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About Vyapin Office 365 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 separate modules for Exchange Online Reports, SharePoint
Online Reports, Mail Export and Manager.

Exchange Online Reports module provides powerful reports on Mailbox, Mail Items, Mail Users, Public
Folders, Contacts, Groups, License and other related information of Exchange Online users.

SharePoint Online Reports module provides powerful reports on Configuration, Security and Inventory of
your Site Collections, Lists and Libraries.

Office 365 Export allows you to export your Exchange Online mails, contacts, tasks and events to the file
system as a backup. It archives mails and related data to the file system. You don’t have to worry about
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 pay expensive third-party storage and archival systems.

Office 365 Manager module helps you to assign or remove Office 365 license assignments right from your
desktop. It helps you to manage all the license related operations.



System Requirements

Processor

Intel Pentium processor

Disk space & Memory

512 MB RAM and minimum of 20 MB of free disk space

Operating System

Windows 8.1 / Windows 8 / Windows 7 / Windows Server 2008 / Windows
Server 2008 R2 / Windows Server 2012 / Windows Server 2012 R2 with .NET
Framework 4.0 and .NET Framework 4.5 with the latest service packs.

Database

Microsoft SQL Server 2012 (Enterprise / Standard / Developer / Express
edition) or Microsoft SQL Server 2008 (Enterprise / Standard / Developer /
Express edition) or Microsoft SQL Server 2005 (Enterprise / Standard /
Developer / Express edition) running in local / remote computer with latest
Service Pack.

Software

Reports Module:

Requires Microsoft Online Services Sign-in Assistant and Windows Azure
Active Directory Module for Windows PowerShell for License Reports and
Manager.



http://www.microsoft.com/en-us/download/details.aspx?id=41950
http://go.microsoft.com/fwlink/p/?linkid=236298
http://go.microsoft.com/fwlink/p/?linkid=236298

How to purchase?

You can purchase Vyapin Office 365 Management Suite online from our website http://www.vyapin.com/.
Please contact our Sales department at sales@vyapin.com for sales and price related queries.



http://www.vyapin.com/
mailto:sales@vyapin.com

How to activate the software?

Once you purchase the software online or through any one of our resellers, you will receive a sale
notification through e-mail from our sales department. We will send you an e-mail with the necessary
instructions to activate the software.

In case you do not receive an e-mail from our sales team after you purchase the software, please send the
following information to our sales department at sales@vyapin.com with the sales order number:

= Company Name : End-user Company Name

= Location : City & Country for the Company Name given above

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

Activate Vyapin Office 365 Management Suite

License Type: 30-day Evaluation Copy
To activate the software, copy and paste the license key in the textbox below:

Licenze Key

Image 1 - Activate screen
Perform the following steps to activate the software:
1. Download evaluation/trial copy of software from the respective product page available in our

website at http://www.vyapin.com/

Install the software on the desired computer.
You will receive a license key through e-mail as soon as the purchase process is complete.

Click 'Activate' in Help -> About -> Activate menu to see the Activate dialog (as shown in Image 1).

DA o

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 'Click here to see how to copy and paste the license key' link

in the Activate dialog (as shown in Image 2).


http://www.vyapin.com/

How to copy license key

---- BEGIN LICEMSE KEY (COPY BELOWY THIS LIME) ----

Zelect and then Copy thi
selected text

Ej
1D AE A

] Eq q Ig

Image 2 - How to copy license key screen
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List of available Mailbox Reports for Exchange online

Mailbox Reports:

Report Display Name

Report Description

Field Name

Mailbox - General
Information & Address
Details

List of mailboxes and
their general and
address settings

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

First name, Initials, Last name, Description, Office,
Telephone number, Phone Numbers (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 mailboxes and
their created and
modified dates

List of mailboxes and their created and modified
dates

First name, Last name

Created, Modified

Mailbox E-mail
Addresses Report

List of mailboxes and
their E-mail Addresses

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

First name, Last name

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

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

Managed folder mailbox policy, Retention start
date, Retention end date, Incoming message size
(KB), Outgoing message size (KB), Accept messages
from, Reject messages from, Require that all
senders are authenticated, 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,
Give Send on behalf of permission to, Forwarding
address to, Deliver messages to both forwarding
address and mailbox, Recipient Limits

