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AboutVyapin Offic&65 Management Suite

Vyapin Office 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 Office 365 Management Suite contains satgamodules for Exchange Online Reports,
SharePoint Online Reports, Audit and Compliance Reports, Office 365 Export and Office 365 Manager.

Exchange Online Reportsodule provides powerful reports on Mailbox, Mail Items, Mail Users, Public
Folders, Contas, 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 Repts provides powerful reports on Mail Volume, Mail Size, Attachment Based reports,
Conversation and Provisioning Summary.

SharePoint Online Reportmodule provides powerful reports on Configuration, Security and Inventory
of your Site Collections, ListadiLibraries.

Audit and Compliance Reportaodule carries a variety of builh reports and charts about File and

Folder events, Sharing and Access Request activities, Site Administration, Exchange Mailbox Events, User
Administration, Group Administratioand Role Administration. You can also apply custom queries on

activity events and generate custom reports unique to your organization.

Office 365 Exporallows you to export your Exchange Online mails, contacts, tasks and events to the file
systemasalb Ol dzLJ® LG F NOKA@ZSa YIlIAfa FyR NBfFGSR RFEGIE (2
spending valuable dollars to retain your old mails in your cloud based mail system. Since the tool uses

file system to archive your mails, there is no need to pgyeesive thirdparty storage and archival

systems.

Office 365 ManageModule helps you to assign or remove Office 365 license assignments right from
your desktop. You can alssanagemailbox permissions such as Full Access, Send As and Send on
behalf. Migate all mailbox permissions from garemises to Office 365 armerforma complete Security
Audit of all your Office 365 users.

Office 365 Migration planningnodule provides you a complete checklist / inventory which helps you to
migrate OnPremises AD &we directory objects to Office 365 by providing you a detailed information
on the AD Objects. It also helps you at the time of migration by suggesting whether the AD object is
necessary to migrate, which will help you to conserve time and storage wltatng the AD objects
from Server.



System Requirements

Disk space & Memory:
2 GB RAM and minimum of 75 MB of free disk space
Operating System (Only 6Hit operating system is supported):
Supported Windows client platform:
f  Windows 10
f Windows 8.1
f Windows 8
1 Windows 7
Supported Windows server platform:
f  Windows Server 2016
Windows Server 2012
Windows Server 2012 R2

]

Windows Server 2008

]

Windows Server 2008 R2

=

Database:

The application by default creates its ovpplicdion databasedor data storage. However, you also
have the option to store data in SQL server as given below:

1 Microsoft SQL Server 2016
1 Microsoft SQL Server 2012
1 Microsoft SQL Server 2008

Software:
Office 365 Migration Planning module:
Remote ServeAdministration Tools (RSAT):

Refer the followingVlicrosoft articleto download, install and enable RSAT in the Windowasr&jmg
Systems.



https://support.microsoft.com/en-in/help/2693643/remote-server-administration-tools-rsat-for-windows-operating-systems

Separate download links will be available for each client Operating System. No need to install separate
package for server operating systems. Just enabling the feature from Windows Features is enough.

Other Modules (Office 365 Reports ffize 365 Export, Office 365 Manager):

T Microsoft Online Services SimAssistant

1  Windows Azure Active Directory Module for Windows PowerShell

1 64-bit version of Microsoft Outlook 2016 / 2013 / 2010 / 2007


https://www.microsoft.com/en-us/download/details.aspx?id=41950
https://bposast.vo.msecnd.net/MSOPMW/Current/amd64/AdministrationConfig-EN.msi

How to purchaséhe software?

You can purchase Vyapin Office 365 Management Suite online from our website
http://www.vyapin.com/. Please contact our Saldgpartment atsales@vyapin.corfor sales and price
related queriesFor any technical queries, please contact our technical department at
support@vyapin.com
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How to install the software?

Once you download the software, you can install the application using the installer package. The simple
setup wizard will guide you through the installation process as shown below:

Vyapin Office 365 Management Suitxe- Vyapin Office 365 Managementif application contais
multiple modules You can use this setup file to install Vyapin Office 365 ManagementdBustelient
computer running Windows 8.1/ 8/ 7 (3t or 64-bit platforms).

Once you double click théyapin Office 363Management Suiteexe, the setup wizard will appear as
shown as below:

About Office 365 Suite
Vyapin Office 365 Management Suite

Copyright © 2015-2018 Vyapin Software Systems Private Limited. All Rights Reserved.

Email: support@vyapin.com Web: www.vyapin.com

View License Agreement

Computer Name: s&gsdas
Full Computer Name: #&g-8 T it s
Program Folder: C:'Program Files\Vyapin Office 365 Management Suite
Application Data Folder: |C:\Users'Public\Documentsyapin Office 365 Management Suite
Modules:
Exchange Reports 5.2 | SharePoint Reports v5.1 | Audit and Compliance Reports 2.1 | Office 365 4 | *
License Type: 15-day Evaluation Copy

License Description:| This software is meant solely for evaluation purposes only, This ~
evaluation version allows you to generate report for 5 mailboxes (only for

You are on day: 3of 15
Remaining Days: 12

Reguest license key... Register license key...



ClickNextto proceed. The welcome step screen will appear as shown below:
i Vyapin Office 365 Management Suite - o IEM

Welcome to the Vyapin Office 365 Management @
Suite Setup Wizard

The irectaller will guide wou through the steps required to inctall Vpapin Dffice 365 Management Suite
or pour compuber.

WARMING: This computer program is probected by copynight law and international reaties,
Unauthonzed duphcstion or destribution of thiz program, or any poion of it, may result in sevene cral
or criminal penalties, and vall be prosecuted bo the masimom extent possible wnder the law,

ClickNextto proceed with the License Agreement. Cliéigree to accept the termsfimthe Agreement.
The License Agreement screen is as shown below.

i) Vyapin Office 365 Management Suite

License Agreement @

Please take & moment to read the boense agreement now. If you accept the berms below, chick "1
Agree”, then “Mext", Othenwize click “Cancel”.

IMPORTANT: PLEASE READ CAREFULLY BEFORE USING THE A
SOFTWARE IN ANY WAY.

LICENSE AGREEMENT FOR VYAPIN OFFICE 365 MANAGEMENT
SUITE

This iz a legal agreement between vou (either an

individual or an entity) ("Licensee") and Vyapin
SAafFrtware Qwvretrems Privrats [ imifFaed §MPfvranin®™y Har

()1 Do Not Agree @ Agres

Cancel < Back Mest »



ClickNextto proceed. Vyapin Office 365 Management S&eadMe screen will appear as shown
below.

isd Vyapin Office 365 Management Suite - o IEN

Vyapin Office 365 Management Suite Information @

README file for Vyapin QOffice 365 Management Suite A

Thi= RERDME.TXT file covers the following topics:
I. What is Vyapin Office 365 Management Suite?
II. System requirementcs

III. Installation

IV. How to activate the software?

V. How to contact Vyapin?

Cancel | | <Back




ClickNextto proceed.The Installation Folderwill appear as shown below.ou maymanuallyenter or
Browsethe location to install Vyapin Office 365 Management Suite in this installation wizard step.

# Vyapin Office 365 Management Suite - - IEl

Select Installation Folder @

Thee installer will install'yipapen Office 355 Management Sulte to the following folder.
Toinstall in this folder, click “Mesd”, To install to & diferent folder, enter it below or click “Browse",

Folder:
|C:'\Prc-gram Files\Wyapan Office 355 Management Sute’, Browse...
Disk Cast...

..........................

ClickNextand proceed with the subsequent steps shown below:

5y Vyapin Office 365 Management Suite - o IEM

Confirm Installation @

The mistaller is ready to nstall Vyapin Office 355 Management Suite on your computes,
Clhick "Meut™ to stat the installstion

Cancel ¢ Back Mext >



Installationprogresswindow
) Vyapin Office 365 Management Suite

Installing Vyapin Office 365 Management
Suite

Vyapa Dfice 365 Management Suile iz being mstaled.

Please wait...

10



Installationprogress window
# Vyapin Office 365 Management Suite

Installing Vyapin Office 365 Management
Suite

YWyapin Office 365 Management Suite i being installed.

Flease wait...

< Back

11

Mest »



Installation completiorwindow

# Vyapin Office 365 Management Suite = =

12

Installation Complete @

Wyapin Office 365 Management Suite has been successiully installed,
Click "Cloze™ to st

[¥] Bun Vypapin Office 365 Management Suite.

Please use Windows Update to check for any crtical updates to the MET Framewaork.

Cancel < Back




How to registethe software?

Once you purchase the software online or through any one of our resellers, you will receive a sale
notification through email from our sales department. We will send you amail with the necessary
instructionsto register the software.

In case you do not receive armaail from our sales team after you purchase the software, please send
the following information to our sales department stiles@vyapin.comwith the sales eder number.

1. SelectAbout from toolbar

13
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2. The About Office 365 Suite dialog appears as shown below

About Office 365 Suite
Vyapin Office 365 Management Suite

Copyright © 2015-2018 Vyapin Software Systems Private Limited. All Rights Reserved.

Email: support@vyapin.com Web: www.vyapin.com

View License Agreement

Computer Name: sggHs
Full Computer Name: s T s e
Program Folder: C:\Program Files\Wyapin Office 365 Management Suite

Application Data Folder: |C:\Users'Public\Documentstyapin Office 365 Management Suite
Modules:
Exchange Reports v5.2 | sharePoint Reports v5.1 | Audit and Compliance Reports v2,1 | Office 365/ 4 | *
License Type: 15-day Evaluation Copy

License Description:| This software is meant solely for evaluation purposes only, This e
evaluation version allows you to generate report for 5 mailboxes (only for

You are on day: Jof 15
Remaining Days: 12

Reguest license key... Register license key...

Perform the following steps toegisterthe software:

1. Download evaluation/trial copy dhe software from therespective product page available on
our website at http://www.vyapin.com/

2. Install the software on the desired computer.

You will receive a license kdhyoughe-mail as soon as the purchase process is complete.

4. Click 'Register License Key' in About Dialog (as shown in Image 1). Copy the license key sent to
you through email and paste it in tHdcenseKeytextbox.

w



License Type: Exchange Reporis - Evaluation Copy, SharePoint Reports - Evaluation
Copy, Office 365 Export - Evaluation Copy, Office 365 Manager - Evaluation Copy
Toregisterthe software, copy and pastethelicense key in the textbox below:

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 Office 365
Management Suite dialog (as shown in Image 2).

How to copy license key H
- BEGIN LICENSE KEY (COPY BELDW THIS LINE) ---{Select and then Copy the
‘,,r“' selected text

Elqilj LTI Llu[u[ul 1711 |

mTq+BGTage
Zhk Y2t P+ P6

6. ClickRequest License Keyhutton in the about dialog if you want to make a request for a
license key. The Request license Key dialog will appear as shown below:
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Enter the details below to request a license key to register the product. The
license key will be delivered to the e-mail address stated in this form.

* Contact Name: |

= Company: |

* Email: |

" Bfore | | |

(Country Code, Area Code, Phone No.)

* Order 1D: |

* Full Computer Name:l rd?1 . wovager local

License Type: | | (Optional)

e.0.. Single License, Site License

Submit

>

Contact NameEnduser of the product.

>

Company:Enduser Company Name.

>

Email:Email address where the license ke @ be sent.
A Phone:Phone number with country code and area code.
A Order ID:Order/Transaction ID reference.

A License Typelicense that was purchased.

Please allow 12 to 24 hours from the time of purchase for our sales department to process your
orders.



Examining the Main Window

Audit and Compliance Reports
module for Office 365

Reporting module for
SharePoinbnline reports

Export module for
Office 365

Reporting module for
exchange onlineeports

Manager module
for Office 365

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

Migration Planning
Module for Office 365
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Exchange Online Reports

The Navigation Pane

List of available Dashboard Reports

List of availabléailboxReports

List of availablé/ail item Reports

List of availablé&roup Reports

List of available Distribution Group Activity reports

List of availabl®ublic folderReports

List of availabléail contactReports

List of availablélail userReports

List of availabléicenseReports

List of available Security Reports

Mail Analytics
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List of available Dashboard Reports for Exchange online

Report Display Name

Report Description

Field Name

Top Users by Mailbox Size

List of top users based on the
size of their mailbox.

User Name, Last Login, Last
Logoff Deleted Item Count,
Item Count, Mailbox Type, Totg
Deleted Item Size(MB), Total
Item Size(MB)

Top Users by Mail Count

List of top users based on mail
count.

User Name, Last Login, Last
LogOff, Deleted Item Count,
Item Count, Mailbox Type, Totg
Deleted Item Size(MB), Total
Item Size(MB)

Top Senders by Mail Count

List of top userbased on
outgoing mail.

Organization, Domain, User
Name, Received Date, Event
Status, Mail Count

Top Receivers by Mail Count

List of top users based on
incoming mail.

Organization, Domain, User
Name, Received Date, Event
Status, Mail Count

Top Senders bgttachment Size

List of top users based on sent
mail attachment size.

Users, Attachment Size

Top Receivers by Attachment
Size

List of Top Users based on
Received Mail Attachment Sizs

Users, Attachment Size

Top Public Folder by Size

List of Top Publicsérs by their
Size.

User Name, Created Date,
Modified Date, Identity, Delete
Item Count, Item Count, Total
Deleted Item Size(MB), Total
Iltem Size(MB)

Inbound Mail Traffic by Event
Type

Incoming Mail Traffic based on
Event Type.

Organization, Domain, Rdeed
Date, Event Type, Mail Count

Outbound Mail Traffic by Event
Type

Outgoing Mail Traffic based on
Event Type.

Organization, Domain, Receive
Date, Event Type, Mail Count

List of Users with Admin Roles

List of Users with Administrativ
Role.

User NameRole Name, Mail
Address, Role Member Type,
IsLicensed

List of Groups

List of Available Groups

User, Identity, Display Name,
Recipient Type, Recipient Type
Details, Notes, Created Date,
Modified Date

19



List of Distribution and Security
Groups

List of Avadble Distribution and
Security Groups.

User, Identity, Display Name,
Recipient Type, Recipient Type
Details, Group Type, Created
Date, Modified Date

List of Mobile Devices

List of Connected Mobile
Devices.

User, Mobile Number, IMEI
Number, Device OS, Mdbi
Operator, OS Language, Mobil
Number, Device Type, First
Time Sync, Device Access Sta
Disabled, Identity

Device Access State Reason,
client Version, Client Type,
Created Date, Modified Date

List of Users

List of Available Users

User Name, Firdtlame, Last
Name, Mobile, Company,
Department, Designation,
Reporting Manager, Office, Cit
Country, Account Disabled,
Created Date, Modified Date

List of Mailboxes

List of Available Mailboxes

User Name, Alias, Location, M
Address, Account Disabled,
Created Date, Modified Date

List of Shared Mailboxes

List of Mailboxes that are
shared.

User Name, Alias, Location, M
Address, Account Disabled,
Created Date, Modified Date

Active andnactiveMailboxes

List of all Active anthactive
Mailboxes.

UserName, Last Login, Last
LogOff, Deleted Item Count,
Item Count, Mailbox Type, Totd
Deleted Item Size(MB), Total
Iltem Size(MB)

Recently added Groups

List of Groups which were
added recently.

Group Name, Identity, Display
Name, Recipient Type, Recipig
Type Details, Notes, Created
Date, Modified Date

Recently added Users

List of Users who were added
recently.

User Name, First Name, Last
Name, Mobile, Company,
Department, Designation,
Reporting Manager, Office, Cit
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Country, Account Disabled,
Created D&, Modified Date

Recently Deleted Users

List of Users who were Deleted
recently.

User, Deletion Datetime, First
Name, Last Name, Mobile, Titl¢
Department, Office, City,
Location, Address

Recent Password Changes

List of Users who changed thei
passwordecently.

User, Password Change
Datetime, First Name, Last
Name, Mobile , Title,
Department, Office, Address,
City, Country

Users with Forward Set

List of users who have enabled
the mail forwarding option.

User Name, Forwarding
Address, Display Name, Identit
Alias, Location, Mail address,
Account Disabled, Creatédhte,
Modified Date.

Users with Archived Mailbox

List of users with archived
Mailboxes.

User Name, Display Name,
Identity, Alias, Location, Mail
Address, Account Disabled,
Created Date, Mailbox When
Created, Modified Date,
IsShared.

Groups managebty NorAdmin
users

List of Groups managed by No
Admin users.

Identity, Display Name, Alias,
Mail Address, Recipient Type,
Group type, Managed By,

Created Date, Modified Date.

Groups accepting External Mai

List of Groups accepting mails
from external Emails.

Group Name, Accepts Malil
from, ldentity, Display Name,
Recipient Type, Recipient Typs
Details, Group Type, Created
Date, Modified Date.

Top Distribution Groups by
member count

Shows the list of top
distribution groups based on
their member count

Group Name, Member Count,
Identity, Display Name,
Recipient Type, Recipient Type
Details, Group Type, Created
Date, Modified Date.
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List ofAvailable Mailbox Reports for Exchange Online

Report Display Name

Report Description

Field Name

Mailbox- General
Information & Address
Details

List of mailboxestheir
generalinformation
and address settings

Display Name, Alias Name, Fully qualified domai
name of object

First name, Initials, Last name, Description, Offic
Telephone number, Phoridumbers (Others),-E
mail, Web page, Web Page Address (Others)

Street, PO Box, City, State/province, Zip/Postal
Code, Country/region

Mailbox Created and
Modified Dates

List of mailboxestheir
created and modified
dates

Display Name, Alias Name llIFwualified domain
name of object

First name, Last name

Created, Modified

Mailbox Email
Addresses Report

List of mailboxes and
their email addresses

Display Name, Alias Name, Fully qualified domai
name of object

First name, Last name

Email Address Type, Email Address

Mailboxes- Exchange
Settings Report

Mailboxes- Exchange
Settings Report

Display Name, Alias Name, Fully qualified domai
name of object

First name, Last name

Issue warning at (KB), Prohibit send at (KB), Pro
send and receive at (KB), Warning message inte

Simple display name, Hide from Exchange addre
lists, ILS Server, ILS Account

Managed folder mailbox policy, Retention start
date, Retention end date, Incoming message Ssiz¢
(KB), Outgoing messagize (KB), Accept messagg
from, Reject messages from, Require that all
senders are authenticated, Home Server, Mailbo
Store, Storage Limits Settings, Issue warning at
Prohibit send at (KB), Prohibit send and receive ¢
(KB), Deleted Item Retentidettings, Keep delete
item for (days), Do not permanently delete items,
Give Send on behalf of permission to, Forwardin
address to, Deliver messages to both forwarding
address and mailbox, Recipient Limits

Mailbox- Message Siz€
Restrictions Report

Listof mailboxes and
their Message Size
Restrictions settings

Display Name, Alias Name, Fully qualified domai
name of object

First name, Last name
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Incoming message size (KB), Outgoing message
(KB)

Mailbox Message
Delivery Restrictions
Report

List of mailboxes and
their Message Delivery

Display Name, Alias Name, Fully qualified domai
name of object

Restrictions settings

First name, Last name

Accept messages from, Reject messages from

Mailbox Messaging
Records Management
Report

List ofmailboxes and
their Messaging

Display Name, Alias Name, Fully qualified domai
name of object

Records Management

First name, Last name

settings

Managed folder mailbox policy, Retention start
date, Retention end date

Mailbox- Storage
Quotas Report

List of mailloxes and
their Storage @Qota

Display Name, Alias Name, Fully qualified domai
name of object

settings

First name, Last name

Home Server, Mailbox Store, Storage Limits
Settings, Issue warning at (KB), Prohibit send at
(KB), Prohibit sendnd receive at (KB), Deleted
Item Retention Settings, Keep deleted item for
(days), Do not permanently delete items

Mailbox- Delivery
Options Report

List of mailboxes and
their Delivery @tions

Display Name, Alias Name, Fully qualified domai
name of object

settings

First name, Last name

Give Send on behalf of permission to, Forwardin
address to, Deliver messages to both forwarding
address and mailbox, Recipient Limits

Mailbox Permissions
Report

List of mailboxes and
the permissions

Display Name, Alias Name, Fully qualified domai
name of object

defined foreach

First name, Last name

mailbox

Owner, Name, Type, Permissions

Mailboxes hidden from
Address Book

List of all mailboxes
that are hidden from

Display Name, Aliddame, Fully qualified domain
name of object

the address book

First name, Last name

Simple display hame

Mailboxes with
duplicate display

List of mailboxes that
have duplicate display

Display Name, Alias Name, Fully qualified domai
name of object

names names First name, Last name
Mailboxes with no List of mailboxes that | Display Name, Alias Name, Fully qualified domai
Quota Limits have no quota limits | name of object

defined for them

First name, Last name

Home Server, Mailbox Store, Storage Limits
Settings, Issue warning at (KB), Prohibit send at
(KB), Prohibit send and receive at (KB), Deleted
Item Retention Settings, Keep deleted item for
(days), Do not permanently delete items

Mailboxes- Size Report

Mailboxes and their
respective sizes

DisplayName, Alias Name, Fully qualified domair|
name of object

First name, Last name
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Home Server, Mailbox Store, Storage Limits
Settings, Issue warning at (KB), Prohibit send at
(KB), Prohibit send and receive at (KB)

Mailbox, Windows NT Account, Total K, Tdtal of
Items, Last Logon Time, Last Logoff Time, Deletq
Items K, Full Mailbox Directory Name, Tddal of
Associated Messages

Mailbox Default Folder
Security Report

Security defined on the
Inbox, Sent Itemand

Display Name, Alias Name, Fully qualified domai
name of object

Deleted Items folders

First name, Last name

in each mailbox

Folder Name, Account Name, Permission Level

Disabled mailboxes

List of mailboxes
whose user accounts
are removed fromAD,
but having exchange
content in the
exchange store.

