled run, specify SMTP server name, from 

Address, To address, mail subject, mail content, attachment format and option to compress the 

attachment.Ш 



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΥΟ 

 

 

оΦмΦмΦмлΦп ¢ŀǎƪ {ŜǩƴƎǎ 

 

To specify the task name and task settings, perform the steps given below  

1

. Task Settings step will appear as shown below:  



éǃċƓŔŰШ~ŔĦƖŸƚŸŉƣШΟΣΡШ~ċŰċŊĲůĲŰƣШÉƨŔƣĲ 

 ΥΠ 

  
 

    

2

. Enter a unique task name in Task Name textbox.  

    

3

. Click Finish to create a Windows Scheduled task and save the corresponding task settings.  

 

оΦмΦн {ƘŀǊŜtƻƛƴǘ hƴƭƛƴŜ wŜǇƻǊǘǎ 
 

How to generate a SharePoint Configuration report?  

 

How to generate a SharePoint Security report?  

 

How to generate a SharePoint Inventory report?  






































































































































































