Mailbox - Message Size
Restrictions Report

List of mailboxes and
their Message Size
Restrictions settings

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

First name, Last name

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

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




Mailbox Message
Delivery Restrictions
Report

List of mailboxes and
their Message Delivery
Restrictions settings

First name, Last name

Accept messages from, Reject messages from

Mailbox Messaging
Records Management
Report

List of mailboxes and
their Messaging
Records Management
settings

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

First name, Last name

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

Mailbox - Storage
Quotas Report

List of mailboxes and
their Storage Quota
settings

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

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
ltem Retention Settings, Keep deleted item for
(days), Do not permanently delete items

Mailbox - Delivery
Options Report

List of mailboxes and
their Delivery Options
settings

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

First name, Last name

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

Mailbox Permissions
Report

List of mailboxes and
the permissions
defined for each
mailbox

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

First name, Last name

Owner, Name, Type, Permissions

Mailboxes hidden from
Address Book

List of all mailboxes
that are hidden from
the address book

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

First name, Last name

Simple display name

Mailboxes with
duplicate display

List of mailboxes that
have duplicate display

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

names names First name, Last name
Mailboxes with no List of mailboxes that Display Name, Alias Name, Fully qualified domain
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

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

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)

Mailbox, Windows NT Account, Total K, Total no of
ltems, Last Logon Time, Last Logoff Time, Deleted
Items K, Full Mailbox Directory Name, Total no of
Associated Messages

Mailbox Default Folder
Security Report

Security defined on the
Inbox, Sent Items and
Deleted Items folders
in each mailbox

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

First name, Last name

Folder Name, Account Name, Permission Level

Disabled mailboxes

List of mailboxes
whose user accounts
are removed from AD,
but having Exchange
content in Exchange
store.

Object Path Object Name Object Name Mailbox
Windows NT Account Total K Total no of Items Last
Logon Time Last Logoff Time Deleted Items K Full
Mailbox Directory Name Total no of Associated
Messages.

Mailbox Folders
Properties

List of mailbox folders
with their size, number
of items, number of
unread items, created
by and modified by
information.

Object Path Object Name Display Name Alias Name
Fully qualified domain name of object First name
Last name Folder Name Folder Path Size Folder
Description Created Date Modified Date Email
Address Container class Folder Type Has subfolders
Number of subfolders Number of items Number of
unread items Associated content count Has rules
Created By Last Modified By

Mailbox Attachments
Summary

List of mailbox folders
and the attachments
available as part of the
mailbox items with
their file name,
extension, created date
and modified date.

Object Path Object Name Display Name Alias Name
Fully qualified domain name of object First name
Last name Attachment Display Name Attachment
File Name Attachment Long File Name Attachment
Path Name Attachment Long Path Name
Attachment Encoding Attachment Extension
Attachment Method Attachment Transport Name
Attachment Created Date Attachment Last
Modified Date

Mailboxes exceeding
quota limits

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

Object Path Object Name Display Name Alias Name
Fully qualified domain name of object 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) Mailbox
Windows NT Account Total K Total no of Items Last
Logon Time Last Logoff Time Deleted Items K Full
Mailbox Directory Name Total no of Associated
Messages
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List of available Mail Item Reports for Exchange Online

Mail Item Reports

Report Display Name

Report Description

Field Name

Read Mail Item Report

List of Read Mail Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, Iltem

Created Date, Item Received Date, Iltem Sent Date,
Iltem Last Modified Name, Item Last Modified Time

Unread Mail Item
Report

List of Unread Mail
Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, ltem

Created Date, Item Received Date, Iltem Sent Date,
Iltem Last Modified Name, Item Last Modified Time

Deleted Mail Item
Report

List of Deleted Mail
Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, ltem

Created Date, Item Received Date, Iltem Sent Date,
Iltem Last Modified Name, Item Last Modified Time

High Importance Mail
Item Report

List of High Importance
Mail Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, ltem

Created Date, Item Received Date, Iltem Sent Date,
Iltem Last Modified Name, Item Last Modified Time

Low Importance Mail
Item Report

List of Low Importance
Mail Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, ltem

Created Date, Item Received Date, Item Sent Date,
Iltem Last Modified Name, Item Last Modified Time

Junk Mail Item Report

List of Junk Mail Items.

First name, Last name

Email Address, Folder Name, Folder Path, From, To,
Subject, Body, Item Size, Has Attachments, Item

Created Date, Item Received Date, Iltem Sent Date,
Iltem Last Modified Name, Item Last Modified Time

Mail Item Summary

List of Mail Items count
summary.