Object PathObject NameObject Name Mailbgx
Windows NT Accountotal K TotalNo. of Iltems
Last Logon Timéast Logoff Timéeleted Items K
Full Mailbox Directory Namé otalNo. of
Associated Messages

Mailbox Folders
Properties

List of mailbox folders
with their size No. Of
items, No. Ofunread
items, Created B and
Modified By
information.

Object PathObject NameDisplay NamgAlias
Name Fully qualified domain name of objeéirst
name Last nameFolder NameFolder PathSize
Folder DescriptiorCreated DateModified Date
Email Addres€ontainerdass Folder Type Has
subfolders No. Of subfolders No. Of items, No. of
unread itemsAssociated content count Has rujes
Created ByLast Modified By

Mailbox Attachments
Summary

List of mailbox folders
and the attachments
available as part of the
mailbox items wth

their file name,
extension,Created
Date andModified
Date.

Object PathObject NameDisplay NamgAlias
Name Fullyqualified domain name oflgect, First
Name, LastName, Attachment Display Name
Attachment File NameAttachment Long File
Name Attachment PathName Attachment Long
Path Name Attachment Encodingttachment
ExtensionAttachment Method Attachment
Transport NamgAttachment Created Date
Attachment Last Modified Date

Mailboxes exceeding
quota limits

List of mailboxes which
exceed the quota limitsg
defined for them.

Object PathObject NameDisplay NamgAlias
Name Fullyqualified domain name oflgect, First
name Last nameHome Server Mailbox Stare
Storage Limits Settinglsssue warning at (KB)
Prohibit send at (KBProhibitsend andreceive at
(KB) Mailbox Windows NT Accountotal K Total
No. of Items Last Logon Timé&ast Logoff Time
Deleted Items KFull Mailbox Directory Namé&otal
No. of Associated Messages
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List ofAvailable Mail Item Reports for Exchange Online

Report Display Name

Report Description

Field Name

Read Mail Item Report

List of Readnail items.

First namelLast name

Email Addresd;older NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem
Created Dateltem Received Datédtem Sent Date,
Item Last Modified Namdtem Last Modified Time

Unread Mail Item
Report

List of Unreadnail

First namelLast name

items.

Email Addresd;older NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

Created Dateltem Received Datdtem Sent Date,
Item Last Modified Namédtem Last Modified Time

Deleted Mail Item
Report

List of Deletednail

First namelast name

items.

Email Addresg;older NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

Created Dateltem Received Datdtem Sent Date,
Iltem Last Modified Namédtem Last Modified Time

High Importance Mail
ltem Report

List of High Importance

First namel.ast name

mail tems.

Email Addresg;older NameFolder PathFrom,To,
SubjectBody,ltem Size Has Attachmentdtem
Created Dateltem Received Datdtem Sent Date,
Iltem Last Modified Namédtem Last Modified Time

Low Importance Mail
ltem Report

List of Low Importance

FirstName,LastName

mail tems.

Email Address-older NameFolderPath,From,To,
SubjectBody,ltem SizeHas Attachmentdtem

Created Dateltem Received Datdtem Sent Date,
Item Last Modified Namédtem Last Modified Time

Junk Malil Item Report

List of JuniMail tems.

FirstName,LastName

Email Address-older NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

Created Dateltem Received Datdtem Sent Date,
Item Last Modified Namédtem Last Modified Time

Mail ltem Summary

List of Mail Items count

FirstName, LasiName

summary.

Email Address, Totdlo. of folders, TotaNo. of
items, TotalNo. Ofread mails, TotaNo.of unread
mails, TotaNo.of appointments, TotaNo. of tasks,
TotalNo.of contacts Folder name, Folder path,oN
of subfolders, M. of ltems, Nb. of read mails, H.

of unread mails

Mails from External
Accounts

List of mails from
External Accounts

Object name, Display namentail, First name, Lag
Name, From, To, Subject, Item Size (KB), Has
Attachments, Item Created date, Item Received
date, Item send date, Item last modified name,
Item last modified time
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Mails to External
Accounts

List of mails sent to
External Accounts

Object name, Display namentail, First name, Lag
Name, From, To, Sjdzt, Item Size (KB), Has
Attachments, Item Created date, Item Received
date, Item send date, Item last modified name,
Item last modified time

Send as and Send on
behalf mails

Shows the list of mails
sent using Send As an
Send on behalf
permissions witractual
sender name

Object Name, Display Nameptail, First Name,
Last Name, Folder Name, Folder Path, Count, Fr
To,Subject, Item Size (KB)as Attachments, Item
Created date, Item Received date, Item send dat
ltem last modified name, Item last mdigid time

Mail Volumeg Sent
and Received

Shows the mail count
of sent and received
mails in a hourly basis

[Display Name], Hail Address], [Folder Path],
[Folder Name], [Date], [00:00 to 00:59], [01:00 to
01:59], [02:00 to 02:59], [03:00 to 03:5904:00 to
04:59], [05:00 to 05:59], [06:00 to 06:59], [07:00 {
07:59], [08:00 to 08:59], [09:00 to 09:59], [10:00 {
10:59], [11:00 to 11:59], [12:00 to 12:59], [13:00 {
13:59], [14:00 to 14:59], [15:00 to 15:59], [16:00 {
16:59], [17:00 to 17:59], [180 to 18:59], [19:00 to
19:59], [20:00 to 20:59], [21:00 to 21:59], [PR:to
22:59], [23:00 to 23:59]
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List ofAvailable Group Reports for Exchange Online

Report Display Name

Report Description

Field Name

Groups- General
Informationand
Address Details

List of goups and their
general and address

Display Name, Alias Name, Fully qualified domai
name of object

settings

Group name, Description;fail, Group Scope,
Group Type, Notes

Managed By

Groups Created and
Modified Dates

List of goups and their
created and modified

Display Name, Alias Name, Fully qualified domai
name of object

dates

Created, Modified

Email

Groups Email
Addresses Report

List of goups and tleir
e-mail aldresses

Display Name, Alias Name, Fujlyalified domain
name of object

Email Address Type, Email Address

Groups- Exchange
Settings Report

List of groups and their
exchange settings

Display Name, Alias Name, Fully qualified domai
name of object

Message size (KB)

Simple display nhamé&xpansion Server, Hide from
Exchange address lists, Send-otibffice messageg
to originator, Delivery Options

Groups Message Size
Restrictions Report

List of goups and their
Message Size

Display Name, Alias Name, Fully qualifiedhain
name of object

Restrictions settings

Message size (KB)

Groups Message
Delivery Restrictions
Report

List of goups and their
Message Delivery

Display Name, Alias Name, Fully qualified domai
name of object

Restrictions settings

Accept messages from, Rejesessages from,
Require that all senders are authenticated

Groups hidden from
Address Book

List of goups that are
hidden from the

Display Name, Alias Name, Fully qualified domai
name of object

address book

Simple display hame

Groups- Members
Report

List of goups and their
corresponding
members.

Object Name, Display Name, Nd members,
MemberName, FirsName, LasiName, Alias Name
E-mail, Company

Groups- Restrictions

List of goups and their

restrictions.

Object Name, Display Name, Aliagridg Email,
Member join restriction, Member depart restrictio
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List ofAvailableDistribution Group ActivitiReports for Exchange Online

Report Display Name

Report Description

Field Name

Inbound Mails

Shows the incoming
mail activity of the
selected Distribution
Group for the given
date range

Group Name, Display Name, Mail Address, Subijg
From, To, Received Date, Sent Date, Folder Nan
Folder Path, Size(KB), HasAttachments, Last
Modified Date, Last Modified By

Outbound Mails

Shows the owoing
mail activity of the
selected Distribution
Group for the given
date range

Group Name, Subject, From, To, Received Date,
Sent Date, Folder Name, Folder Path, Size(KB),
HasAttachments, Last Modified Date, Last Modifi
By

Top 10 User Mail
Activity

List of top user of the
selected distribution
group members based
on the user's mail
activity for the given
date range

Group Name, Subject, From, To, Received Date,
Sent Date, Folder Name, Folder Path, Size(KB),
HasAttachments, Last Modified Date, Last lMied
By
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List ofAvailable Public Folder Reports for Exchange Online

Report Display Name

Report Description

Field Name

Public Folder General
Settings Report

List of public folders
and their general

Display Name, Alias Name, Fuajlyalified domain
name of object

settings

Folder Name, Path, Address List Name, Public
Folder Description, Maintain pearser read and
unread information for this folder

Public FoldeCreated
and Modified Dates

List of public folders
and their created and

Display Name, Alias Name, Fully qualified domai
name of object

modified dates

Email

Created, Modified

Public FoldeE-mail
Addresses Report

List of public folders
and their emalil

Display Name, Alias Name, Fully qualified domai
name ofobject

addresses

Email Address Type, Email Address

Public FoldersLimits
Report

List of public folders
and their limits

Display Name, Alias Name, Fully qualified domai
name of object

settings

Issue warning at (KB), Prohibit post at (KB),
Maximum item sizat (KB), Keep deleted item for
(days), Age limit for replicas (days)

Public Folders
Exchange Settings
Report

List of public folders
and their Exchange

Display Name, Alias Name, Fully qualified domai
name of object

General settings

Home Server, M#box Store, Enail, Public Folder
Tree

Simple display name, Hide from Exchange addrg
lists

Public Folder Message
Size Restrictions Repo

List of public folders
and theirMessage Size

Display Name, Alias Name, Fully qualifiedhain
name of object

Restrictionssettings

Incoming message size (KB), Outgoing message
(KB)

Public FoldeMessage
Delivery Restrictions
Report

List of public folders
and theirMessage

Display Name, Alias Name, Fully qualified domai
name of object

Delivery Restrictions
settings

Accept messages from, Reject messages from,
Require that all senders are authenticated

Public Foldersfidden
from Address Book

List of public folders
that are hidden from

Display Name, Alias Name, Fully qualified domai
name of object

address book

Simple display name

Public FoldeClient
Permissions Report

List of public folders
and their

Display Name, Alias Name, Fully qualified domai
name of object

corresponding client
permissions

Home Server, Mailbox Storeniail, Publid-older
Tree

Path, Address List Name, Public Folder Descripti

Folder Path, Client Permissions

Public FolderSize
Report

Public folders and their
respective size

Display Name, Alias Name, Fully qualified domai
name of object

Path, Addreskist Name, Public Folder Descriptio
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Home Server, Mailbox Storeniail, Public Folder
Tree

Total K, TotaNo. of temsCreatedLast Access
Time, Noof Owners, Noof Contacts, Folder,
Folder Path, Full Public Folder Directory Name,
TotalNo. of Associated Messages, Deleted Items

EmptyPublic Folders

List of public folders
whose size is zero or
hawe no folders / items
in it.

Object PathObject NameDisplay NamgAlias
Name Fully qualified domain name of object Path
Address List Nam@ublic Folder Descriptioilome
Server MailboxStore Email Public Foldefree
Total K TotalNo. ofltems CreatedLast Access
Time No. of Owners No. of Contacts FoldeFolder
Path Full Public Folder Directory NamnieotalNo.
of Associated MessaggBeleted Items K
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List ofAvailable Mail Contact Reports for Exchange Online

Report Display Name

Report Description

Field Name

Mail Contact General
Information and
Address Details

List of mail contacts
and their generahnd

Display Name, Alias Name, Fully qualified domai
name of object

address settings

First name, Initials, Last name, Description, Offic
Telephone number, Phone Numbers (Others), E
mail, Web page, Web Page Address (Others)

Street, PO Box, Citgtate/province, Zip/Postal
Code, Country/region

Mail Contact Created
and Modified Dates

List of mail contacts
and their created and

Display Name, Alias Name, Fully qualified domai
name of object

modified dates

First name, Last name

Created Modified

Mail Contact Enail
Addresses Report

List of mail contacts
and their email

Display Name, Alias Name, Fully qualified domai
name of object

addresses

First name, Last name

Email Address Type, Email Address

Mail Contact
Exchange Settings
Report

List of mail contacts
and their Exchange

Display Name, Alias Name, Fully qualified domai
name of object

settings

First name, Last name

Incoming message size (KB), Accept messages
Reject messages from, Require that all senders 3
authenticated

Mail Contact Message
Size Restrictions Repo

List of mail contacts
and their Message Siz¢

Display Name, Alias Name, Fully qualified domai
name of object

Restrictions settings

First name, Last name

Incoming message size (KB)

Mail Contact Message
Delivery Restrictions
Report

List of mail contacts
and their Message

Display Name, Alias Name, Fully qualified domai
name of object

Delivery Restrictions

First name, Last name

settings

Accept messages from, Reject messages from,
Reaquire that all senders are authenticated

Mail Contact hidden
from Address Book

List of mail contacts
that are hidden from

Display Name, Alias Name, Fully qualified domai
name of object

address book

First name, Last name

Simple display name
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List ofAvailable Mail User Reports for Exchange Online

Report Display Name

Report Description

Field Name

Mail User- General
Information and
Address Details

List of mail users and
their general and

Display Name, Alias Name, Fujlyalified domain
name of object

address settings

First name, Initials, Last name, Description, Offic
Telephone number, Phone Numbers (Others), E
mail, Web page, Web Page Address (Others)

Street, PO Box, City, State/province, Zip/Postal
Code, Country/region

Mail User Created and
Modified Dates

List of mail users and
their created and

Display Name, Alias Name, Fully qualified domai
name of object

modified dates

First name, Last name

Created, Modified

Mail User Email
Addresses Report

List of mail users and
their email addresses

Display Name, Alias Name, Fully qualified domai
name of object

First name, Last name

Email Address Type, Email Address

Mail User- Exchange
Settings Report

List of mail users and
their Exchange

Display Name, Aliddame, Fully qualified domain
name of object

settings

First name, Last name

Incoming message size (KB), Accept messages
Reject messages from, Require that all senders 3
authenticated

Mail User Message Siz
Restrictions Report

List of mail users and
their Message Size

Display Name, Alias Name, Fully qualified domai
name of object

Restrictions settings

First name, Last name

Incoming message size (KB)

Mail User Message
Delivery Restrictions
Report

List of mail users and
their Message Delivery

Display Name, Alias Name, Fully qualified domai
name of object

Restrictionssettings

First name, Last name

Accept messages from, Reject messages from,
Require that all senders are authenticated

Mail Users hidden from
Address Book

List of mail users that
are hidden fronthe

Display Name, Alias Name, Fully qualified domai
name of object

address book

First name, Last name

Simple display name
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List ofAvailable License Reports for Exchange Online

Report Display Name

Report Description

Field Name

Organization license
Report

List of organization
license information.

Account name, Account id, Active units, Consum
units, Locked out unit, Service name, Service typ
Service status, Part number, Suspended units,
Warningunits

License type by Users

List of userflicense
information.

Display name, First name, Last namendil
address, Blackberry user, Licensed, Service narr
Service type, Service status, Usage location

Users by license type

List of license
assignments with
correspading users.

Service name, Display name, First name, Last ng
Email address, Blackberry user, Licensed, Servi
type, Service status, Usage location

License count by
license type.

List of license
assignments with
assigned licese count.

Account name, Account id, Service name, Servic
type, Service status, Assigned License Count

License type by Users
(Matrix Format)

License information of
users in Matrix format

Display name, First name, Last namendil
address, Licensed, Usagecation, License type,
Service Information.
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List of available Security Reports for Exchange Online

Report Name

Description

Field Name

Non-Owner Mailbox
Access

List of norowner
mailbox access

Mailbox Name, Mailbox-Bhail Address, Identity,
User Name, UseriBail Address, Access Rights

Shared Mailbox

List of shared mailbox

Mailbox Name, Mailbox-Bhail Address, Identity,

Access access User Name, UseriBail Address, Access Rights
User Password Each use® Password User Name, Strong Password Required, Passw
Settings Setting information like | Never Expires, Mail Address

Password Never Expires
and Strong Password
Requiredare displayed.

User Retention Policy

Displays each us@r
retention polcy.

User Name, Retention Policy, Display Name,
Identify, Alias, Location, Malddress, Account
Disabled, Created Date, Mailbox When Created
Modified Date, IsShared.

Mailbox Audit Shows whether Mailbox | User NamelsAudit Enabled, Display Name,
Auditis Enabled or not Identity, Alias, Location, Mafddress, Account
for each mailbox. Disabled, Created Date, Mailbox

Mail Analytics

List of available Mail Traffic Reports

Report Name

Description

Field Name

Inbound Mails

List the count of
incoming mailbased on
date interval

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Total Mail Count

Outbound Mails

List the count of outgoing
mails based on date
interval

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Total Mail Count

Taal (Inbound and
Outbound)

List the count of
incoming and outgoing
mails based on date
interval

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Total Mail Count

Recipient Mail Status

Analyzes and shows the
summary of status of the
mails sento each mail
recipient of a mail.

Sender Address, Sender Name, Subject, Mail S
time, Number of users who received the mail,
Number of users who read the mail, Number of
users who didn't read the mail, Number of users
who deleted the mail, Number of usewho likely
deleted the mail permanently or didn't received
the mail.

Total Mail Count by
Subject

List the count of
incoming and outgoing

mails based on subjects

Mailbox Name, fnail Address, Folder Path, Fold
Name, Type, Message Subject, Total Mailr@
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Total Mail Count by
Size

List the count of
incoming and outgoing
mails based on size rang

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Message Size Range, Total Mess:
Count, % of Total Count, % of Total Size

Total Mail Count by

List the count of

Mailbox Name, #nail Address, Folder Path, Fold

Keywords incoming and outgoing | Name, Type, Body keyword, Total Mail count
mails based on body
keywords
Read and Unread List the count of read an¢ Mailbox Name, nail Address, Folder Path, Fold¢
Mails unread mails Name, Type, Read Mail Count, Unread Mail Co

Total Mail count

Mail Importance

List the count of high,
low and normal
importance mails

Mailbox Name, fnail Address, Folder Path, Fold
Name, Type, High Importance Count, Low
Importance Count, Normal Importance Count,
Total Mail count

Top Users by Malil
Count

List of top users based o
mail count

Mailbox Name, fnail Address, Total Mail Count

Top Senders by Mail
Count

List of top users based o
outgoing mail

Mailbox NameE-mail Address, Total Mail Count

Top Receivers by
Mail Count

List of top users based o
incoming mail

Mailbox Name, fnail Address, Total Mail Count

Top Senders to
Groups by Mail
Count

List of top users sent to
groups based on mail
count

Mailbox Name, fnail Address, Total Mail Count

Mails on Non
Working hours

Shows the list of mails
that are sent / received
from a particular mailbox
over selected period of

time (nonworking hours)

Mailbox Name, #nail Address, Folder Path, Fold
Name, Sent TimdReceived Time, Created Time,
Modified Time, From, To, Cc, Bcc, Subject,
Attachments

Bounced Mails

Shows the list of mails
which were bounced dug
to incorrect mail address
etc.

Mailbox Name, Folder Name, Folder Path, Subj
Sender Address, To Address Recipients, Bcc
Recipients, Created Date, Sent Date, Received
Date Bounced Address, Bounced Date, Modifie
Date, Has Attachments

Response Time
Summary

Shows the summary of
number of mails receiveq
in a mailbox, number of
mails with and without
responsestc.

Mailbox Name, Enail Address, Number of mails
received, Number of mails with responses, Tota
Number of mails without responses, Number of
Automatic Replies, Actual mails without
responses, Number of mails within the response
time limit, Number of mds exceeding the
response time limit
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List of available Mail Size Reports

Report Name

Description

Field Name

Mail Size by Subject

List the size of incoming
and outgoing mails base
on subject

Mailbox Name, nail Address, Folder Path, Fold
Name,Type, Message Subject, Message Size
(Bytes), Message Size (KB), Message Size (MB

Top Users by Mailbo
Size

List of top users based o
the size of their mailbox

Mailbox Name, Enail Address, Total Mail
Size(MB)

List of available Attachment Based Reports

Report Name

Description

Field Name

Mail Count by
Attachments

List the count of
attachment mails

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Total Attachment Count

Attachments by
Subject

List the count of
attachment mails based
on subject

Mailbox Name, fnail Address, Folder Path, Fold
Name, Type, Message Subject, Total Message
Count, Total Message Size(KB)

Attachments by File
Name

List the count of
attachment mails based
on file name

Mailbox Name, fnail Address, Folder Pathplder
Name, Type, Message Subject, Attachment File
Name, Total Attachment Count, Total Attachme
Size(KB)

Attachments by File
Type

List the count of
attachment mails based
on file type

Mailbox Name, fnail Address, Folder Path, Fold
Name, Type, Messadubject, Message Size(KB
Attachment File Name, Attachment File Extensic
Attachment Size(KB)

Attachments by File
Size

List the size of
attachment mails based
on file size

Mailbox Name, #nail Address, Folder Path, Fold
Name, Type, Message Subjddessage Size(KB),
Attachment File Name, Attachment Size(KB)

List of available Provisioning Summary Reports

Report Name

Description

Active Users by Created Date

List the count of users based on created date

Groups by Created Date

List the count ofyroups based on created date

Distribution Groups by Created Date

date

List the count of distribution groups based on createc

Security Groups by Created Date

List the count of security groups based on created dg

Mailbox by Created Date

List the counbf mailbox based on created date

Shared Mailbox by Created Date

List the count of shared mailbox based on created dg

Public Folders by Created Date

List the count of public folders based on created date
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List of availabl®esponse Time Summatgports

Report Name

Description

Field Name

Response Time
Summary for Mailbox

Shows a summary and
detailed information on
mails received and
responded from the
selected mailboxes over
a given period of time.

Mailbox Name, Enail Address, Number of mails
received, Number of mails with responses, Tota
number of mails without responses, Number of
automatic replies, Actual mails without response
Number of mails within the response time limit,
Number of mails eseeding the response time
limit, Average Respwmse Time

Response Time
Summary for
Distribution Group

Shows a summary and
detailed information on
mails received and
responded from the
selected distribution
group over a given perio
of time.

Mailbox Name, Enail Address, Number of mails
received, Numbeof mails with responses, Total
number of mails without responses, Number of
mails within the response time limit, Number of
mails exeeding the response time limit, Average
Response Time

Response Time
Summary for Shared
Mailbox

Shows a summary and
detailed information on
mails received and
responded from the
selected shared
mailboxes over a given

period of time.

Mailbox Name, fnail Address, Number of mails
received, Number of mails with responses, Tota
number of mails without responses, Number of
automatic replies, Actual mails without response
Number of mails within the response time limit,
Number of mails eceeding the response time
limit, Average Response Time

List of Available Resource Mailbox Reports:

Report Name

Description

Field Name

General Information
of Resource
mailboxes

Shows the general
information about the list
of resource mailboxes
available in the tenant

Mailbox name, Enail address, Automate
processing, Allow conflicts, Booking window,
Maximum duration, Allow repeating meatis,
Schedule only during work hours, Add organizel
subject, Delete notalendar items, Delegates

Resource Mailbox
usage

Shows details about list
of events scheduled on &
resource mailbox and
their usage

Mailbox name, Enail address, Subject, Organize
Created Date, Start Date, End Date, Duration (if
Hours), Location, Required Attendees, Optional
Attendees, Is Reminder Set, Reminder Date,
IsRecurring

Top 10 Users by
mailbox usage

Shows the list of users,
who are using the
resource mailboxes, the

Mmost.

Display Name,-Bhail Address, Total Count
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SharePoint Online Reports

The NavigatiofPane

List ofAvailableConfiguration repors for SharePoint Online

List ofAvailableSecurity repors for SharePoint Online

List ofAvailablelnventory repors for SharePoint Online

List ofAvailableOneDrivereportsfor SharePoint Oile

List of Available File and Page Activities

List of Available Folder Activities

List of availabl&haring and Access Request Activities

List of Site Permission Activities

List of Site Administration Activities
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The Navigation Pane

& List of Reports »
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List ofAvailable Configuration Reports for SharePoint Online

Report Display Name

ReportDescription

Field Name

List General Settings

DisplaysGeneral
Settings information
about the list.

Web Url, Web Title, Base Template, List Name,
Description, Attachments Enabled, On Quick
Launch Bar, Permission Inheritance, Versioning
Enabled, Minor Versions Enabled, Unique Role
Assignments, Force Check Out, Allow Content
Types, Is Site Assets Library

List Templates

Dispays information
about all theList
Templates available in
the site.

Web Url, Web Title, List Template, Internal Name
Description, Type, Base Type, On Quick Launch
Custom Template

Site Collection
Workflow Templates

Displays inforration
about theWorkflow
Templates configured
in each site collectian

Web Url, Web Title, Workflow Template Name,
Description, Association

Site Columns

Displays all th&ite
Columns that are
available in the site.

Web Url, Web Title, Column Name, Typternal
Name, Type Displayame, Group Name,
Description, Required, Default Value, Enforce
Unique Values, Read Only Field

Site Content Types

Displays all th&ite
Content Ypes that are
available in the site.

Web Url, Web Title, Content Type, Description
Group Name, Document Template, Document
Template Url, Read Only, Column References

Site Settings

DisplaysSite ®ttings
information like time
zone, theme, template
etc.

Web Url, Web Title, Description, Time Zone,
Theme, Template, Quick Launch Enabledeiew
Enabled, RSS Enabled, Master Page Url

Site Templates

Dispgays information
about all theSite
Templates available in
the site collection.

Web Url, Web Title, Description, Category,
Template Title, Template Name, ID

Site Workflows Displays the Web Url, Web Title, Name, CreatedBy,
information about CreatedDate, ModifiedBy, ModifiedDate,
workflows configured | Description, WorkflowType, IsReusable,
in each site AssociationUrl, InitiationUrl

Web Parts Displays information | Web Url, Web Title, Web Part Title, Web Part

about all theweb Rarts
available in each site,
user who created the
web part etc.

Name, Parent Folder, Author, Created Date, Las
Modified Date, Last Modified By, Size
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List ofAvailable Security Reports for SharePoint Online

Report Display Name

Report Description

Field Name

Effective Permissions
of the Sites

Displays the effective
permissions of the
users/groups in each
site

User or Group, Web URL, Web Title, Account Ty
Permission inherited from, Permission levels,
Description

Effective Permissions
of the Lists

Displays the effective
permissions of the
users/groups for each
list in the site

User/Goup, Web URL, Web Title, List Name,
Account Type, Permission inherited from,
Permission levels, Description

Effective Permissions
of the List Items

Displays the effective
permissions of the
users/groups for each
item in the list

User/Group, Web URL, Watlitle, List Name, Item
URL, Item Type, Item Name, Account Type,
Permission inherited from, Permission levels,
Description

Effective Permissions
of the Folders

Displays the effective
permissions of the
users/groups for each
folder in the list

User/Group, Véb URL, Web Title, List Name, Iten|
URL, Item Type, Item Name, Account Type,
Permission inherited from, Permission levels,
Description

Effective Permissions
of Users and Groups

Displays the effective
permissions of the
given users/groups for
Sites, Listsand List
Items

User/Group, Web URL, Web Title, List Name, Ite
URL, Item Type, Item Name, Account Type,
Permission inherited from, Permission levels,
Description, List Name, Item URL, Item Name, It

Type

Lists with no unique
securable objects

Displayshe lists which
has no unique
securable objects
underneath

List Title, List URL, Description, Created Date,
Modified Date, List Template, Base Type, Numbeg
Of List Items, Number Of Columns, Permission
Type, Permission Level, Groups or Users

Sites with nainique
securable objects

Displays the sites whic
has no unique
securable objects
underneath

Site Title, Site Url, Created Date, Modified Date,
Description, Number Of Columns, Number Of
Subwebs, Number Of Lists, Number Of Groups,
Number Of Contentlypes, Rermission Type,
Permission Level, Groups or Users

Unigue securable
objects with empty
permissions

Displays the list of
unigue securable
objects which doedi
have any permissions

Object Type, Site Url, Site Title, Site Description,
Number Of Subwebs, NurabOf Lists, List Url, Lis{
Name, List Template, List Description, Number Q
List Items, List Item Url, List Iltem Title, Author,
Created Date, Editor, Modified Date

Group Ownership

Displays the list of
groups with its owner
and other properties

UserName,GroupName, Description, Owner
Name, AllonMembersto EditMembership, Allow
RequestlToJoinLeave, AutdAcceptRequestToJoin
Leave, CaturrentUserEditMembership, Can
CurrentUserManageGroup, CarCurrentUser
ViewMembership, IsHidden

Limited Acess
Permissions

Displays the effective
permission of the user

Object Type, Web Url, Web Title, List Name, lten
Url, Item Name, Item Type, Description, User or
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who has limited access
permissions

Group, Account Type, Permission Inherited Frorr
Permission Leals
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List ofAvailable Inventory Reports for SharePoint Online

Report Display Name

Report Description

Field Name

List Inventory

Displays inventory
information about the
list.

List Title, List URL, Description, Created Date,
Modified Date, LisTemplate, Base Type, Number
Of List Items, Number Of Columns, Permission
Type, Permission Level, Groups or Users, Size

List Iltem Inventory

Displays inventory
information about the
list item.

List Name, List Iltem Url, List Item Id, List Item Tit
Author, Created Date, Editor, Modified Date, File
Directory, File Type, Version, Permission Type,
Permission Level, Groups or Users, Size

Site Inventory

Displays inventory
information about the
site.

Site Title, Site Url, Created Date, Modified Date,
Description Number Of Columns, Number Of
Subwebs, Number Of Lists, Number Of Groups,
Number Of Contentypes, Permission Type,
Permission Level, Groups or Users, Size
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List ofAvailable OneDrive Reports for SharePoint Online

Report Name

Description

Field

OneDrive User
Permissions Report

Displays list of folders
and files in all the
personal site within
OneDirive.

Account Name, Folder or File Name, Folder or Fi
URL, Account Type, Permission Type, Permissio
Level, Author, Editor, Sifm MB)

OneDrive NorOwner
Permissions Report

Displays the users whd
has access to folders
and files within the
personal site.

Folder or File Name, Object Type, Folder or File
URL, Account Name, Permission Type, Permissi
Level, Author, Editor, Size (#B)

Site Collection
Administrator Access

Displays the users whd
are the site collection
administrators in
OneDrive personal site

Personal Site Of (User), Personal Site URL, Site
Admin Access

OneDrive Permissions
Report

Displays the users whd
has acces® selected
OneDrive personal site
within Office 365.

Personal Site Of (User), Personal Site URL, Use
Group Name, Type, Permissions Levels

Top OneDrive Users

Displays top OneDrive
Users based on ltem
Count.

User Name, OneDrive Creation Date, Number O
ltems, Last Item Modified Date, First Name, Last
Name, Mobile, Title, Department, Office, City,
Location, Address

OneDrive Storage

Displays the used
OneDrive Storage
capacity of all the
available OneDrive
users.

User Name, URR|located MB),Used MB), Usage
Percentage%o)

Inactive OneDrive
Users

Displays Inactive
OneDrive Users based
on last accessed date.

User Name, OneDrive Creation Date, Number O
ltems, Last Accessed Date, First Name, Last Nai
Mobile, Title, Department, Office, City, Locatio
Address

List of Available File and Page Activities

Report Name

Description

file check out

Recently checked in / checked out files / Discarc

Shows information about the list of files checkeq
in / checked out / Discarded file check out recen
in your SharePoint Online environment with
related audit information

Recently copied / moved files

Shows information about the list of files copied /
moved recently in your SharePoint Online
environment with related audit information
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Recently downloadeduploaded files

Shows information about the list of files
downloaded / uploaded recently in your
SharePoint Online environment with related aud
information

Recently accessed / modified / renamed files

Shows information about the list of files accessg
/ modified / renamed recently in your SharePoin
Online environment with related audit
information

Recently deleted / restored files

Shows information about the list of files deleted
restored recently in your SharePoint Online
environment with relatecaudit information

Deleted file from recycle bin / deleted file from
second stage recycle bin

Shows information about the list of deleted file
from recycle bin / deleted file from second stage
recycle bin in your SharePoint Online environmg
with relatedaudit information

Recycled all version / recycled all minor version
recycled version

Shows information about the list of recycled all
version / recycled all minor version / recycled
version in your SharePoint Online environment
with related audit infornation

Detected malware in file

Shows information about the list of malware
detected in files of your SharePoint Online
environment with related audit information

Viewed page

Shows information about the list of viewed page
your SharePoint Onlinenvironment with related
audit information

Specific or All activities on files

Displays the list of event information based on ti
selected events, date range and list of users

Top N users who had file activities

Shows the list of top users who had perfeed
activities on files for the given date range and lis
of selected events

List of available Folder Activities:

Report Name

Description

Recently Copied /Moved Folder

Shows information about the list of folders copie
/ moved recently in youSharePoint Online
environment with related audit information

Recently Modified / Renamed Folder

Shows information about the list of folders
modified / renamed recently in your SharePoint
Online environment with related audit
information

Recently CreatefiDeleted / Restored Folder

Shows information about the list of folders
created / deleted / restored recently in your
SharePoint Online environment with related aud
information
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Recently Deleted folder from recycle bin / Deleté
file from second stage ogcle bin

Shows information about the list of Deleted foldg
from recycle bin / Deleted file from second stage
recycle bin recently in your SharePoint Online
environment with related audit information

List of available Sharing and Access Request Astiviti

Report Name

Description

Access request created / accepted / denied

Shows information about the list of user request
access that are created / accepted / denied in yq
SharePoint Online environment with related aud
information

Company Shareablak created / used / removed

Shows information about the list of company link
that are created / used / removed in your
SharePoint Online environment with related aud
information

Sharing invitation created / accepted / revoked

Shows information abouthe list of Sharing
Invitation that are created / used / removed in
your SharePoint Online environment with relate
audit information

Anonymous link created / used / updated /
removed

Shows information about the list of anonymous
link that are created / usd / updated / removed
in your SharePoint Online environment with
related audit information

Share file, folder or site / Unshared file, folder o
site

Shows information about the list of sharing
permission that are Share or Unshared in your
SharePoint Ome environment with related audit
information

Withdrew Sharing invitation

Shows information about the list of anonymous
link that are Withdrew Sharing invitation in your
SharePoint Online environment with related aud
information

Added Permission levéd site collection

Shows information about the list of anonymous
link that are Added Permission level to site

collection in your SharePoint Online environmer
with related audit information

Secure link created / used / deleted

Shows information about thist of Secure link
that are created / used / deleted in your

SharePoint Online environment with related aud
information

User added to secure link / User removed to
secure link

Shows information about the list of User added {
secure link / User removkto secure link in your
SharePoint Online environment with related aud
information

Specific or All activities on Sharing and access
request activities

Displays the list of event information based on ti
selected events, date range and list of users
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List of Site Permission Activities:

Report Name

Description

Recently Created / Deleted / Updated group

Shows information about the list of groups that
are Recently Created / Deleted / Updated in you
SharePoint Online environment with related aud
information

Recently added site collection admin access

Shows information about the list of Site collectig
administration access that are Recently added i
the site collection in your SharePoint Online
environment

Requested site admin permissions

Showsinformation about the list of site admin
permissions requested and its related informatig
in your SharePoint Online environment with
related audit information

Recently added / removed user or group from
SharePoint group

Shows information about the lisf aisers / groups
that are Recently added / removed user or grou
from SharePoint group and its related informatig
in your SharePoint Online environment with
related audit information

Modified site permission

Shows information about the list of permissgn
that are Modified and its related information that
occurred in your SharePoint Online environmen

List of Site Administration Activities:

Report Name

Description

Allowed user to create groups

Shows information on Site administrator or owng
adding apermission level to a site that allows a
user assigned that permission to create a group
for that site.

Site collection Created

A SharePoint or global administrator creates a
site collection in your SharePoint Online
organization or a user provisiottseir OneDrive
for Business site.