First name, Last name

Email Address, Total number of folders, Total
number of items Total number of read mails, Total
number of unread mails, Total number of
appointments, Total number of tasks, Total number
of contacts Folder name, Folder path, Number of
subfolders, Number of items, Number of read
mails, Number of unread mails
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List of available Mailbox Statistics Reports for Exchange Online

Mailbox Statistics Report

Report Display Name

Report Description

Field Name

Mailbox Activity Report

List of mailboxes
created and deleted in
your cloud-based
organization.

Tenant name, Date, Total no of active mailbox,
Account created, Account deleted.

Mailbox Usage Report

List of mailboxes in
your organization that
are within 25% of the
maximum mailbox size,
and the number of
mailboxes that are over
the maximum size for
your organization.

Tenant Name, Date, Total Mailbox Count, Total
InactiveMailbox Count, Mailboxes OverWarning
Size , Mailboxes Used Less than 25Percent

Mailbox Usage Detail
Report

List of usage details
about mailboxes in
your organization.

User Name, E-mail, Mailbox Plan, Tenant Name,
Date, MailboxSize [Bytes], CurrentMailboxSize
[Bytes], Percentange Used, Is Inactive,
IssueWarning Quota [Bytes], Is OverWarning Quota

12




List of available Group Reports for Exchange Online

Group Reports

Report Display Name

Report Description

Field Name

Groups - General
Information and
Address Details

List of Groups and their
general and address
settings

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

Group name, Description, E-mail, Group Scope,
Group Type, Notes

Managed By

Groups Created and
Modified Dates

List of Groups and their
created and modified
dates

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

Created, Modified

E-mail

Groups E-mail
Addresses Report

List of Groups and their
E-mail Addresses

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

Message size (KB)

Simple display name, Expansion Server, Hide from
Exchange address lists, Send out-of-office messages
to originator, Delivery Options

Groups Message Size
Restrictions Report

List of Groups and their
Message Size
Restrictions settings

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

Message size (KB)

Groups Message
Delivery Restrictions
Report

List of Groups and their
Message Delivery
Restrictions settings

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

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

Groups hidden from
Address Book

List of Groups that are
hidden from the
address book

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

Simple display name

Groups - Members
Report

List of Groups and their
corresponding
members.

Object Name, Display Name, No of members,
Member name, First name, Last name, Alias Name,
E-mail, Company

Groups - Restrictions

List of Groups and their
restrictions.

Object Name, Display Name, Alias Name, E-mail,
Member join restriction, Member depart restriction

13




List of available Public Folder Reports for Exchange Online

Public Folder Reports

Report Display Name

Report Description

Field Name

PublicFolder - General
Settings Report

List of public folders
and their general
settings

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

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

PublicFolder Created
and Modified Dates

List of public folders
and their created and
modified dates

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

E-mail

Created, Modified

PublicFolder E-mail
Addresses Report

List of public folders
and their E-mail
Addresses

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

Email Address Type, Email Address

PublicFolders - Limits
Report

List of public folders
and their limits settings

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

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

PublicFolders -
Exchange Settings
Report

List of public folders
and their Exchange
General settings

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

Home Server, Mailbox Store, E-mail, Public Folder
Tree

Simple display name, Hide from Exchange address
lists

PublicFolder - Message
Size Restrictions Report

List of public folders
and their Message Size
Restrictions settings

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

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

PublicFolder Message
Delivery Restrictions
Report

List of public folders
and their Message
Delivery Restrictions
settings

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

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

PublicFolders hidden
from Address Book

List of public folders
that are hidden from
address book

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

Simple display name

PublicFolder Client
Permissions Report

List of public folders
and their
corresponding client
permissions

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

Home Server, Mailbox Store, E-mail, Public Folder
Tree

Path, Address List Name, Public Folder Description

Folder Path, Client Permissions
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PublicFolders Size
Report

Public folders and their
respective size

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

Path, Address List Name, Public Folder Description

Home Server, Mailbox Store, E-mail, Public Folder
Tree

Total K, Total no Items, Created, Last Access Time,
No of Owners, No of Contacts, Folder, Folder Path,
Full Public Folder Directory Name, Total no
Associated Messages, Deleted Items K