Renamed site / Deleted site

Site administrator or owner renames / deletes a
site

Changed sharing policy

A SharePoint or global administrator changed a
SharePoint sharing policy by using the Office 36
admin portal,SharePoint admin portal, or
SharePoint Online Management Shell.
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Audit and Compliance Reports

List of available File arfthgeactivities

List of available Foldd&kctivities

List of available Sharing and Access Request activities

List of available Synchronization Activities

List of available Site Permission Activities

Listof available Site Administration events

List of available Exchange Mailbox events

List of available User Administration events

List of available Group Administration events

List of available Role Administration events

List of available Application Administration activities

List of available Microsoft Teams activities

List of available eDiscovery activities

List of available File amhgeactivities

Report Name

Description

Recently checked in / checked ou
files/ Discarded file check out

Shows information about the list of files checked in / checked
/ Discarded file check out recently in your SharePoint Online
environment with related audit information

Recently copied / moved files

Shows information aboute list of files copied / moved recently
in your SharePoint Online environment with related audit
information

Recently downloaded / uploaded
files

Shows information about the list of files downloaded / uploade
recently in your SharePoint Onlieavironment with related
audit information

Recently accessed / modified /
renamed files

Shows information about the list of files accessed / modified /
renamed recently in your SharePoint Online environment with
related audit information

Recently deleted restored files

Shows information about the list of files deleted / restored
recently in your SharePoint Online environment with related
audit information
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Deleted file from recycle bin /
deleted file from second stage
recycle bin

Shows information aboute list of deleted file from recycle bin
deleted file from second stage recycle bin in your SharePoint
Online environment with related audit information

Recycled all version / recycled all
minor version / recycled version

Shows information about thest of recycled all version / recycle
all minor version / recycled version in your SharePoint Online
environment with related audit information

Detected malware in file

Shows information about the list of malware detected in files ¢
your SharePoint Omie environment with related audit
information

Viewed page

Shows information about the list of viewed page in your
SharePoint Online environment with related audit information

Specific or All activities on files

Displays the list of event informatidrased on the selected
events, date range and list of users

Top N users who had file activities

Shows the list of top users who had performed activities on fil
for the given date range and list of selected events

List of available Folder Activities

Report Name

Description

Recently Copied /Moved Folder

Shows information about the list of folders copied / moved
recently in your SharePoint Online environment with related
audit information

Recently Modified / Renamed
Folder

Shows information about thist of folders modified / renamed
recently in your SharePoint Online environment with related
audit information

Recently Created / Deleted /
Restored Folder

Shows information about the list of folders created / deleted /
restored recently in your Sharelpd Online environment with
related audit information

Recently Deleted folder from
recycle bin / Deleted file from

second stage recycle bin

Shows information about the list of Deleted folder from recyclé
bin / Deleted file from second stage recycle binamstly in your
SharePoint Online environment with related audit information

List of available Sharing and access request activities

Report Name

Description

Access request created / accepte!
/ denied

Shows information about the list of user requeatzess that are
created / accepted / denied in your SharePoint Online
environment with related audit information

Company Shareable link created |
used / removed

Shows information about the list of company link that are
created / used / removed in your Stedoint Online environment
with related audit information
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Sharing invitation created /
accepted / revoked

Shows information about the list of Sharing Invitation that are
created / used / removed in your SharePoint Online environm
with related audit inbrmation

Anonymous link created / used /
updated / removed

Shows information about the list of anonymous link that are
created / used / updated / removed in your SharePoint Online
environment with related audit information

Share file, folder or siteWnshared
file, folder or site

Shows information about the list of sharing permission that ar
Share or Unshared in your SharePoint Online environment wi
related audit information

Withdrew Sharing invitation

Shows information about the list of anonymadirk that are
Withdrew Sharing invitation in your SharePoint Online
environment with related audit information

Added Permission level to site
collection

Shows information about the list of anonymous link that are
Added Permission level to site collectionyour SharePoint
Online environment with related audit information

Secure link created / used /
deleted

Shows information about the list of Secure link that are create
used / deleted in your SharePoint Online environment with
related audit informatim

User added to secure link / User
removed to secure link

Shows information about the list of User added to secure link
User removed to secure link in your SharePoint Online
environment with related audit information

Specific or All activities on Shagi
and access request activities

Displays the list of event information based on the selected
events, date range and list of users

List of available Synchronization Activities

Report Name

Description

Computer to sync files allowed /
blocked

Showsinformation about the list of Computer to sync files
allowed / blocked in your SharePoint Online environment with
related audit information

Download files to computer / files
changes to computer

Shows information about the list of Download files to congut
files changes to computer in your SharePoint Online environn
with related audit information

Upload files to document library /
file changes to document library

Shows information about the list of Upload files to document
library / file changes tolocument library in your SharePoint
Online environment with related audit information

List of available Site Permission Activities

Report Name

Description

Recently Created / Deleted /
Updated group

Shows information about the list of groups that &ecently
Created / Deleted / Updated in your SharePoint Online
environment with related audit information
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Recently added site collection
admin access

Shows information about the list of Site collection administrati
access that are Recently added in g collection in your
SharePoint Online environment

Requested site admin permission:

Shows information about the list of site admin permissions
requested and its related information in your SharePoint Onlir
environment with related audit information

Recently added / removed user ol
group from SharePoint group

Shows information about the list of users / groups that are
Recently added / removed user or group from SharePoint gro
and its related information in your SharePoint Online
environment with rehted audit information

Modified site permission

Shows information about the list of permissions that are
Modified and its related information that occurred in your
SharePoint Online environment

List of availabl&ite Administration events

Report Name

Description

Allowed user to create groups

Shows information on Site administrator or owner adding a
permission level to a site that allows a user assigned that
permission to create a group for that site.

Site collection Created

A SharePoint or globadministrator creates a new site collectig
in your SharePoint Online organization or a user provisions th
OneDrive for Business site.

Renamed site / Deleted site

Site administrator or owner renames / deletes a site

Changed sharing policy

A SharePointr global administrator changed a SharePoint
sharing policy by using the Office 365 admin portal, SharePoi
admin portal, or SharePoint Online Management Shell.

List of availabl&xchange Mailbcavents

Report Name

Description

User signed intonailbox

Shows information about the sign events that occurred when
the user signed in to a mailbox

Sent message using Send On Bel
permissions

Shows information about the mails which are sent using the S
On Behalf permissions

Sent message using/& As
permissions

Shows information about the mails which are sent using the S
As permissions

Created Mailbox item / Updated
message

Shows information about the mails which are created / update

Delegate mailbox permissions

Added / Removed

Shows infomation about the delegate permissions which are
added / removed
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Moved messaged to deleted item
folder/ another folder

Shows information about the mails that are moved to deleted
items folder / another folder

Copied Message to another foldel
/ Deletedmessage from deleted
items folder

Shows information about the mails that are moved to deleted
items folder / another folder

Modified folder permissions

Shows information about the folder permissions which are
modified.

List of availabl&serAdministraton events

Report Name

Description

Added / deleted / updated users

Shows information about the list of users added / deleted /
updated recently in your Office 365 tenant

Reset user password / Changed
user password

Shows information about the list afsers whose passwords wer|
reset / changed recently

Changed user license / Set licens;
properties

Shows information about the list of license properties or licens
changes that occurred recently in your Office 365 tenant

Set property that forces user to
change password

Administrator set the property that forces a user to change thg
password the next time the user sign in to Office 365.

Top N users who had user admin
activities

Shows the list of top users who had performed user
administration activitiegor the given date range and list of
selected events

User login activity

Shows information about the list of login activities by users
through various application to your Office 365 tenant

Last logon date of users

Shows information about the last logaiate of each user in your
Office 365 tenant

Failed login activity

Shows information about the unsuccessful login activities that
occurred in your Office 365 tenant

Account locked due to failed login

Shows information about the unsuccessful logtivities that
occurred in your Office 365 tenant which has locked that Offic
365 account to prevent further access

List of availabl&roup Administration events

Report Name

Description

Added / updated / deleted group

Shows information about the lisif groups added / updated /
deleted recently in your Office 365 tenant

Added / removed member from
group

Shows information about the list of users added / removed fro
a group recently

Top N users who had group admi
activities

Shows the list of top use who had performed group
administration activities for the given date range and list of
selected events
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List of available Application Administration activities

Report Name

Description

Added service principal

Shows information about the list gkrvice principal that are
added in your SharePoint Online environment with related au
information

Removed a service principal from
the directory

Shows information about the list of service principal which are
removed from the directory related inforntian in your
SharePoint Online environment

Set delegation entry

An authentication permission was updated for an application i
Azure AD.

Removed credentials from a
service principal

Credentials were removed from a service principal in Azure A

Addeddelegation entry / Removec
delegation entry

An authentication permission was created/granted/removed t¢
an application in Azure AD.

Added credentials to a service
principal

Credentials were added to a service principal in Azure AD. A
service principle resents an application in the directory.

List of available Role Administration events

Report Name

Description

Added / removed member from a
role

Shows information about the list of roles added / removed for
user recently

Top N users who had rodmin
activities

Shows the list of top users who had performed role
administration activities for the given date range and list of
selected events

List of Available Microsoft Teams Activities

Report Name

Description

Team Created / Deleted

A usercreates / deleted a new team.

Channel Added / Deleted

A user adds / deletes a channel from a team.

Changed organization setting

The TeamsTenantSettingChanged operation is logged when 1
some of the activities are performed by a global admin on a te
like Enables or disables Microsoft Teams for the organization
Enables or disables the ability for team members to schedule
private meetings, Enables or disables the ability for team
members to schedule channel meetings etc.

Changed team setting

The TeamsTentSettingChanged operation is logged when thg
some of the activities are performed by a global admin on a te
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like Changes the name of a team, Changes the team descript
etc.

Changed channel setting

The ChannelSettingChanged operation is logged witnen
following activities are performed by a team member Changes
the name of a team channel and Changes the description of g
team channel

Using signed in to Teams

A user signs in to a Microsoft Teams client.

Changed role of members in tear|

A team owner hanges the role of member(s) in a team.

Removed members from team

A team owner removes member(s) from a team.

Added members from team

A team owner Add member(s) to a team

List of available eDiscovery Activities

Report Name

Description

Content searclCreated / Deleted

A content search was created / deleted.

Content search Started / Stopped
Changed

A user started / stopped / changed a content search.

Started export of content search /
Removed export of content searcl

A user exported the results afcontent search or a A content
search export action was deleted.

Download export of content searc

A user downloaded the results of a content search to their loc
computer.

Search permission filter Created /
Deleted /Changed

A search permissions filteras created / deleted / modified

eDiscovery administrator created
deleted

A user was added / removed as a member of an eDiscovery

Changed eDiscovery case

membership / admin membership

The membership list of an eDiscovery case was changed / ad
membership.
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Office 365 Export Overview

Office 365 Export allows you to export ydixchangénlinemails contacts tasks andeventsto the file

adadsSy ra I 01 0O1dzZlJd LG | NDKA@GSAE YIFAfta FyR NBfIFGSR
spending valuable dollars to retain your old mails in yourdlmased mail system. Since the tool uses

file system to archive your maijlthere is no need to palpr expensive thireparty storage and archival

systems.

56



Office 365 Manager Overview

Office 365 Manageviodule helps you to assign or remove Office 365 license assignments right from
your desktop analso view assigned licensesWisersor byLicenseTypes It helps you to manage all
the license related operations. You can atsanagemailbox permissions such &sillAccessSendAs,

and SendOn Behalf. Migrate all mailbox permissions from gmemisesto Office 365 angberforma
complete'8ecurity Audiibf all your Office 365 users.
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ConfiguratiorSettings

The Navigation Pane

< Configuration Settings

Database Settings

Select an option for storing the application data either in 5QLite or 50L Server. If you choose SQL Server, enter a 50 Server name and the
credential having sufficient privileges to connect, create and delete database.

Database

(@) Application Database

Tenant ) SQL Server

Exchange Online SQL Server name:

ex: MSSOLSRY
SharePoint Online

Authentication mode:

Migration Planning ® Windows Authentication (Currently logged on user)
SQL Server

Other settings

User name:

Password:

Settings
pane to
navigate list
of settings ok | [ concel

Tenant Settings

Vyapin Office 365 Management Suite will use Tenant Settings to manage Vyapin Office 365
Management Suite.

You can add Tenant settings by clicking Configuration SettiigmnantSettings->Addin the Vyapin
Office 365 Management Suite main application window, as shown below:
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< Configuration Settings

Tenant Settings

Use Tenant Settings to setup tenants for use within Vyapin Office 365 Management Suite, Click 'Add’ button to add a new tenant. Select the
tenant name in the list to Edit/Delete a tenant.

Database Add Tenant | Edit Tenant | Delete Tenant

Tenant Mame Tenant User Mame Authentication
Tenant

Exchange Online

SharePoint Online
Migration Planning

Other settings

| oK || Cancel |

Add New Tenantvindow will be shown. Enter Tenant name, User name, PassandiDescription.

i Add New Tenant

- Enter Tenant name, Exchange Online User name and Password.
I E Tenant name will be used to create unigue database for each tenant

Tenant Mame:  |exchg

* Enter any unigue name for your tenant. Entered name need
not be your exact tenant name.

Description: this is a new tenant

Authentication: | Use Single Factor Authentication v

Llser Name: usemame@company.onmicrosoft.com

£.0d., Username @domain. onmicrosoft, com

Passwaord: sesssensnnuns

ClickOK andthe newtenant settings will be saved after validation.
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Tenant Settings

Configuration Settings

Use Tenant Settings to setup tenants for use within Vyapin Office 365 Management Suite, Click 'Add’ button to add a new tenant. Select the
tenant name in the list to Edit/Delete a tenant.

[Database
Tenant
Exchange Online

SharePoint Online

Migration Planning

Other settings

Add Tenant | Edit Tenant | Delete Tenant

Tenant Mame Tenant User Mame Authentication
diego_tenant DiegoS@M365x436987.OnMicrosoft.com Single Factor Authentication
pradeep_newten PradeepG@M365x436987.onmicrosoftcom  Single Factor Authentication
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Exchang®nlineSettings

Vyapin Office 365 Management Suite will use Exchange Online Settings to view reports on mail
public folders etc.

You can connect to Exchange online by clicking Configuration SettisBgghange Online Settings in
the Vyapin Office 365 Manageme&tite main application window, as shown below:

E~] Configuration Settings
Exchange Online Settings

Specify the Exchange Online Settings like User name and Password to view reports comrespeonding to given tenant.

Database

Tenant Tenant Name: diego_tenant ¥

By SOLS () Use Multi Factor Authentication

SharePoint Online ®) Use Single Factor Authentication

Migration Planning User Name: | DiegoS@ SRt bifses? fanlilisanede st v

e.g., username@domain.onmicrosoft.com

Other settings

Password: |seesssssss

Connection URL: | hitpe://outlook.office365.com/powershel -iveid/

0K | | Cancel

You can select a tenant from the combo to load its credentials or enter a new credential in th
fields.

Click OK, the Exchange online will be connected after validation.
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SharePoinOnlineSettings

Vyapin Office 365 Management Suite will use the SharePoint O&éttengs to view reports for tt

specified site.

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

the Vyapin Office 365 Management Suite main application window, as shown below:

< Configuration Settings

SharePoint Online Settings
Specify the SharePoint Online settings like Site URL, User name and Password to view reports to given Site.

Database
Tenant
Tenant Name: pradeepg_678 -
Exchange Online
. . Site URL: >
SharePoint Online
Migration Planning Admin URL: ¥
Other settings
Authentication: Office 365 Cloud Identity -
User Mame: pradeepg@M365x678421.0nMicrosoft.com v

e.g., username@domain.onmicrosoft.com

Password: T T

oK | | Cancel

Select a tenant from already saved tenants in Tenant settings to use its settings and credentis

Select or Enter the SharePoint site URL and its credentials to view the reports for the site.
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Select Federated ldentity in Authentication Type combodnnect to a SharePoint site using
federated identity configured using ADFS. Also, select this option to connect to Office 365 She
Online configured using federated identity provider.

To connect to Office 365's SharePoint Online environment, gawese Web Single Sign option for
both Cloud Identity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com
Federated Identity (configured via ADFS e.g., johndoe@vyapin.onmicrosoft.com).

o Configuration Settings

SharePoint Online Settings
Specify the SharePoint Online settings like Site URL, User name and Password to view reports to given Site.

Database
Tenant
Tenant Mame: pradeepg_678 -
Exchange Online
Site URL: hittps:// s a1 sharepoint.com/] -
SharePoint Online
Migration Planning Admin URL: N
Other settings Authentication: Office 365 Cloud Identity v
User Mame: pradeepg@M365x678421.0nMicroscft.com M
e.g., username@domain.onmicrosoft.com
Password: SRR REN

| oK || Cancel |

Upon clicking Nextutton to proceed, you will be prompted for credential (username and passwc
as shown below:
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] Office 365

Sign in with your organizational account

someone@example.com

Password

[ Keep me signed in

Can’t access your account?

Don't have an account assigned by your organization?
ﬁ On&;s:izationa: ?}%ounts that work here can be used anywhere you
i A2 Méqcé 2 ﬁ%&@oﬂ Legal Privacy Feedback
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Migration Planninéettings

Vyapin Office 365 Management Suite will use Exchange Server and Directory Server settings tc
Migration Planning Module in Vyapin Office 365 Management Suite.

You can add Exchange Server settings by clicketings->Migration Planning-> Add Serverin the
Vyapin Office 365 Management Suite settings window, as shown below:

& Configuration Settings it

Migration Planning Settings
Use this dialog to manage Exchange Server and Directory Server. Click Add Server to add a new Exchange Server and Directory Server, Select an

Exchange Server and Directory Server in the list to Edit / Delete / Verify connection and connect to the selected Exchange Server and Directory
Server.

Add Server | Edit Server Delete Server
Database

Exchange Server Exchange User Name Directory Server Directory User Name

Tenant
Exchange Online

SharePoint Online

Migration Planning

Other settings

oK | | Cancel

Add Server window will be displayed as shown below.
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' Add new Exchange Server and Directory Server

The Exchange Server and Directory Server will be used to retrieve Exchange resocurce and
{ Exchange organization information.

Exchange Server details:

Exchange version: Exchange 2016 -

Exchange Server name:

e.g. RD70.contoso.local

User name: w

Password:
Connection Status:  Status
Domain Controller details:
Domain Controller name:
Uzer name: ”
Password:

Connection Status:  Status

Connect | | Cancel

For Exchange Server:

1 Select an Exchange Version from the Exchange Version dropdown.

1 Exchange Server Nam8pecify the name of a valid Exchange Server (2016/2013/2010) ir
FQDN (Fully Qualified Domain Name) format.
e.g., RD70.KEPLAR.LOCAL (i.e., Host Name: RD70, Domain Name: KEPLAR)

1 User NameSpecify a user name which has necessary permissions to collect data in
DOMAINUSER NAME format.
e.g., KeplairAdminuser4.

1 PasswordEnter the password for the specified user.

For Directory Server:
1 Domain Controller NameSpecify the name of a valid Ditery Server name.
1 User NameSpecify a user name which has necessary permissions to collect data in

DOMAINUSER NAME format.
e.g., KeplairAdminuser4.
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1 PasswordEnter the password for the specified user.

Fill the required fields and select "Connect'cannect with the specified Exchange server. You car
view the status of the connection by clicking on the "Status" Hyperlink.

| o Add Serve
! Add new Exchange Server and Directory Server

| The Exchange Server and Directory Server will be used to retrieve Exchange resource and
| Exchange organization infarmation.

Exchange Server details:

Exchange wersion: Exchange 2016 -

Exchange Server name: |RD76.orbitlocal
e.g. RD70.contoso.local

User name: | orhithzam w

Password: |ssssssssss
Connection Status:  Status &

Domain Controller details:

Domain Controller name:  |[RDTE
User name: | grhitysam -
Password: [ ITTTITTT Y]

Connection Status: Status &

| QK | | Cancel ||

Click 'OK' to add the Exchange Server to the server list, which can be used later for connection
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& Configuration Settings bt

Migration Planning Settings

Use this dialog to manage Exchange Server and Directory Server. Click Add Server to add a new Exchange Server and Directory Server. Select an
Exchange Server and Directory Server in the list to Edit / Delete / Verify connection and connect to the selected Exchange Server and Directory
Server.

Add Server | Edit Server Delete Server

Database
| Exchange Server Exchange User Name Directory Server Directory User Name
Tenant RD76.crbit.local orbitisam RO76 orbitisam
. RD40.voyager.local voyager\bruce RD20 Kryptoniclark
Exchange Online
SharePoint Online
Migration Planning
Other settings
| OK | | Cancel

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

Operation |Description

Add To add servers to the server list.

Server

Edit To edit the properties of the servers in the server list, select a server and click

Server 'Edit Server' button to edit a server.

Delete To delete a server from the server list, select a server and click 'Delete Server'

Server button.

OK To connect with the selected server and launch the report window. Click OK
button.

Cancel To close the settings window. Click Close button.
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OtherSettings

E-mail Settings:

Vyapin Office 365 Management Suite provides the option-toeadl the reports generated using
Reports Module. For-mailing reports, Vyapin Office 365 Managem8&uwite requires SMTP Server,
From Email Address, To-BBail Addresses (recipients separated by semicolon) and-thaiereport
format. Vyapin Office 365 Management Suite maintains a single SMTP Server and anfaidm E
Address for use by all Reports. Yam specify a separate set of Tarail addresses (recipients)neail
report format, subject and body of the message for each Reports.

L= Configuration Settings

Other Settings

Use the Other Settings to configure SMTP Server, Data Retention and Module Listing settings. Data Retentions 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 cutgoing mails, this name will
appear on the "From’ field of your cutgeing mails. Medule Listing helps you to toggle between listing all modules and licensed modules.

Database Data Retention Settings

When a report is first run, the application retains the report data for a certain number of days for reuse

e during subseguent runs of the report, after which data is refreshed again.

Retain report data for |3 days since the time a report was last run
Exchange Online
E-Mail Settings

SharePoint Online An SMTP server is the server that is used for your outgoing e-mail

. . . SMTP S : i
Migration Planning erver: |smip.office363.com

User name: | pradeepG@ b e ig seampommitin: ¥

Other settings

Password: | ssssssssss

When you send e-mail, your name will appear in the 'From' field of the cutgoing message. Type your
name as you would like it to appear

From Address: |MeganB@42i

%mfxﬁ;ﬁ“ﬁo R e

ex: david@contoso.com

Meodule Listing

) Show all modules  ® Show licensed modules only

OK | | Cancel

Data retention Settings:

Vyapin Office 365 Management Suite will retain the report data for a certain numbeysffdareuse
during subsequent runs. You can select the number of days for which you want to retain the rep
data.
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Module listing:

Module Listing allows you to view/hide the license expired modules in Vyapin Office 365 Manag
Suite.
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VyapinOffice 365 Management Suite features

Office 365Reports

Office 365 Export

Office 365 Manager

Migration Planning
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Office 365Reports(Audit and Compliandeeport3

Check Data Collection

How to generate a report in File afdgeevents?

How to generate a report in Folder Events?

How to generate a report on Sharing and Access Request Activities?

How to generate a report on Synchronization activities?

How to generate a report in Site Administration?

How to generate a report on Site Permissions?

How to generate a report in Exchange mailbox events?
How to generate a report in User administration?

How to generate a report in Group administration?

How to generate a report in Role administration?

How to generate a report on Application administration events?

How to generate a report on Microsofieams activities?

Hot to generate a report on eDiscovery activities?

How to generate a custom report?

Check Data Collection

Audit records are retained for 9fays. Thateansyou can search the audit log for activities that we
performed within the last 90 days.so, that the data collection is used to save the data in databas
which isfasterto retrieve the data for more than 90 days.

If, data collection is not done theme get a window as shown below:
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http://portal.vyapin.com/resource-files/online-help/office-365-suite/scr/generate-reports/audit-reports/how-to-generate-exchange-mailbox.htm
http://portal.vyapin.com/resource-files/online-help/office-365-suite/scr/generate-reports/audit-reports/how-to-generate-user-administration.htm
http://portal.vyapin.com/resource-files/online-help/office-365-suite/scr/generate-reports/audit-reports/how-to-generate-user-administration.htm
http://portal.vyapin.com/resource-files/online-help/office-365-suite/scr/generate-reports/audit-reports/how-to-generate-group-administration.htm
http://portal.vyapin.com/resource-files/online-help/office-365-suite/scr/generate-reports/audit-reports/how-to-generate-role-administration.htm

ot 13 gt Mision Py

How to collect Audit Data

Click the Configure Data Collector for data collection. In, Data Collection we have run now and schedule
options.
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Exchange Online Reports  SharcPoint Online Reports  Audit and Compliance Reports  Office 365 Export  Office 365 Manager  Migration Planning

Current Tenant: newtenant678 Settings  Help About
Search e
=
g Audit Log Reports
&
r.1| Configure Data Collector
=
1]
=N File and Page Activities -
<
Folder Activities =
Sharing and access request activities hd
& Data Collector X
Synchronization acti hd
Collector Settings:
Site Permission activities - Specfiy suitable schedule settings using which the data collection should run.
Site Administration activities = ® Run The Data Collection Now
Exchange mailbox events - Collect audit log repart for:
User Administration hd All Data v
Group Administration - On subsequent runs, collect data from the last time stored in the database.
Application administration activities - () Schedule The Data Collection
Role Administration - Schedule Daily Start Time 1214 3
Microsoft Teams activities hd
Note: During the schedule run,data will be collected from the last time
eDiscovery Activities - strored in the database,
Schedule =
Custom Report (using Event Name) “ Cancel

As your requirement data collection will be run in ttaenge of month week,etc.Here, if the checkbox is
checked which is above the "Schedtile Data Collection” the data will be collect from the last data
collect. The checkbox is unchecked as shown below the data collect will beexactiyfrom the date
range.
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Exchange Online Reports

Current Tenant: newtenant678

A List of Events A

Search

Audit Log Reports

Configure Data Collector

SharePoint Online Reports.

File and Page Activities

Folder Activities

Sharing and access request activities

Audit and Compliance Reports | Office 365 Export Office 365 Manager Migration Planning

Synchronization activities

Site Permission activities

Site Administration activities

Exchange mailbox events

User Administration

Group Administration

> Data Collector

Collector Settings:
Specfiy suitable schedule settings using which the data collection should run.

® Run The Data Collection Now

Collect audit lag report for:
All Data v

[] ©n subsequent runs, collect data from the last time stered in the database.

Settings

Help

() Schedule The Data Collection

Application administration activities -
Role Administration - Schedule Daily Start Time 1214 3
Microsoft Teams activities hd

Note: During the schedule run,data will be collected from the last time
eDiscovery Activities - strored in the database,
Schedule =

[ oc I o

Custom Report (using Event Name)

After, select the date range click the OK button to begin the data collection as shows below:
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Exchange Online Reports  SharePoint Online Reports

Current Tenant: 8080megan
Search

<

‘;é‘ Audit Log Reports

&

v-}| Configure Data Collector

=

]

=N File and Page Activities -

<
Folder Activities =

Sharing and access request activities hd

Synchronization activities hd
Site Permission activities =
Site Administration activities =
Exchange mailbox events hd
User Administration hd
Group Administration -
Application administration activities hd
Role Administration hd
Microsoft Teams activities =
eDiscovery Activities -
Schedule hd

Custom Report (using Event Name)

Data collection will be run in schedule options as shown below:
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Audit and Compliance Reports | Office 365 Export Office 365 Manager Migration Planning

Audit Log Search

Category:  Collecting data from auditlogs...
Status: Number of events processed: 432
Collecting event traces...

Elapsed Time: 00.00:01:03 Stop




& \iyapin Dffice 365 Management Suite - 8080

Exchange Online Reports  SharePoint Online Reports  Audit and Compliance Reports | Office 365 Export | Office 365 Manager | Migration Planning

Current Tenant: 8080megan Settings  Help About

Search D -

<
‘E Audit Log Reports
&
y-1| Configure Data Collector
o
4
N File and Page Activities hd
<
Folder Activities =
Sharing and access request activities hd
5 Data Collector x
Synchronization activities hd
Collector Settings:
St m s e = Specfiy suitable schedule settings using which the dats collection should run.
o oty M © Run The Data Collection Now
EELE s Sl e S T Collect audit log report for:
User Administration - All Data
Group Administration - +| On subsequent runs, collect data fram the last time stored in the database.
Application administration activities = e he.Rata Collaction
Role Administration = Start Time | 12:23
Microsoft Teams activities =
Note: During the schedule run,data will be collected from the last time
eDiscovery Activities - strored in the database.
Schedule =
Custom Report (using Event Name) “ Cancel

How to generate a report on File gpalgeevents?

Perform thefollowing steps to generate a report from File and Folder events:

When you click on any one of the recent events based reports, a dialog will appear as shown below, for
user selection, whose events you would like to see in the generated report

< Event Selection

Show results for: @ Allusers (O Specific users

ok ] nce
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If you woud like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select users" button

ta ) Event Selection
Show results for: () Allusers (@ Specific users

ok J Gorce |

For Specific events based report, a dialog will appear as shown below for selecting events, date range
and users for fetching the events performed by them

<3 Event Selection
Events: Toggle selection
Checked in file Deleted file Moved file
Checked cut file Downloaded file Renamed file
Discarded file checkout Accessed file Restored file
Copied file Modified file Uploaded file
Event date range: | In the last 7 days "
From: Tox
Show results for: @ Allusers () Specific users
o

For Top users based report, a dialog will appear as shown below for selecting events and date range for
fetching the list of top users who had performed the file events recently
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Events: Toggle selection

Checked in file Deleted file Maoved file
Checked out file Downloaded file Renamed file
Copied file Medified file Uploaded file
Event date range: | In the last 7 days -
' I |
From: Toe |

ok J Goncel |

Once you click on "OKthe report will be generated as shown belpw
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.- Vyapin Office 365 Management Suite - g

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

| Recently downloaded / uploaded files x

Show by: |Eventtype v | Show activity forthelast: |7 | days

Objectld: https:\\itrm389341.sharepoint.com\sites\Webpart\Maintanance\Meeting_Schedule.xlsx
ItemType: File
Listld: dda181b9-832f-4515-be59-6dd30fbflbeb

Uploaded file 07-03-2017 04:534 PM  meganb@itrm389341.onmicroseft.com  SourceFileExtension: xlsx
SiteUrl: https:\\itrm389341.sharepoint.com\sites\WebpartSourceFileName: Meeting_Schedule.xlsx
SourceRelativeUrl: Maintanance

v List of Events v

Objectld: https:\\itrm389341.sharepoint.com\sites\healthcare\Shared Documents\Shipping-CSAT Correlation.xlsx
ItemType: File
Listld: 596e100f-f053-4adb-9ed6-43c35dfd22be

Uploaded file 06-03-2017 12:52PM  meganb@itrm383341.onmicroseft.com SourceFileExtension: xlsx
SiteUrl: https:\\itrm383341.sharepoint.com\sites\healthcareSourceFileName: Shipping-CSAT Correlation.xlsx
SourceRelativeUrl: Shared Documents

Objectld: https:\\itrm389341.sharepoint.com\sites\healthcare\Shared Documents\Quarterly SalesAnalysis - Q1 2012.xlsx
ItemType: File
Listld: 596e100f-f053-4adb-9ed6-43c35dfd22be

Uploaded file 06-03-2017 12:52PM  meganb@itrm389341.onmicroscft.com SourceFileExtension: xlsx
SiteUrl: hitps:\\itrm389341.sharepoint.com\sites\healthcareSourceFileName: Quarterly SalesAnalysis - Q1 2012.xIsx
SourceRelativeUrl: Shared Documents

Objectld: https:\\itrm389341.sharepoint.com\sites\healthcare\Shared Documents\Quarterly SalesAnalysis - Q1 2012 (1).xlsx
ItemType: File
Listld: 596e100f-f053-4adb-Sed6-43c35dfd22be

Uploaded file 06-03-2017 12:52 P% meganb@itrm383341.onmicrosoft.com  SourceFileExtension: xlsx
SiteUrl: https:\\itrm383341.sharepoint.com\sites\healthcareSourceFileName: Quarterly SalesAnalysis - Q1 2012 (1).xlsx
SourceRelativeUrl: Shared Documents

Objectld: https:\\itrm389341.sharepoint.com\sites\healthcare\Shared Documents\|C612215.png
ItemType: File
Listld: 596e100f-f033-4adb-9ed6-43c35dfd22be

Uploaded file 06-03-2017 12:52PM  meganb@itrm389341.onmicroseft.com SourceFileExtension: png
SiteUrl: https:\\itrm389341.sharepoint.com\sites\healthcareSourceFileName: IC612215.png
SourceRelativeUrl: Shared Documents

Objectld: https:\\itrm389341.sharepoint.com\sites\healthcare\Shared Documents\Contoso Sales and CSAT Analysis.xlsx
ItemType: File
Listld: 596e100f-f033-4adb-9ed6-43c35dfd22be

Uploaded file 06-03-2017 12:52PM  meganb@itrm38%341.onmicrosoft.com SourceFileExtension: xlsx
SiteUrl: https:\\itrm389341.sharepoint.com\sites\healthcareSourceFileName: Contoso Sales and CSAT Analysis.xlsx
SourceRelativeUrl: Shared Documents

Objectld: https:\\itrm389341.sharepoint.com\resource\Lists\Customized List\Attachments\6\Appointment.png

Number of events: 313 Data collection time: 07-03-2017 19:05:00

In the above screenshot, the "Operations” column will show the event type that occurred, "Event Date"
and "Event Time" columns will show the time when the event occurred, "User Id" column will show the
user who performed the event and "Event Details" column will show other related information like Site

URL, File location etc.

You can select the "Summary" option in the Report view section, to view the summarized data of the
events that occurred in youenant recently. There will be options available to summarize data by
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as shown
below,
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o Vyapin Office 365 Management Suite - 8

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About
| Recently downloaded / uploaded files

>
o P— Show et~ i | ] crrsp @ et o3
&
]
b
3
e as—ozzowﬂ
v
o
5
e 03-03-201 -
v
E D Downloaded file
= -
06-03-201 -

Event Count

How to generate a report on Folder Events

Perform the following steps to gendeaa report from Folder events:

These are the events which we have in Folder Activities to generate Audit reports
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When you click on any one of the recent events based reports, a dialog will appear as shown be
userselection, whose events you would like to see in the generated report.

< Event Selection

Show resulis for: ® Allusers () Specific users

T T

If you would like to view events for a specific user, select the "Specific users" option, and select
of users by clicking on the "Select users" button

<3 Event Selection
Show results for: () All users (@) Specific users

ok 1 Gorce |

Once you click on "OK", the report will be generated as shown below,

82



In the abovescreenshotthe "Operations” column will show the event type that occurred, "Event
Date" and "Event Time" columns will show the time wiies event occurred, "User Id" column will
show the user who performed the event and "Event Details" column will show other related
information like Site URL, Folder location etc.

You can select the "Summary" option in the Report view section, to Viesummarizeddata of the
events that occurred in your tenant recently. There will be options available to summarize data t
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as shoy
below,

Howto generate a report on Sharing and Access Request Activities?

Perform the following steps to generate a report from Sharing and Access Request Activities:

When you click on any one of the recent events based reports, a dialog will appear asbetownfor
user selection, whose events you would like to see in the generated report
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< Event Selection

Show results for: @ Allusers () Specific users

ok J Gorce |

If you would like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select users" button

< Event Selection
Show results for: () Allusers (@ Specific users

T

ForSpecific events based report, a dialog will appear as shown below for selecting events, date range
and users for fetching the events performed by them
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Sharing Access activities

Events:

Access request created
Access request accepted

Access request denied
Company link created
Company link used

Company link removed

Sharing Set
Sharing revoked

Toggle selection

Sharing invitation created
Sharing invitation accepted
Sharing invitation revoked
Ancnymous link created
Anocnymous link used
Ancnymeous link updated
Ancnymous link removed

Event date range:

Today

From:

.Tq:-: . |

Show results for: ® Allusers () Specific users

o] el

Once you click on "OK", the report will be generated as shown below,
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< Vyapin Office 365 Management Suite - a
Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

| Sharing set / revaked % ™,

Show by: |Eventtype v | Show activity for the last: |15~ |days

Objectld: hitps:\\itrm389341-my.sharepoint.com\personal\benw_itrm389341_onmicrosoft_com\44\Presentation.pptx
ItemType: File
Listld: 3fce842c-8ade-4f55-a248-1029c0f57 dfe
Shared file, folder, or site 3/10/2017 11:10 AM meganb@itrm383341.onmicrosoft.com EventData: <Permissions granted=>Full Control<\Permissions granted-
TargetUserOrGroupType: Member
TargetUserOrGroupName: meganb@itrm3859341.onmicrosoft.com

v List of Events v

Objectld: hitps:\\itrm385341 sharepoint.comsites\healthcare

ltemType: Web

EventData: <Added to group=Health Care Products Members<\Added to group=
TargetUserQrGroupType: Member

TargetUserQrGroupName: ganesan_vyapin.com#ext#@itrm389341.onmicrosoft.com

Shared file, folder, or site 3/6/2017 2:47 PM meganb@itrm383341.onmicrosoft.com

Objectld: hitps:\\itrm389341 sharepeint.comsites\healthcare

ltemType: Web

EventData: <Added to group>Health Care Products Members<\Added to group=>
TargetUserOrGroupType: Guest

TargetUserOrGroupName: ganesan1978_hotmail.com#ext#@itrm389341.onmicrosoft.com

Shared file, folder, or site 3/6/2017 2:47 PM meganb@itrm389341.onmicrosoft.com

Objectld: hitps:\\itrm389341 sharepeint.com\sites\healthcare\\sites\healthcare\Shared Documents
ItemType: DocumentLibrary
Listld: 5396e100f-f033-4adb-Sed6-43c35dfd22be
Shared file, folder, or site 3/6/2017 2:46 PM meganb@itrm389341.onmicrosoft.com EventData: <Permissions granted=Edit<\Permissions granted=
TargetUserQrGroupType: Member
TargetUserQrGroupName: ganesan_vyapin.com#ext#@itrm38934L.onmicrosoft.com

Objectld: hitps:\\itrm389341 sharepecint.comsites\healthcare\\sites\healthcare\Shared Documents
ItemType: DocumentLibrary
Listld: 5396e100f-f033-4adb-3ed6-43c35dfd22be
Shared file, folder, or site  3/6/2017 2:46 PM meganb@itrm389341.onmicrosoft.com EventData: <Permissions granted>Edit<\Permissions granted>
TargetUserOrGroupType: NotAvailable
TargetUserOrGroupName: ganesan1978_hotmail.com#ext#@itrm389341.onmicrosoft.com

Ohbjectld: hitps:\\itrm389341 sharepoint.com\sites\bicenter\\sites\bicenter\Documents
ltemType: DocumentLibrary
Listld: 542f1b40-9ad4-4035-925a-2560d5ab028d

Shared file, folder, or site 3/6/2017  12:15PM  meganb@itrm383341.onmicrosoft.com  EventData: <Permissions granted>Contribute<\Permissions granted=>
TargetUserOrGroupType: Member
TargetUserOrGroupName: ganesan_vyapin.com#ext#@itrm389341.onmicrosoft.com

Objectld: hitps:\\itrm389341 sharepeint.com\sites\bicenter\\sites\bicenter\Documents
ItemType: DocumentLibrary

Lict1ds £49890 AN Aadd ANaE ANE~ AEEAAEabnand
| 3

Number of events: 15 Data collection time: 3/20/2017 6:27:17 PM

In the above screenshathe "Operations" column will show the event type that occurred, "Event Date"
and "Event Time" columns will show the time when the event occurred, "User Id" column will show the
user who performed the event and "Event Details" column will show other relatedmation like Site

URL, File location etc.

You can select the "Summary" option in the Report view section, to view the summarized data of the
events that occurred in your tenant recently. There will be options available to summarize data by
"Daily","Hour of the Day" and "Day of Week". This summarize window will be displayed as shown
below,
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& Vyapin Office 365 Management Suite

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About
Sharing set/ revoked %/ ™,
Summarize: Show results: @ Chart type: @ Report view: O Table ® Summary

>
a
§
&
s
b
=1
>

Event Count
=

B Shared file, folder, or site
3.57 B Unshared file, folder, or site

371072017 3/6/2017 3/772007

Time Range

How to generate a report on Synchronization activaties

Perform the following steps to generate a report from Synchronization Activities:

These are thactivities which we have in Synchronization activities.
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Custom Report fusing Event Nl

When you click on any one of the recent events based reports, a dialog will appear as shown be
user selection, whose events you would like to see in the generajsort

< Event Selection

Show results for: ® Allusers () Specific users

0] el

If you would like to view events for a specific user, select the "Specific users" option, and select 1
of users by clicking on the "Select users" button

< Event Selection
Show results for: () All users (@) Specific users

O

Once you click on "OK", the repavtll be generated.
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How to generate a report on Site Administration?