Empty PublicFolders

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

Object Path Object Name Display Name Alias Name
Fully qualified domain name of object Path Address
List Name Public Folder Description Home Server
Mailbox Store E-mail Public Folder Tree Total K
Total no Items Created Last Access Time No of
Owners No of Contacts Folder Folder Path Full
Public Folder Directory Name Total no Associated
Messages Deleted Items K
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List of available Mail Contact Reports for Exchange Online

Mail Contact Reports

Report Display Name

Report Description

Field Name

Mail Contact - General
Information and
Address Details

List of mail contacts
and their general and
address settings

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

First name, Initials, Last name, Description, Office,
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 Contact Created
and Modified Dates

List of mail contacts
and their created and
modified dates

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

First name, Last name

Created, Modified

Mail Contact E-mail
Addresses Report

List of mail contacts
and their E-mail
Addresses

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

First name, Last name

Email Address Type, Email Address

Mail Contact -
Exchange Settings
Report

List of mail contacts
and their Exchange
settings

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

First name, Last name

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

Mail Contact Message
Size Restrictions Report

List of mail contacts
and their Message Size
Restrictions settings

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

First name, Last name

Incoming message size (KB)

Mail Contact Message
Delivery Restrictions
Report

List of mail contacts
and their Message
Delivery Restrictions
settings

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

First name, Last name

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

Mail Contact hidden
from Address Book

List of mail contacts
that are hidden from
address book

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

First name, Last name

Simple display name
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List of available Mail User Reports for Exchange Online

Mail User Reports

Report Display Name

Report Description

Field Name

Mail User - General
Information and
Address Details

List of mail users and
their general and
address settings

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

First name, Initials, Last name, Description, Office,
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
modified dates

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

First name, Last name

Created, Modified

Mail User E-mail
Addresses Report

List of mail users and
their E-mail Addresses

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

First name, Last name

Email Address Type, Email Address

Mail User - Exchange
Settings Report

List of mail users and
their Exchange settings

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

First name, Last name

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

Mail User Message Size
Restrictions Report

List of mail users and
their Message Size
Restrictions settings

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

First name, Last name

Incoming message size (KB)

Mail User Message
Delivery Restrictions
Report

List of mail users and
their Message Delivery
Restrictions settings

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

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 from
address book

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

First name, Last name

Simple display name
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List of available License Reports for Exchange Online

License Reports

Report Display Name

Report Description

Field Name

Organization license
Report

List of organization
license information.

Account name, Account id, Active units, Consumed
units, Locked out unit, Service name, Service type,
Service status, Part number, Suspended units,
Warning units

License type by Users.

List of users’ license
information.

Display name, First name, Last name, E-mail
address, Blackberry user, Licensed, Service name,
Service type, Service status, Usage location

Users by license type.

List of license
assignments with
corresponding users.

Service name, Display name, First name, Last name,
E-mail address, Blackberry user, Licensed, Service
type, Service status, Usage location

License count by
license type.

List of license
assignments with

assigned license count.

Account name, Account id, Service name, Service
type, Service status, Assigned License Count
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SharePoint Online Reports

List of available configuration reports

List of available security reports

List of inventory reports
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List of available Configuration Reports for SharePoint Online

Configuration Reports

Report Display Name

Report Description

Field Name

List General Settings

Displays general
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

Displays information
about all the list
templates available in
the site.

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

Site Collection
Workflow Templates

Displays information
about the workflow
templates configured
in each site collection

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

Site Columns

Displays all the site
columns that are
available in the site.

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

Site Content Types

Displays all the site
content types 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

Displays site settings
information like time
zone, theme, template
etc.

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

Site Templates

Displays information
about all the site
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 all | Web Url, Web Title, Web Part Title, Web Part

the web parts available
in each site, user who
created the web part
etc.

Name, Parent Folder, Author, Created Date, Last
Modified Date, Last Modified By, Size

20




List of available Security Reports for SharePoint Online

Security Reports

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 Type,
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/Group, 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, Web Title, List Name, Item
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, Lists and List
ltems

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

Type

Lists with no unique
securable objects

Displays the lists which
has no unique
securable objects
underneath

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

Sites with no unique
securable objects

Displays the sites which
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 Contenttypes, Permission Type,
Permission Level, Groups or Users

Unique securable
objects with empty
permissions

Displays the list of
unique securable
objects which doesn't
have any permissions

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

Group Ownership

Displays the list of
groups with its owner
and other properties

UserName,GroupName, Description, OwnerName,
AllowMembersEditMembership,
AllowRequestToloinLeave,
AutoAcceptRequestToloinLeave,
CanCurrentUserEditMembership,
CanCurrentUserManageGroup,
CanCurrentUserViewMembership, IsHidden

Limited Access
Permissions

Displays the effective
permission of the user
who has limited access
permissions

Object Type, Web Url, Web Title, List Name, Item
Url, Item Name, Item Type, Description, User or
Group, Account Type, Permission Inherited From,
Permission Levels
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List of available Inventory Reports for SharePoint Online

Inventory Reports

Report Display Name

Report Description

Field Name

List Inventory

Displays inventory
information about the
list.

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

List Item Inventory

Displays inventory
information about the
list item.

List Name, List ltem Url, List Item Id, List Item Title,
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 Contenttypes, Permission Type,
Permission Level, Groups or Users, Size
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Office 365 Export Overview

Office 365 Export allows you to export your Exchange Online mails, contacts, tasks and events to the file
system as a backup. It archives mails and related data to the file system. You don’t have to worry about
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 pay expensive third-party storage and archival systems.
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Office 365 Manager Overview

Office 365 Manager module helps you to assign or remove Office 365 license assignments right from your
desktop and also view assigned licenses by users or by license types. It helps you to manage all the license
related operations.
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Configuration Settings

Settings

Description

Tenant Settings

Vyapin Office 365 Management Suite will use Tenant Settings to manage
the Tenant to access Exchange Online.

Exchange Online Settings

Vyapin Office 365 Management Suite will use Exchange Settings to view
the reports corresponding to given tenant.

SharePoint Online Settings

Vyapin Office 365 Management Suite will use SharePoint Settings to view
reports for the given Site.

Database Settings

Vyapin Office 365 Management Suite may be configured to use either
MS-Access MDB or SQL Server database for its data storage to generate
reports. If you choose SQL server settings, it requires an SQL Server
running SQL Server 2005 / 2008 / 2012 (Enterprise / Standard / Express
editions) to connect and create a new application database. Vyapin
Office 365 Management Suite will connect to the specified SQL Server
based on authentication mode and user credentials to manage its own
application database.

E-mail Settings

Vyapin Office 365 Management Suite will use the SMTP Server and From
Address to e-mail the reports to the respective recipients.

Proxy Settings

Vyapin Office 365 Management Suite can store your proxy server
settings. The proxy server settings will be used to connect to Exchange
Online.
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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 Settings -> Tenant Settings -> Add in the Vyapin
Office 365 Management Suite main application window, as shown below:

Configuration Settings ﬂ

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

Tenant Settings B Add | Edit | 5, Delete
Exchange Online Settings Tenant List

SharePoint Online Settinags
E-mail Settings

Database Setiings

Proxy Setfings

Concl

Add New Tenant window will be shown. Enter Tenant name, User name, Password and Description.
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Tenant Mame: |E_5|:d'19

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

Description: |H1'sisa new tenant

User Name: |usanane@mnpa1ymmscﬁm

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

Password: |""'"""""""‘"""""""‘

Tenant Settings 3, Add | & Edit ‘ A, Delete

Exchange Online Settings . Tenant List

SharePoint Online Seftings Tenart Name

E-mail Settings
Database Settings

Proxy Settings
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Exchange Online Settings

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

You can connect to Exchange online by clicking Configuration Settings -> Exchange Settings in the Vyapin
Office 365 Management Suite main application window, as shown below:

Configuration Settings ﬂ

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

Tenant Setfings
Exchange Online Settings

SharePoint Online Settinags

Tenant Name: | exchg W
E-mail Settings
Database Settings User HName: |usemame@company onmicrosoft.com W -
£.g., usemame@domain onmicrosoft.com
Proxy Setfings

e

Password:

Connection URL: | https://outlook office 365 com/powershelHiveid

Cancl

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

Click OK, the Exchange online will be connected after validation.
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SharePoint Online Settings

Vyapin Office 365 Management Suite will use the SharePoint Settings to view reports for the specified

site.