Perform the following steps to generate a report from Site Administration events:

When you click on any one of the recent events based reports, a dialog will appear asbetiawnfor
user selection, whose events you would like to see in the generated report

< Event Selection

Show resulis for: @ Allusers () Specific users

ok ] Gorc

If you would like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select users" button

< Event Selection
Show results for: () Allusers (@ Specific users

T

For Top users based report, a dialog will appear as shown below for selecting events and date range for
fetching the list of top users who had performed the site administration events recently

89



< Site Administration activities

Events: Toggle selection

Created group Created site collection
Deleted group Modified site permissions
Updated group Added user or group to SharePoint group

Added site collection admin Removed user or group frem SharePeoint group

Event date range: | In the last 7 days -

Fram: | Tos |

T

Once you click on "OK", the report will be generated asvshioelow,
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-

Exchange Online Reports SharePoint Online Reports

| Modified site permissions ®/ ™,

Show by: |Eventtype

v List of Events v

Added site collection admin 28-02-2017

Added site collection admin 28-02-2017

Removed user or group from SharePoint group  01-03-2017

Removed user or group from SharePoint group  01-03-2017

Shared file, folder, or site 01-03-2017

Show activity for the last:

Audit and Compliance Reports

Vyapin Office 365 Management Suite

02:50 PM

02:45 PM

04:08 PM

04:08 PM

12:04 PM

meganb@itrm389341.onmicrosoft.com

meganb@itrm385341.onmicrosoft.com

meganb@itrm333341.onmicrosoft.com

meganb@itrm389341.onmicrosoft.com

itrm385341.onmi ft.com

Office 365 Export

- o IEN

Office 365 Manager Migration Planning

Settings  Help About

Objectld: https:\\itrm389341-my.sharepoint.com\personal\henriettam_itrm389341_onmicrosoft_
ItemType: Web

TargetUserOrGroupType: Member

TargetUserOrGroupName: meganb@itrm383341.onmicrosoft.com

Modified Property Name: SiteAdmin

Modified Property NewValue: MeganB@ITRM383341.onmicrosoft.com

Medified Property OldValue:

Objectld: https:\\itrm389341-my.sharepoint.com\personal\lynner_itrm385341_onmicrosoft_com
ItemType: Web

TargetUserOrGroupType: Member

TargetUserOrGroupName: meganb@itrm389341.onmicrosoft.com

Medified Property Name: SiteAdmin

Medified Property NewValue: MeganB@ITRM383341.onmicrosoft.com

Medified Property OldValue:

Objectld: https:\\itrm389341.sharepoint.com

ItemType: Web

EventData: <Group>Everest Owners<\Group>
TargetUserOrGroupType: Member

TargetUserOrGroupName: SHAREPOINT\\system

Modified Property Name: SiteAdmin

Medified Property NewValue: MeganB@ITRM385341.onmicrosoft.com
Medified Property Oldvalue:

Objectld: https:\\itrm389341.sharepoint.com

ItemType: Web

EventData: <Group=Everest Owners<\Group=
TargetUserOrGroupType: Member

TargetUserOrGroupName: nt authority\\system

Medified Property Name: SiteAdmin

Medified Property NewValue: MeganB@ITRM383341.onmicrosoft.com
Meodified Property OldValue:

Objectld: https:\\itrm389341.sharepoint.com\QC testing site
ItemType: Web

EventData: <Permissions granted>Full Control<\Permissions granted=
TargetUserOrGroupType: Member

TargetUserOrGroupName: gradya@itrm389341.onmicrosoft.com
Medified Property Name: SiteAdmin

Medified Property NewValue: MeganB@ITRM383341.onmicrosoft.com
Medified Property Oldvalue:

Number of events: 41

In the above screenshot, the "Operations” column will show the event type that occurred, "Event Date"
and "Event Time" columns will show the time when the event occurred, "User Id" column will show the

Data collection time: 07-03-2017 19:36:32 Refresh

user who performed the event and "Evdbdetails” column will show other related information like Site

URL, File location etc.

You can select the "Summary" option in the Report view section, to view the summarized data of the

events that occurred in your tenant recently. There will be optiavailable to summarize data by
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as shown

below,
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L] Vyapin Office 365 Management Suite - g
Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help  About

| Modified site permissions ®/ ™,

>
[l summarize: | Daily v | Show results: | < Select events —> v Chart type: | Bar chart v @ Report view: O Table ® Summary
g
]
s
b
=
>
07-03-201
04-03-2017)

Time Range

B Modified site permissions
06-03-2017) O Added user or group to SharePoint group

@ Removed user or group from SharePoint group.
B Added site collection admin

W Shared file, folder, or site
01-03-2017) ‘ B Unshared file, folder, or site

Q 1 2 3 4 5 6 7 8 9 10 n 12 13

Event Count

How to generate a report on Site Permissions reports?

Perform the following steps to generate a report from Site Hesion events:

These are the events which we have in site permission activities to generate audit data
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Custom Report fusing Event Nl

When you click on any one of the recent events based reports, a dialog will appear as shown be
user selectionwhose events you would like to see in the generated report

< Event Selection

Show resulis for: ® All users () Specific users

ok J Gorcel |

If you would like to view events for a specific user, select the "Specific users"” option, and select 1
of users by clicking on the "Select users" button

< Event Selection
Show results for: ) All users (@) Specific users

N T

Once you click on "OK", the report will be generated as shown below,
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In the abovescreenshotthe "Operations” column will show the event type that occurred, "Event D
and "Event Time" columns wihow the time when the event occurred, "User 1d" column will show
user who performed the event and "Event Details" column will show other related information lik
URL, File location etc.

You can select the "Summary" option in the Report view section, to viesutmenarizedlata of the
events that occurred in your tenant recently. There will be options available to summarize data b
"Daily", "Hour of the Day" and "Day of Week". This sumpeaniindow will be displayed as shown
below,

How to generate a report on Exchange Mailbox events?

Perform the following steps to generate a report from Exchange Mailbox events:
These are the events which we have in Exchangi#box Activities to generate Audit reports
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When you click on any one of the recent events based reports, a dialog will appear as shown be
user selection, whose events you would like to see in the generated report

< Event Selection

Show results for: @ Allusers () Specific users

T

If you would like to view events for a specific user, select the "Specific users" option, and select
of users by clicking on the "Select users" button

< Event Selection
Show results for: () Allusers (@ Specific users

T

Once you click on "OK", the report will generated as shown below,
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In the abovescreenshotthe "Operations” column will show the event type that occurred, "Event D
and "Event Time" columns will show the time when the event occurred, "User Id" column will shc
user who performed the event and "Event Details" column will show other related information lik
URL, Folder location etc.

You can select the "Summary" option in the Report view section, to viesutmenarizecdata of the
events that occurred ingur tenant recently. There will be options available to summarize data by
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as show
below,

L — S Welp A

How to generate a report on User Administration?

Perform the following steps to generate a report from User Administration events:
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When you click on any one of the recent events based reports, a dialog will appear as shown below, for
user selection, whose events you would like to see in the generated report

< Event Selection

Show results for: @ Allusers () Specific users

ok J Gorce |

If you would like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select users" button

< Event Selection

Show results for: () Allusers (@ Specific users

ok J Gorce |

For Top users based report, a dialog will appear as shown below for selecting evedttearahge for
fetching the list of top users who had performed the user administration events recently

<2 User administration activities
Events: Toggle selection
Added user Deleted user
Reset user password Changed user password

Updated user

Event date range: | In the last 7 days '\-.-'

From: | Toe |

ok J Goncel |
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For logon based reports, a dialog will appear as shown below for selecting date range and users for
fetching the events performed by them

< UserDateSelection

Date Range: | Today v

From: [ Tor l |

Show events of:

All Users (O Specific users | Select list of specific users

Once youlick on "OK", the report will be generated as shown below,

- Vyapin Office 365 Management Suite - d -

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

| Added / deleted / updated users x

Show by: |Eventtype v | Show activity for the last: |15 ~|days Report view:

Table O Summery | fiter |

ResultStatus: success
Objectid: karthick_vyapin.com#EXT#@ITRM383341.onmicrosoft.com
AccountEnabled: True
AlternativeSecurityld: Type=1,IdentityProvider=,Key=AAMAANehels=
OtherMail: karthick@vyapin.com

Added user  06-03-2017 02:59 PM MeganB@ITRM385341.onmicrosoft.com StsRefreshTokensvalidFrom: 2017-03-06T09:29:312
UserPrincipalName: karthick_vyapin.com#EXT#@ITRM38934 1.onmicrosoft.com
Included Updated Properties: AccountEnabled, AlternativeSecurityld, OtherMail, StsRefreshTokensValidFrom, U
Actor ID:MeganB@ITRM385341.onmicrosoft.com
Target ID:karthick_vyapin.com#EXT#@ITRM389341.0nmicroscft.com

v List of Events v

ResultStatus: success

Objectld: vssuser023_office.vyapin.com#EXT#@ITRM3859341.onmicrosoft.com
AccountEnabled: True

AlternativeSecurityld: Type=1,IdentityProvider=,Key=AANAAdN3tEA=

OtherMail: vssuser023@office.vyapin.com

StrongAuthenticationUserDetails: phoneNumber=,alternativePhoneNumber=,email=
StsRefreshTokensvalidFrom: 2017-02-27T10:14:552

UserPrincipalName: vssuser023_office.vyapin.com#EXT#@ITRM 389341 onmicresoft.com
Included Updated Properties: AccountEnabled, AlternativeSecurityld, OtherMail, StrongAuthenticationUserDet:
Actor |D:ganesan_vyapin.com#EXT#@ITRM389341.cnmicrosoft.com

Target ID:vssuser023_office.vyapin.com#EXT#@ITRM383341.onmicrosoft.com

Added user  27-02-2017 03:45PM  ganesan_vyapin.com#EXT#@ITRM385341.cnmicrosoft.com

ResultStatus: success

Objectld: a20d4080fddf40e89b23b3blab71a3d7vssuser023_office.vyapin.com#EXT#@ITRM3853341.0onmicrosa
Is Hard Deleted: False

Actor |D:ganesan_vyapin.com#EXTH@ITRM389341.onmicrosoft.com -
Target ID:a20d4080fddf40e83b23b3blab71a9d7vssuser023_office.vyapin.com#EXTH@ITRM389341.0nmicroso

Deleted user  27-02-2017 03:48PM  ganesan_vyapin.com#EXT#@ITRM389341 cnmicresoft.com

ResultStatus: success

Objectid: LidiaH@ITRM389341.onmicrosoft.com
Targetld.UserType: Member

Actor ID:LidiaH @TRM38934 1.onmicresoft.com
Target ID:LidiaH@ITRM389341.onmicrosoft.com

Updated user 25-02-2017 11:40AM  LidiaH@ITRM385341.onmicrosoft.com

ResultStatus: success

Objectld: LidiaH@ITRM383341.onmicrosoft.com
Targetld.UserType: Member

Actor ID:LidiaH@ITRM385341.onmicrosoft.com
Target ID:LidiaH@ITRM389341.onmicrosoft.com

ResultStatus: success
| | Nhiartld: nanacan mu:v—mnnrnnﬂk\}gs;m_nnmic:rm# ~am E‘B
]

Number of events: 8 Data collection time: 08-03-2017 12:14:16

Updated user 25-02-2017 11:40AM  LidiaH@ITRM389341.onmicrosoft.com
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In the abovescreenshotthe "Operations” column will show the event type that occurred, "Event Date"
and "Event Time" columns will show the time when the event occurred, "User 1d" colunsmowlthe
user who performed the event and "Event Details" column will show other related information like Site

URL, File location etc.

You can select the "Summary" option in the Report view section, to viesuimenarizedata of the
events that occurrd in your tenant recently. There will be options available to summarize data by
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as shown

below,

L Vyapin Office 365 Management Suite

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager

| Added / deleted / updated users %

Summarize: | Daily v | Show results: | <-- Select events —> v

Chart type: | Bar chart v

>
a8

§
&
s
]
=
>

14-02-2017|

15-02-2017|

17-02-201

:
23-02-201 ‘

Time Range

25-02-201

27-02-2017)

06-03-2017)

Event Count

How to generate a report on Group Administration?

- a
Migration Planning

Settings  Help About

Report view: O Table ® Summary

O Added user
B Deleted user
B Updated user
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Perform thefollowing steps to generate a report from Group Administration events:

When you click on any one of the recent events based reports, a dialog will appear as shown below, for
user selection, whose events you would like to see in the generated report

< Event Selection

Show resulis for: @ Allusers () Specific users

ok ] Gorc

If you would like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select users" button

<3 Event Selection
Show results for: () Allusers (@ Specific users

ok ] Gorc

For Top users based report, a dialog will appear as shown below for selecting events and giaferan
fetching the list of top users who had performed the group administration events recently
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Events:

Added group

Updated group
Deleted group

Added member to group

Removed member from group

Event date range:

In the last 7 days

From:

| To: |

T

Once you click on "OK", the report will be generated as shown below,

-

Exchange Online Reports

>
a
§
&
B
]
=
>

| Added / updated / deleted group *

Show by: Show acti

Added group  17-02-2017 03:01 PM

Added group  15-02-2017 02:58 PM

L

Updated group 15-02-2017 02:33 PM

Updated group  15-02-2017 02:55 PM

SharePoint Online Reports

Vyapin Office 365 Management Suite

ity for the last:

00000006-0000-0ff1-c200-000000000000

MeganB@ITRM389341.cnmicrosoft.com

00000002-0000-0ff1-c200-000000000000

00000003-0000-0ff1-c200-000000000000

Audit and Compliance Reports

Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

Report view: @ Table O Summary m

ResultStatus: success

Objectld: Not Available

DisplayName: Test Security

MailEnabled: False

MailNickname: 00000000-0000-0000-0000-000000000000
RenewedDateTime: 2017-02-17T09:31:34Z
SecurityEnabled: True

Included Updated Properties: Display
Actor ID:Microsoft Office 365 Portal
Target ID:Test Security

bled, ilNickname,

ne, MailE

dDateTime, SecurityEnabled

ResultStatus: success

Objectld: Not Available

DisplayName: Contoso Team

GroupType: Unified

IsPublic: True

Mail: contosoteam@ITRM389341.onmicrosoft.com

MailEnabled: True

MailNickname: contoscteam

ProxyAddresses: SMTP:contosoteam@ITRM383341.onmicrosoft.com
RenewedDateTime: 2017-02-15T09:28:562

SecurityEnabled: False

Included Updated Properties: DisplayName, GroupType, IsPublic, Mail, MailEnabled, MailNickname, ProxyAddresses, RenewedDatt
Actor ID:N ITRM389241. com
Target ID:Contoso Team

ResultStatus: success

Objectld: Not Available
Targetld.GroupType: Unified

Actor ID:Office 365 Exchange Online
Target ID:Contoso Team

ResultStatus: success

Objectld: Not Available

Description: Contoso Team

Included Updated Properties: Description
Targetld.GroupType: Unified

Actor ID:Office 265 SharePoint Online
Target ID:Contoso Team

] [

Number of events: 4

101

Data collection time: 08-03-2017 14:57:33



In the above screenshot, the "Operations” column will show the event typedt@irred, "Event Date"

and "Event Time" columns will show the time when the event occurred, "User Id" column will show the
user who performed the event and "Event Details" column will show other related information like Site
URL, File location etc.

You @an select the "Summary" option in the Report view section, to view the summarized data of the
events that occurred in your tenant recently. There will be options available to summarize data by

"Daily", "Hour of the Day" and "Day of Week". This summarineovi will be displayed as shown
below,

- Vyapin Office 365 Management Suite - d

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

| Added / updated / deleted group x

Summarize: | Daily v | Show results: | <-- Select events >

C] charttype: [Barchat | [ Report view: O Tzble ® Summary

>
a8
§
&
s
]
=
>

15-02-201

Time Range

B Added group
B Updated group
M Deleted group

17-02-201

1 2 3

Event Count

How to generate a report on Role Administration?

Perform the following steps to generate a report from Role Administration events:
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When you click on any one of the recent events based reports, a dialog willraggosbown below, for
user selection, whose events you would like to see in the generated report

< Event Selection

Show results for: @ Allusers () Specific users

ok J Gorce |

If you would like to view events for a specific user, select the "Specific users" option, and select the list
of users by clicking on the "Select usdratton

ta ) Event Selection
Show results for: () Allusers (@ Specific users

ok J Gorce |

For Top users based report, a dialog will appear as shown below for selecting events and date range for
fetching the list of top users who had performed the role administration events recently

b Group Administration activities
Events:
Added member to role Remmredliuser from a directory role
Event date range: | In the last 7 days -

From: | Tox |
“oc

Once you click on "OK", the report will be generdlikd all the other Audit Reports
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How to generate a report on Application Administration activities

Perform the following steps to generate a report from Application Administration events:

These are the events which we have in applicatidministration activities, regarding these events v
generate audit reports

O MSfrpor O M Mwnage | Migration aaring

When you click on any one of the recent events based reports, a dialog will appear as shown be
user selection, whose events you would like to Bethe generated report

< Event Selection

Show resulis for: ® Allusers () Specific users

T T

If you would like to view events for a specific user, select the "Specific users" option, and select
of users by clicking on the "Select users" button

< Event Selection
Show results for: ) All users (@) Specific users

N T
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Once you click ofOK", the report will be generated as shown below,

In the above screenshot, the "Operations" column will show the event type that occurred, "Event
and "Event Time" columns will show the time when the event occurred, "ldseolumn will show the
user who performed the event and "Event Details" column will show other related information lik
URL, File location etc.

You can select the "Summary" option in the Report view section, to view the summarized data o
events that occurred in your tenant recently. There will be options available to summarize data b
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as show
below,
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How to generate a report adicrosoft Teams Activities:
Perform the following steps to generate a report from Microsoft Teams events:

These are the events which we have in Microsoft Teams activities, regarding these events we g
audit reports

When you click on any one of the recent events based reports, a dialog will appear as shown be
user selection, whose events you would like to see in the generated report

< Event Selection

Show results for: ® Allusers () Specific users

o] o

If you would like to view events for a specific ysalect the "Specific users” option, and select the
of users by clicking on the "Select users" button

< Event Selection
Show results for: () All users (@) Specific users

T
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Once you click on "OK", the report will be generated as shown below,

In the abovescreenshotthe "Operations” column will show the event type that occurred, "Event
Date" and "Event Time" columns will show the time when the event occurred, "User 1d" column
show the user who performed the event and "Event Details" column will shiber oelated
information like Site URL, File location etc.

You can select the "Summary" option in the Report view section, to viesutmenarizedlata of the
events that occurred in your tenant recently. There will be options available to summarabylat
"Daily", "Hour of the Day" and "Day of Week". This summarize window will be displayed as shoy
below,
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How to generate a report on eDiscovery activities?

Perform the following steps to generate a report from eDiscovery events:

These are the events which we have in eDiscovery Activities to generate Audit reports

ece 5 Expat Mg Paseg

Custom Rapor (sing Evsed Name)

When you click on any one of the recent events based reports, a dialog will appear as shown below, for
user selection, whose events you would like to see in the generated report

< Event Selection

Show resulis for: ® All users () Specific users

0] el

If you would like to view events for a specific user, select the "Specific users" option, and select the list of
users by clicking on the "Select users" button
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< Event Selection

Show results for: ) All users  (®) Specific users

O

Once you click on "OK", the report will be generated.

How to generate a custom report?

Perform the following steps to generate Custom Report:
Select Custom Reports frotine available vertical tabs.

After, selecting the custom report the form will be appear as shown below:

Here, we may select the report in multiptategory. Theselect the date range to generate "All user
or "Specific users" report.
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B New Audit Log search X
- —a
Folder activities V) =
Copied folder '
5 Date Range: ‘ Today v
Created folder V
From: | | ‘ To | | ]

Deleted folder V '

Deleted folder from recyde Bin ) Show svents of: (@ All Users () Specific US&rs Select list of specific users |
Deleted felder from second-stage When to search: (® Search Now () Schedule

recycle bin

Modified folder V

Moved folder V

Renamed folder

Restored folder
Sharing and access request activities () =«

Unshared file, folder or site V

Shared file, folder or site v

Created sharing invitation v

Accepted sharing invitation W [+] “

1 Select the desired report and ClioK...button to display the respective details.

P — - 8 x

e 83 ot Vgt P

If, require to Use custom report again, by clicking "Custom Report" button at top.
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Oke 83 ot [ —

Surgnen 16052018 0M  presse

Wurmber of evosts: 2262

e M3t Maponcn Fareirg

Seinge ey Mot

e
| ——
e
L
[T—— ...
o]

FokorCratod 10052018 1636

EBSAASSA paiccsch_com

Restiahdsta e -
Number of svents: 2352 Dt avaaila i ditabase: (03-09-2018 084807 o 30-08. 2008 22,0600

Select the desired report and CliGK...button to display the respective details.

Here, we can do schedule the custom report by click the scheghiens. Followthe above mentionec
steps to run the Custom Reports as we required.
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Office 365ReportgExchange Online Reps)r

How to generate Dddboard Summary repor?

How to generatéMailbox report?

How to generatéMail ltem report?

How to generate Group report?

How to generatéPublic Folder report?

How to generatéMail Contact report?

How to generatéMail User report?

How to generatdicense report?

How to generate &ecurityReport?

How to generatdnbound mailReport?

How to generatedOutbound maildkeport?

How to generate Top 10 user mail activity Report?

How to generate &ecurityReport?

How to Email data?

How to Export data?

How torefreshdata?

How to use Filter?

How to schedule an Exchange Report Task?

112



How to generat®ashboard SummaRBeport?

Perform the following steps to generatelmshboard Summary Report

1. SelectExchange Online Reporfsom the available veital tabs. Then from left pane

application, selecbashboard Summary

For demonstration purposd,op Users by Mailbox Sizeport has been chosen.

2. On selectingop Users by Mailbox Sizeport, a window is displayed as shown below:

Vyapin Office 365 Management Suite

- oW

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export

[ Top Users by Mailbox Size %/ ™,
® Export | W E-mail | 2 Refresh

Top Users by Mailbox Size

>
£
o
o
&
s
-
]
)
>

Aziz Hassouneh
David Longmuir
MOD Administrator
Alex Darrow

Janet Schorr

Users

Molly Dempsey.

Garth Fort

Tony Krijnen

Katie Jordan

Sara Davis

0 1 2 3 4 5 6 7 8 9 10 n

Mailbox Size(MB)

Summary

User with largest Mailbox Size : Sara Davis

Mailbox Size : 1086 MB

User with Smallest Mailbox Size :  Aziz Hassouneh

Mailbox Size : 033 MB

Details

User Name Last Login Last LogOff Deleted Item Count Item Count
Sara Davis 10/8/2015 11:40:05 AM 118 802
Katie Jordan 10/6/2015 12:55:31 PM 10/6/2015 12:15:56 PM 73 851
Teny Krijnen 10/7/2015 7:23:31 PM 31 179
Garth Fort 10/6/2015 12:03:05 PM 10/6/2015 12:16:04 PM 99 362
Molly Dempsey 10/7/2015 7:23:26 PM 70 254
Janet Schorr 10/7/2015 4:05:16 PM 31 109

Office 365 Manager

Mailbox Type

Private
Private
Private
Private
Private
Private

Migration Planning

Settings  About

Data Collection Time : 08-Oct-15 12:51:14 PM

<-- Select Columns --»  ~

Total Deleted ttem | r. ) 1oy Size(ME)

Size(MB)

216 10.86
1.61 6.41
0.89 4.16
2.76 3.49
152 277
1.04 1.99

Columns to balisplayed on thegd can be selected from the dropdowBYy default, all columns are

displayed.
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Details

User Name

Conf Reom Hood
Conf Room Baker
Conf Room Rainier
Conf Room Stevens
Conf Room Adams

Last Login

Last LogOff

Deleted Item Count

9/22/2015 7:06:05 PM  8/22/2015 7:11:16 PM 0

9/28/2015 9:58:07 AM

]

9/22/2015 7:06:09 PM  8/22/2015 7:11:15PM 0
9/28/2015 11:04:44 AM 9/28/2015 11:09:50 AM 0

9/28/2015 11:04:28 AM 5/28/2015 11:09:39 AM 0

Item Count

65
67
67
67
69

m

<-- Select Columns --» B

User Name

Last Login

Last LogOff €

Deleted Item Count B

Pri Item Count .
. Mailbox Type

Pri{[] Total Deleted Item Size(MEB) H

Pri{[¥] Total Itern Size(MB)

=

=

Private 0
Private 0

3. After selecting the desired column from the dropdown control, pfeefreshbutton to
display.

Details

Total Deleted Item
Size(MB)

o o o o o o

Total Item Size(MB)

0.0993
0.1021
0.1027
0.1027
0.1051
0.1057

<-- Select Columns --> B

[C] User Name

[ Last Login

[ Last LogOff

[C] Deleted Item Count
[ tem Count .
[C] Mailbox Type

Total Deleted Item Size(MB)
Total Item Size{MB)

4. Follow the above mentioned steps to run the otliggshboard Summaryeports.
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How to generate Mailbox Report?

Perform the following steps to generate Mailbox Report:

Select Exchange Online Reports from the available vertical tabs. Then from left side of the appli
select Mailbox Report.

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

On selectingMailbox General Information and Address Details" Report, a-pgpwindow is displaye:
as shown below:
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Select users:

Select users. You may query and select users based on their roles, groups, devices and attnbutes.

Refresh now: @ Find...

All Users Display Mame Email Address

Users who have Admin Roles
Users based on Groups
Mobile Device Access

Users based on Attributes

[ ] Select Al [] Use this selection for all the reports in this session

ok || Cancel

0 user(s) found.
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Select users:

Select users. You may query and select users based on their roles, groups, devices and attnbutes.

Data collected on:  06/07/2016 5:46:25 PM Refrezh now: @

Find...

All Users Display Name
Alex Darrow

Users who have Admin Roles Allie Bellew

Users based on Groups Anne Wallace

Aziz Hassouneh

Mobile Device Access Belinda Newman
Bonnie Kearney

Brian Johnson (TAILSPIN)

Users based on Attributes

Conf Room Adams
Conf Room Baker
Conf Room Crystal
Conf Room Hood

Conf Room Rainier

FaPpy o [PENPER o

1o0o00Oo0oooooood

Emiail Address
AlexD@vyapindemod.onmicrosoft.com
AllieB@vyapindemaod.onmicrosoft.com
AnneW@vyapindemo8.onmicrosoft.com
AzizH@wyapindemo8.cnmicrosoft.com
BelindaMN@vyapindemod.onmicrosoft.com
BonnieK@vyapindemaod.onmicrosoft.com
Brian)@vyapindemo8.onmicrosoft.com
Adams@wvyapindemof.onmicrosoft.com
Baker@vyapindemo8.onmicrosoft.com
Crystal@vyapindemod.onmicrosoft.com
Hood@vyapindemod.onmicrosoft.com

Rainier@wyapindemo8.onmicrosoft.com

-, PPN [P ; PSP P - B —

]

W

[] select &l [] Use this selection for all the reports in this session

ok || Cancel

0 user(s) selected.

32 user(s) found.

Select the desired mailbox and CI@K...button to display the respective mailbox details.
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Select users:

Select users. You may query and select users based on their roles, groups, devices and attributes.

Data collected on:  06/07/2016 5:46:25 PM Refrezh now: @ Find...

All Users Display Name Email Address

Alex Darrow AlexD@vyapindemod.onmicrosoft.com

Users who have Admin Roles Allie Bellew AllieB@vyapindemaod.onmicrosoft.com

Corelret s T Anne Wallace AnneW@vyapindemo8.onmicrosoft.com

Aziz Hassounsh AzizH@wyapindemo8.cnmicrosoft.com
Mobile Device Access Belinda Newman BelindaMN@vyapindemod.onmicrosoft.com
Bonnie Kearney BonnieK@vyapindemod.onmicrosoft.com

Brian Johnson (TAILSPIN) Brian)@vyapindemo8.onmicrosoft.com

Users based on Attributes

Conf Room Adams Adams@wvyapindemof.onmicrosoft.com
Conf Room Baker Baker@vyapindemo8.onmicrosoft.com
Conf Room Crystal Crystal@vyapindemod.onmicrosoft.com
Conf Room Hood Hood@vyapindemod.onmicrosoft.com

Conf Room Rainier Rainier@wyapindemo8.onmicrosoft.com

W
FaPpy o [PENPER o -, PPN [P ; PSP P - B —

]

100000 EERE -

[] select &l [] Use this selection for all the reports in this session

oKk || Cancel

T user(s) selected. 32 user(s) found.
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Collecting Report Data

Duringdata collection, the widow is displayed as shown below:

Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings Help About

L Favorites i
£ D

§. ashboard Summary hd

= -

5 Mailbox Reports -

=

&l Mailbox General Information and

PR Address Details

Mailbox Created and Modified
Dates

Mailbox E-mail Addresses
Mailbox Exchange Settings

Mailbox Message Size
Restrictions

m

Mallb_ux Message Delivery Collscting report dats
Restrictions
Current mailbox: Aziz Hassouneh
Mailbox Messaging Records

Processing mailbox: 4in 7
Management

Cancel
Mailbox Storage Quotas

Mailbox Delivery Options
Mailbox Permissions

Mailboxes hidden from Address
Book

Mailboxes with duplicate display
names

Mailboxes with no Quota Limits
Mailbox Size

Mailbox Default Folder Security
Disabled mailboxes

Mailbox Folder Properties

Mailbox Attachments Summary -

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports

Favorites
Dashboard Summary

Mailbox Reports

SharePoint Online Reports

Audit and Compliance Reports

Office 365 Export

| * | Mailbox General Information and Address Details ™,

<] 9 Export

Object Name

2
$
e
:

: Address Details

: Mailbox General Information and

admin
AllieB

Mailbox Created and Modified

Dates

Mailbox E-mail Addresses

Mailbox Exchange Settings

Mailbox Message Size
Restrictions

Mailbox Message Delivery

Restrictions

Mailbox Messaging Records

Management
Mailbox Storage Quotas
Mailbox Delivery Options

Mailbox Permissions

Mailboxes hidden from Address

Book

Mailboxes with duplicate display

names

AnneW
AzizH
BelindaN
BonnieK

m

Mailboxes with no Quota Limits

Mailbox Size

Mailbox Default Folder Security

Disabled mailboxes

Mailbox Folder Properties

Mailbox Attachments Summary <

Display Name

admin admin
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney

Brian Johnson (TAILSPIN) Brian Johnson (TAILSPIN) Brian

n

Number of records: 7

Office 365 Manager

T fiter | Email ) Refresh | <-- Selectcolumns —> v |

First Name Last Name Initials
admin admin
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney
Johnson

Migration Planning

Settings  Help

Data Cellection Time: 30-Sep-15 11:13:44 AM

Office Manager
18/2107 TonyK
15/1102

98/2202 TonyK
20/1109 Julianl
131/2105 AnneW

:S:;Sm Departn
Finance
Executive
Finance
Legal
Sales & 1

Number ofcolumns to be displayed on theid can be selected from the dropdowBYy default, all
columns are displayed.

Filter

9 Export
Object Name

admin
AllieB
AnneW
AzizH
BelindaM
BonnieK

Brian Johnson (TAILSPIN) Brian Johnson (TAILSPI] L Home Phone
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Display Name

admin admin
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney

’;; Refresh || €— Select columns —> |~

3

Object Name
Display Mame
First Name
[C] Last Name

[ nitials

[ Office

[C] Manager

[C] Assistant Name
[C] Department
[C] company

[C] Phone

m

[] Mabile Phone

[ Fax

[C] Pager

[] Cther Home Phane
[] Cther Mabile Phone
[ Cther Fax

[ E-mail

] Notes

[C] Web Page -

[e]

Name Initials

juneh
an
ey
on

Office

18/2107
15/1102
98/2202
20/1109
131/2105

Data Collection Time: 30-Sep-15 11:13:44 AM

Manager

TonyK

TonyK
JulianI
AnneW

Department

Finance

Executive Management
Finance

Legal

Sales & Marketing



After selecting the desired column from the dropdown, prBsfreshbutton to display.

'b Export T Fiter " E-mail ~” Refresh | <-- Select columns --> ~ | (X Data Collection Time: 30-Sep-15 11:13:44 AM

Object Name Display Name First Name
admin admin admin admin
AllieB Allie Bellew Allie
AnneW Anne Wallace Anne
AzizH Aziz Hassouneh Aziz
BelindaM Belinda Newman Belinda
BonnieK Bonnie Kearney Bonnie

Brian Johnson (TAILSPIN) Brian Johnson (TAILSPIN) Brian
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How to generate Mail Item Report?

Perform the following steps to generate Mail Item Report:

Select Exchange Online Reports from the available vertical tabs. Then from left side of the appli
select Mail Item Report.

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

On selecting "Read Mail Items" Report, a poyp window is displayed as shown below:
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Select users:

Select users. You may query and select users based on their roles, groups, devices and attnbutes.

Refresh now: @ Find...

All Users Display Mame Email Address

Users who have Admin Roles
Users based on Groups
Mobile Device Access

Users based on Attributes

[ ] Select Al [] Use this selection for all the reports in this session

ok || Cancel

0 user(s) found.
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Select users:

Select users. You may query and select users based on their roles, groups, devices and attnbutes.

Data collected on:  06/07/2016 5:46:25 PM Refrezh now: @

Find...

All Users Display Name
Alex Darrow

Users who have Admin Roles Allie Bellew

Users based on Groups Anne Wallace

Aziz Hassouneh

Mobile Device Access Belinda Newman
Bonnie Kearney

Brian Johnson (TAILSPIN)

Users based on Attributes

Conf Room Adams
Conf Room Baker
Conf Room Crystal
Conf Room Hood

Conf Room Rainier

FaPpy o [PENPER o

1o0o00Oo0oooooood

Emiail Address
AlexD@vyapindemod.onmicrosoft.com
AllieB@vyapindemaod.onmicrosoft.com
AnneW@vyapindemo8.onmicrosoft.com
AzizH@wyapindemo8.cnmicrosoft.com
BelindaMN@vyapindemod.onmicrosoft.com
BonnieK@vyapindemaod.onmicrosoft.com
Brian)@vyapindemo8.onmicrosoft.com
Adams@wvyapindemof.onmicrosoft.com
Baker@vyapindemo8.onmicrosoft.com
Crystal@vyapindemod.onmicrosoft.com
Hood@vyapindemod.onmicrosoft.com

Rainier@wyapindemo8.onmicrosoft.com

-, PPN [P ; PSP P - B —

]

W

[] select &l [] Use this selection for all the reports in this session

ok || Cancel

0 user(s) selected.

32 user(s) found.

Select the desired mailbox and CI@K...button to display the respective mail item details
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Select the desired users

All Users

Users who have Admin Roles
Users based on Groups
Mobile Device Access

Users based on Attributes

Refresh now: IEI

Find...

Display Name
admin admin
Belinda Newman
Junmin Hao
Julian Isla

Allie Bellew
Fabrice Canel
Katie Jordan
Alex Darrow
Tony Krijnen
Sara Davis

Rob Young
Garth Fort

Ny o » [PENPERPSII, » I Pipip

i
0
0
0
L]
L]
L]
L]
L]
L]
L]
0
<l_l

[] select All

Emiail Address
admin@vyapindemod.onmicrosoft.com
BelindaMN@wyapindemo8.onmicrosoft.com
JunminH@vyapindermod.onmicrosoft.com
Julianl@wyapindemof.cnmicrosoft.com
AllieB @vyapindemod.onmicrosoft.com
FabriceC@vyapindemo8.onmicrosoft.com
Katiel @vyapindemof.onmicrosoft.com
AlexD@vyapindemaod.cnmicrosoft.com
TonyK@vyapindemod.onmicrosoft.com
SaraD@vyapindemo8.onmicrosoft.com
RobY@wyapindemo8.onmicrosoft.com

GarthF@vyapindemo8.onmicrosoftcom

L N PR, P P PGS ; [P PP < N—

]

oKk || Cancel

1 user(s) selected.

35 user(s) found.

During data collection, the window is displayed as shown below
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

L Favorites ~
'§- Dashboard Summary hd
; Mailbox Reports hd
=
=1 Mail Item Reports =
<

Read Mail ltems

Unread Mail ltems
Deleted Mail ltems
High Impertance Mail ltems
Low Importance Mail ltems

Junk Mail ltems Collecting report data...

C it mailbox: ad L
Mails from External Accounts Lrrentmar acmin zcmin
Processing mailbox: 1in 1

Mails to External Accounts
Cancel

Mail ltems Summary

Send As and Send on Behalf mails

Mail Volume - Sent and Received

Mailbox Usage hd

Groups hd
Public Folders it
Mail Contacts =
Mail Users -
Licenses =
Security Reports -
Schedule it

Once the data collection process is complebe teport data will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings Help About

Pl Fovorites + [ Read Mailltems [ Top Users by Mailbox Size
% Dashboard Summary v B epor | T riter | ® Email | 2 Refresn| < Selectcolumns >~ Data Collection Time: 29-Sep-15 6:48:43 PM
| Mailbox Reports v
E Object Name Display Name E-mail First Name Last Name Folder Name Folder Pi
=1 Mail Item Reports -
= Read Mail ltems admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin {06967759-274D-40B2-A3EB-D7FIE73727D7} \Contacts
D7F9ET37
U d Mail It admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin {ASE2BC46-B3A0-4243-B315-60D991004455} \Contacts
nrea all ltems B315-60C
Deleted Mail It admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Calendar \Calendar
ele ail ltems
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Clutter \Clutter
High Importance Mail ltems admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Contacts \Contacts
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Conversation Action Settings \Convers:
Low Importance Mail ltems admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Deleted Items \Deleted |
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Drafts \Drafts
Junk Mail ltiems admin admin admin  admin@vyapindemoZ2.onmicrosoft.com admin admin GAL Contacts \Contacts
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Inbox \nbox
Mails from External Accounts admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Journal “Journal
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Junk Email YJunk Em;
Mails to External Accounts admin admin admin  admin@vyapindemoZ2.onmicrosoft.com admin admin Notes \Notes
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Organizational Contacts \Contacts
Mail ltems Summary admin admin admin  admin@wyapindemo2.onmicrosoft.com admin admin Outbox \Outbox
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin PeopleCentricConversation Buddies \Contacts
Send As and Send on Behalf mails admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Recipient Cache \Contacts
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Sent Items \Sent Iten
Mail Volume - Sent and Received admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Tasks \Tasks
Mailbox Usage E
Groups v
Public Folders ~
Mail Contacts hd
Mail Users hd
Licenses v
Security Reports E
Schedule ~

“ n v

Number of records: 19

Number ofcolumns to be displayed on theid can be selected from the dropdown. By default, all
columns are displayed.

127



'b Export
Object Name
admin
admin

admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin

T Filter | " E-mail

Display Name E-mail

admin admin

admin admin

admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin

(_: Refresh

<-- Select columns -->

admin@vyapindemoZ.onm|

admin@vyapindemoZ.onm|

admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|
admin@vyapindemoZ.onm|

admin@vyapindemoZ.onm|

Object Name
Display Name
E-mail

[T First Name

[T Last Mame

[C] T0.SessionIndex
[C] Folder Name
[ Folder Path

[C] Count

[C] From
7o

] Subject

[] Ttem Size (KE)

[] Has Attachments
[] ttem Created Date
[ Item Received Date
[] Item Sent Date

[] Item Last Modified Name
[] Item Last Modified Time

[ T1.5essionindex

c

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemoZ2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

Last Name

admin

admin

admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin

Data Collection Time: 29-Sep-15 6:48:43 PM

Folder Name

Folder P;

{06967759-274D-40B2-A3EB-DVFIE73727D7} \Contacts

D7FSE73]

{ASEZBC46-B3A0-4243-B315-60D991004455} \Contacts

Calendar

Clutter

Contacts

Conversation Action Settings
Deleted Items

Drafts

GAL Contacts

Inbox

Journal

Junk Email

MNotes

Organizational Contacts
Outbox
PeopleCentricConversation Buddies
Recipient Cache

Sent Items

Tasks

After selecting the desired column from the dropdown, prBsdreshbutton to display.

3 Export
Object Name
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin
admin

T Fiter " E-mail ;:. Refresh || <-- Select columns -> ~ | C'

Display Name E-mail

admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin
admin admin

admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com
admin@vyapindemoZ2.onmicrosoft.com
admin@vyapindemo2.onmicrosoft.com

B315-60C
“WCalendar
\Clutter
“WContacts
WConvers:
YWDeleted |
Drafts
“WContacts
‘Inbox
‘Journal
‘Junk Emi
“WNotes
“WContacts
YWOutbox
‘WContacts
‘WContacts
‘Sent Iten
“Tasks

Data Collection Time: 29-5ep-15 6:48:43 PM

Follow the above mentioned steps to run the other reportd/zil Item Reports
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How to generaté&roupReport?

Perform the following steps to generateGroup Report

1. SelecttExchange Online Reporfeom the available veital tabs. Then from left pane of the
application, selecGroups

For demonstration purposésroup General Information and Address Detaitport hasbeen
chosen

2. On selectingsroup General Iformation and Address Detaileeport, a popup window willbe
displayed as shown below:
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Select Groups:

Select Groups. You may query and select groups based on their distribution groups, security groups,

attributes and group membership.

Group Picker

Data collected on:  23-06-2016 10:57:49 Refresh now:

All Groups
Distribution Groups
Security Groups

Groups based on Group
Attributes

Groups based on User Attributes

Find: | |

Display Name

All Employees
Building 1 Rooms
Building 2 Rooms
Executives
Finance Team
Legal Team
Morthwind Traders
Project Falcon

Sales Team

JOooooooooan

[] select all

}EQJH

Email Address

Employees@MODE25253.onmicrosoft.co
Building1Rooms@MOD6E25253.onmicros
Building2Rooms@MOD6E25253.onmicros

Executives@MODE25253.onmicrosoft.cor
Finance@MOD&25253.onmicrosoft.com
Legal@MOD625253 . onmicrosoft.com
Northwind @MODE25253.onmicrosoft.co
ProjectFalcon@MODE25253 . onmicrosoft,
Sales@MOD625253.onmicrosoft.com

»

Clear Filter

) Exclude Distribution Groups

) Exclude Security Groups

) Exclude Groups based on User Attributes | Attributes..

| QK | | Cancel

11 greup(s) found.

3. Select the desired group(s) antlak OKbutton to display the respective group detalils.
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Group Picker

Select Groups. Yeu may query and select groups based on their distribution groups, security groups,
attributes and group membership.

Data collected on:  24-00-2016 18:59:32 Refresh now: Find: .

Select Groups: ﬂ
-
;J

All Groups Display Name Email Address

L] Al Employees Employees@MOD625253.onmicrosoft.co
Distribution Groups Building 1 Rooms Building 1Rooms@MOD625253.onmicros
R e Building 2 Rooms Building2Rooms@MODE25253.0nmicros

[ Executives Executives@MODE25253 . onmicrosoft.cor
Groups based on Group [] Finance Team Finance@MOD625253.onmicrosoft.com
Attributes

[] Legal Team Legal@MOD625253 . onmicrosoft.com
Groups based on User Attributes [] Morthwind Traders Northwind @MOD625253.cnmicrosoft.co

[] Project Falcon ProjectFalcon@MOD625253 . onmicrosoft,

[] s=ales Team Sales@MOD6E25253 . onmicrosoft.com

[] Select Al Clear Filter

) Exclude Distribution Groups ) Exclude Security Groups

) Exclude Groups based on User Attributes | Attributes...

| (8] 4 | | Cancel

2 group(s) selected. 11 group(s) found.

Collecting Report Data

During data collection, the witow is displayed as shown below:
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

L Favorites =
£ D
§_ ashboard Summary hd
; Mailbox Reports hd
=
£l Mail Item Reports hd
= Mailbox Usage hd

Groups -

Group General Infermation and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses

Group Exchange Settings Collecting report data...

N . Current group: Building 1 Rooms
Group Message Size Restrictions — 3
Processing group: 1in2

Group Message Delivery

Restrictions agcd

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders hd
Mail Contacts =
Mail Users =
Licenses 7
Schedule hd

Once the dataollection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports ~ SharePoint Online Reports Audit and Compliance Reports Office 365 Export ~ Office 365 Manager Migration Planning

Settings  Help About

" Favorites + | Group General Information and Address Details
% Dashboard Summary >| () Export T Fiter W E-mail | 22 Refresh <~ Select columns —-> = Data Collection Time: 30-Sep-15 11:46:04 AM
e q .
s LELeE e T | | Object Name Display Name  Alias E-mail _I?;;!ment Group Type
-
] .
S U AR B T Building 1 Rooms Building 1 Rooms BuildinglRooms2217152 BuildinglRooms2217152@vyapindemoZ.onmicr MailUniversalDistributionGroup Universal :
W Mailbox Usage - osoft.com
Building 2 Reoms Building 2 Rooms Building2Rooms2219652 Building2ZRooms2219652@vyapindemoZ2.onmicr MailUniversalDistributionGroup Universal ‘
Groups - osoft.com

Group General Information and
Address Details

Group Created and Madified
Dates

Group E-mail Addresses
Group Exchange Settings
Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders v
Mail Contacts v
Mail Users v
Licenses hd
Schedule hd

4 mn N

Number of records: 2

Columns to be displayed on thédjcan be selected from the dropdown. By default, all the columns will
be displayed.
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Exchange Online Reports ~ SharePoint Online Reports Audit and Compliance Reports Office 365 Export ~ Office 365 Manager Migration Planning

Settings  Help About

PR Fovorites + || Graup General Information and Address Details .
% Dashboard Summary - & Export T filter " Email % Refresh | <-- Select columns --> |» E] Data Collection Time: 30-Sep-15 11:46:04 AM
= ., Object Name Recipient
5 Mailbox Reports Object Name Display Name  Alias Display Name - Group Type
= N Alias Type
)=} Mail Item Reports Building 1 Rooms Building 1 Rooms Building1Rogq | E-mail oms2217152@vyapindemo2.onmicr MailUniversalDistributionGroup Universal
< N | Recipient Type
Mailbox Usage v [C] Group Type
Building 2 Rooms Building 2 Rooms Building2Rod [ anaged B oms2219652@vyapindemo2.onmicr MailUniversalDistributionGroup Universal
Groups = ‘osoft.com

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses
Group Exchange Settings
Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders hd
Mail Contacts hd
Mail Users hd
Licenses hd
Schedule hd

< m b

Number of records: 2

After selecting the desired tamns from the dropdown, presRefreshbutton.
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

B Favorites + [ Group General Information and Address Details ™
E- Dashboard Summary - b Export T fiter ' email % Refresh | <-- Select columns —-> ~ | Data Collection Time: 30-Sep-15 11:46:04 AM
E Mailbox Reports ~ |  Object Name Display Name  Alias
3
82 Mail Ttern Reports - Building 1 Rooms Building 1 Rooms BuildinglRooms2217152
= ail Item Repol
= - Building 2 Rooms Building 2 Rooms Building2Rooms2219652
< -
Mailbox Usage hd
Groups -

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses
Group Exchange Settings
Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders =
Mail Contacts hd
Mail Users hd
Licenses =
Schedule =

Number of records: 2

Follow the above mentioned steps to run the otl&roupReports
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How to generate Public Folder Report?

Perform the following steps to generatdPaublic Folder Report

1. SelecteExchange OnlinReportsfrom the available vertical tabs. Then from left pane of the
application, selecPublicFolders

For demonstration purposéublic Folder General Settingsport has been chosen.

2. On selectind’ublic Folder General Settingsport, a popup window is displayed as shown
below:
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Select the desired public folders for which report has to be generated.

IEI Eind... | | m

Enumeration time: 03-11-2015 17:21:25

137

Display Mame Email Address
[ ] public 1 public1@wapindemo &.onmicrosoft com
[ ] public? public2@wapindemo 5.onmicrosoft com

£

[ ] Select &l [] Use this selection for all the reports in this session
2 public folder(s) found.

0 public folder(s) selected.

Selectthe desired public folder andick OKbutton to display the respective public folder

details.



Select the desired public folders for which report has to be generated.

Enumeration time:  03-11-2015 17:21:25 @ Find.. | [ 2

Display Mame Email Address

public 1 public1@wyapindemo 5.onmicrosoft.com
[ ] public2 public2@yapindemob.onmicrosoft.com

[ ]Select Al [ ] Use this selection for all the reports in this session

1 public folder(s) selected. 2 public felder(s) found.

Collecting Report Data

During data collection, the window wilk displayed as shown below:
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Exchange Online Reports SharePeint Online Reports

Favorites
Dashboard Summary
Mailbox Reports

Mail Item Reports

A List of Reports A

Mailbox Usage
Groups
Public Folders

Public Folder General Settings

Public Folder Created and
Modified Dates

Public Folder E-mail Addresses
Public Folder Limits
Public Folder Exchange Settings

Public Folder Message Size
Restrictions

Public Folder Message Delivery
Restrictions

Public Folders hidden from
Address Book

Public Folder Client Permissions
Public Folder Size

Empty Public Folders

Audit and Compliance Reports

Collecting report data..

Current public folder: Public Folder1

Processing public folder: 2in 2

Office 365 Export

Office 365 Manager

Cancel

Mail Contacts

Mail Users

Licenses

Schedule

Once the data collection process is complete,

shown below:
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Migration Planning

Settings

Help

About

the report data will be displayed in a report window as



Exchange Online Reports SharePoint Online Reports

N Favorites Public Folder General Settings
E_ Dashboard Summary hd & Export
@
; SELGREEIE T Object Name Display name Alias name
ot
2 [ T T | Public Folderl Public Folderl PublicFolderl
= Mailbox Usage hd
Groups ¥ | Public Folder2 Public Folder2 PublicFolder2
Public Folders =

Public Folder General Settings

Public Folder Created and
Modified Dates

Public Folder E-mail Addresses
Public Folder Limits
Public Folder Exchange Settings

Public Folder Message Size
Restrictions

Public Folder Message Delivery
Restrictions

Public Folders hidden from
Address Book

Public Folder Client Permissions
Public Folder Size

Empty Public Folders

Mail Contacts E
Mail Users =
Licenses E
Schedule hd

Audit and Compliance Reports

Office 365 Export Office 365 Manager

T Fiter W Email | 27 Refresh | <— Selectcolumns > v @

E-mail
address

Folder name

PublicFolderl@vyapindemo2.onmicrosoft.com Public Folderl

PublicFolder2@vyapindemo2.onmicrosoft.com Public Folder2

Migration Planning

Settings  Help About

Data Collection Time: 30-Sep-15 12:33:06 PM

Recipient Address list

type membership

PublicFolder \MailPublicFolders(VLY) \All Rec
\Default Global Address List \Of
Address List

PublicFolder \MailPublicFolders(VLV) YAll Rec

\Default Global Address List \Of
Address List

Number of records: 2
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Columns to be displayed on thedjcan be selected from the dropdown. By default, all coluames

displayed.

b Export T Fiter | " E-mail =" Refresh | <-- Select columns —-> [ (= Data Collection Time: 30-5ep-15 12:33:06 PM

Object Name Recipient
Object Name Display name Alias name Display name Folder name |
Alias name type
Public Folderl Public Folderl PublicFolderl | E-mail address no2.onmicrosoft.com Public Folderl PublicFolder
Folder name

] Recipient type
[C] Address list membershi
Public Folder2 Public Folder2 PublicFolder2 PuUBlicFolderZ@vyapindemo2.onmicrosoft.com Public Folder2 PublicFolder

After selecting the deésed column from the dropdown lick Refreshbutton.

bExport N7 Fiter | ' E-mail ,'-: Refresh | <-- Select columns --> ~ | C

Object Name Display name Alias name
Public Folderl Public Folderl PublicFolderl
Public Folder2 Public Folder2 PublicFolder2

Follow the above mentioned similar steps to run a differeoblic FoldeReport.
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Address list

membership
“WailPublicFolders(VLV) “All Rec
“WDefault Global Address List \Of
Address List
WiailPublicFolders(VLV) \All Rec
Default Global Address List \Of
Address List

Data Collection Time: 30-5ep-15 12:33:06 PM



How to generate Mail Contact Report?

Perform the following steps to generaseMail Contact Report

1. SelectExchange Online Reporfsom the available vertical tabs. Then from left side of the
application, selecMail Contact report

For demonstration purposévail Contact General Informabn and Address Detaileport has
been chosen.

2. On selectingviail Contact General Information and Address Detaiport, a pop- up window
is displayed as shown below:

Select the desired contacts for which report has to be generated.

Enumeration time:  03-11-2015 17:15:48 @ Eind... | || P

Display Mame Email Address

[ ] Brain O"Mac BrianM&vyapindemob.onmicrosoft.com
[ Shane ©" Connar ShaneC @vyapindemo5.onmicrosoft . com

£

[ ] Select &l [] Use this selection for all the reports in this session OK

0 contact(s) selected. 2 contact(s) found.

3. Select the desiredhail contactand ClickOKbutton to display the respectivail contact
details.
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Select the desired contacts for which report has to be generated.

Enumeration time:  03-11-2015 17:15:48 IEI Eind... | || P

Display Mame Email Address

[ ] Brain O"Mac BrianM&vyapindemob.onmicrosoft.com
Shane O Connor ShaneC @vyapindemo5.onmicrosoft . com

£

[ ] Select &l [] Use this selection for all the reports in this session

1 contact(s) selected. 2 contact(s) found.

Collecting Report Data

During data collection, the witow is displayed as shown below:
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

L Favorites 4
E’ Dashboard Summary A
; Mailbox Reports v
% Mail Item Reports v
N Mailbox Usage v
Groups v
Public Folders v
Mail Contacts -

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates
Collecting report data.

Mail Contact E-mail Addresses Current mail contact: Bob Kelly (TAILSPIN)

Processing mail contact: 1in 1
Mail Contact Exchange Settings

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users =
Licenses =
Schedule =

Once the data collection process is complete, the report data will be displayed in a wépdaw as
shown below:

144



Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings Help About

< - + | Mail Contact General Information and Address Details ™.
g Dashboard Summary v (B Bport T Fiter W Email .7 Refresh < Select columns > v | Data Collection Time: 30-Sep-15 2:59:01 PM
e q .
5 Mailbox Reports - . ) ) ) Recipient M‘“.( ‘ Ulse Mapi Use Prefer Message
- Object Name Display Name Alias E-mail Type Recipient Per  Rich Text Message Format
=1 Mail Item Reports 4 P Message Format Format
= Mailbox Usage + | Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKTAILSPIN bobk@tailspintoys.com MailContact Unlimited Never False Mime
Groups hd
Public Folders >
Mail Contacts =

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates

Mail Contact E-mail Addresses

Mail Contact Exchange Settings

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users -
Licenses -
Schedule =

4 [ »

Number of records: 1

Number ofcolumns to be displayed on theid can be selected from the dropdown. By default, all
columns are displayed.

&) Beport T Fiter W £mail | 20 Refresh | <-- Select columns > [ c Data Collection Time: 30-Sep-15 2:59:01 PM

Object Name . )
. . . Display Name Recipient Ma’f . U,SE Mapi Use Prefer Message
Object Name Display Name Alias Alias Type Recipient Per Rich Text Message e
E-mail yp Message Format Format
Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKT4 - Recipient Type .com MailContact  Unlimited Never False Mime
Max Recipient Per Message
Use Mapi Rich Text Format
Use Prefer Message Format
Message Format
Message Body Format
After selecting the desired column from the dropdown, prBssreshbutton to display.
B eport | T Fiter | Email | 2 Refresh | < Select columns > v @] Data Collection Time: 30-Sep-15 2:59:01 PM

Object Name Display Name Alias
Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKTAILSPIN

Follow the above mentioned similar steps to run a differstail Contact Report.
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How to generate Mail User Report?

Perform the following steps to generateMiail User Report

1. SelectExchange Online Reporfsom the available vertical tabs. Then from left pane of the
application, selecMail Users

For demonstration purposévail User General Information and Address Detaisport has
been chosen.

2. On selectingviail User General Information and Address fads report, a popup window will
be displayed as shown below:

Select the desired users for which report has to be generated.

Enumeration time: 03-11-2015 17:20:21 IEI Eind... |

Display Mame Email Address
[ ] Mike Erian Milce B @vyapindemo5.onmicrosoft.com

£

[ ] Select &l [] Use this selection for all the reports in this session

0 user(s) selected. 1 user(s) found.

3. Sdect the desired mail user andick OKbutton to display the respective user details.
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Select the desired users for which report has to be generated.

Enumeration time: 03-11-2015 17:20:21 IEI Eind... |

Dizplay Mame Email Address
Mlke Erian Mikze B @vyapindemob.onmicrosoft.com

£

Select &l [ ] Use this selection for all the reports in this session

1 user(s) selected. 1 user(s) found.

Collecting Report Data

During data collection, the window is displayed as shogafow:
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings Help About

LN Favorites b
E_ Dashboard Summary - .
% Mailbox Reports - .
-‘_% Mail Item Reports v .
| Mailbox Usage v
Groups v
Public Folders v
Mail Contacts v
Mail Users -

Mail User General Information
and Address Details

Mail User Created and Modified Collecting report data
Dates
Current mail user: Mike Brian M.
Mail User E-mail Addresses Frocessing mail user: 1in 1
Mail User Exchange Settings Cancel

Mail User Message Size
Restrictions

Mail User Message Delivery
Restrictions

Mail Users hidden from Address

Book
Licenses -
Schedule -

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Audit and Compliance Reports Office 365 Export Office 365 Manager Migration Planning

Settings  Help About

3 Favarites - [ Mail User General Information and Address Details

E_ Dashboard Summary - 9 Export 7 Fier | " E-mail Zkemh <-- Select columns > = @ Data Collection Time: 30-Sep-15 3:21:22 PM
@

; Mailbox Reports Object Name Display Name First Name Last Name Initials Office Manager ﬁ::;a"t Department Company
o

5 [ R " | Mike Brian M. Mike BrianM. MikeBrian  EBrian M NMKL QA

<

Mailbox Usage -

Groups hd ‘

Public Folders v ‘

Mail Contacts v ‘

Mail Users -

Mail User General Information
and Address Details

Mail User Created and Modified
Dates

Mail User E-mail Addresses
Mail User Exchange Settings

Mail User Message Size
Restrictions

Mail User Message Delivery
Restrictions

Mail Users hidden from Address
Book

Licenses -

Schedule -

< | n »

Number of records: 1
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Columns to be displayed on thedjcan be selected from the dropdown. By default, all columns are

displayed.
b Export

Object Name

T Fiter | @ E-mail

Display Name First Name

Mike Brian M. Mike Brian M.  Mike Brian

’;; Refresh || <-- Select columns -->

Object Name
Display Name
First Name
Last Name
Initials

Office
Manager
Assistant Name
Department
Company
Phone

Home Phone
Mobile Phone
Fax

Pager

m

QOther Home Phone ||

Other Mobile Phone
Other Fax

E-mail

MNotes

‘Web Page

(<

Data Collection Time: 30-Sep-15 3:21:22 PM

Assistant

Offi
e Name

Manager Department  Company

NMKL QA

After selecting the desed column from the dropdown lick Refreshbutton.

T Filter % E-mail

b Export

Object Name
Mike Brian M. Mike Brian M.  Mike Brian

Display Name First Name

’;; Refresh || <-- Select columns —>

Object Name
Display Name
First Name

[ Last Name

[ nitials

[ Office

[C] Manager

[C] Assistant Name
[C] Department

[C] Company

[Tl Phone

[C] Home Phone
[C] Mabile Phone
[E] Fax

[C] Pager

[C]] Other Home Phone
[C] Cther Mabile Phone
[C] Other Fax

[T E-mail

[C] Notes

"] Web Page

3

m

Data Collection Time: 30-Sep-15 3:21:22 PM

Follow the above mentioned steps to ranother Mail User report
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How to generate License Report?

Perform the following steps to generatd_&cense Report

1. Selectexchange Online Reporfeom the available vertical tabs. Then from left side of the
application, selecLicenses

For demonstration purposérganizationreport has been chosen.

2. On selectingrganizationreport, a window is displayed as showeldw:
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