You can connect to a SharePoint site by clicking Configuration Settings -> SharePoint Settings in the Vyapin

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

SharePoint Online Settings

Tenant Setfings

Exchange Online Setings

SharePoint Online Settings Tenant Hame:

E-mail Settings
Site URL:
Datzbase Settings
) Authentication:
Proxy Settings
User Name:
Password:

Configuration Settings

exchg

Office 365 Cloud Identity

devuser] @vyapinsoftwar onmicrosoft com

.., usemame@domain .onmicrosoft.com

e ———

-E_‘Q Specify the SharePoint Online settings like Site URL, User name and Password to view reports to given Site.

Cancel

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

Select or Enter the SharePoint site URL and its credentials to view the reports for the site.

Select Federated Identity in Authentication Type combo to connect to a SharePoint site (SharePoint On-

premise or SharePoint Online) using federated identity configured using ADFS. Also, select this option to

connect to Office 365 SharePoint Online configured using federated identity provider.
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To connect to Office 365's SharePoint Online environment, you can use Web Single Sign-on option for
both Cloud Identity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com) and

Federated ldentity (configured via ADFS e.g., johndoe@vyapin.onmicrosoft.com).

Configuration Settings ﬂ

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

Tenant Setfings

Exchange Online Setings

SharePoint Online Settings Tenant Name:  excha v
E-mail Settings
Site URL: | https.//vyapinsoftwar sharepoint .com ]
Datzbase Settings
) Authentication: | Federated Authentication W
Proxy Settings
User Name: W

.., usemame@domain .onmicrosoft.com

Password: ||

Cancel

Upon clicking Next button to proceed, you will be prompted for credential (username and password) as

shown below:
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mailto:johndoe@vyapin.onmicrosoft.com

1] 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 Or E}?izationa: egéounts that work here can be used anywhere you
W& %Méqoé S A%GRHBLm Legal Privacy Feedback

Provide ID and Password in the respective textboxes and click Sign in button to proceed.
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E-mail Settings

Vyapin Office 365 Management Suite provides the option to e-mail the reports generated using Reports
Module. For e-mailing reports, Vyapin Office 365 Management Suite requires SMTP Server, From E-mail
Address, To E-mail Addresses (recipients separated by semicolon) and the e-mail report format. Vyapin
Office 365 Management Suite maintains a single SMTP Server and a From E-mail Address for use by all
Reports. You can specify a separate set of “To” e-mail addresses (recipients), e-mail report format, subject

and body of the message for each Reports.

You can set SMTP Server and From address by clicking Tools -> Configuration Settings menu in the Vyapin

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

Configuration Settings ﬂ

E-mail Settings
=y Input a SMTP Server name to be used for your outgoing mails from Vyapin Office 365 Management Suite. The
entered sender name will appear on the 'From' field of your outgoing mails

Tenant Setfings

Exchange Online Setings

SharePoint Online Settings An SMTP server is the server that is used for your outgoing e-mail.
E-mail Settings SMTP Server:  |dc01
Datzbase Settings When you send e-mail, your name will appear in the From'field of the

outgoing message. Type your name as you would like it to appear.
Proxy Settings
From Address: |deepali@wyapin.com

e.g., someone @example com

Cancel
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Database Settings

Vyapin Office 365 Management Suite may be configured to use either MS-Access MDB or SQL Server
database for its data storage to generate reports. If you choose SQL server settings, it requires an SQL
Server running SQL Server 2005 / 2008 / 2012 (Enterprise / Standard / Express editions) to connect and
create a new application database. Vyapin Office 365 Management Suite will connect to the specified SQL

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

Configuration Settings ﬂ

Database Settings

Select an option for storing the application data either in MS Access or SQL server. If you choose SQL server,
enter a SQL server name and the credential having sufficient privileges to connect, create and delete database

Tenant Setfings
(@) MS Access
Exchange Online Settings
() SQL Server
SharePoint Online Settings

E-mail Settings

Database Settings

Proxy Setings &

Cancel

Subsequently, Vyapin Office 365 Management Suite maintains its application settings (Tenant settings,
Exchange settings, SharePoint settings, Database settings, E-mail settings, Proxy Settings, Export tasks and

history) in a set of XML files created in the application installation folder.

You can also specify Database settings to use by clicking Tools --> Configuration Settings menu in the

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

User Authentication
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To connect to SQL Server, Vyapin Office 365 Management Suite uses the relevant user accounts based on

the authentication mode as listed below:
A. Windows Authentication

In this method, Vyapin Office 365 Management Suite uses the currently logged on user account while
running Quick Reports (under interactive mode) and uses 'Run As' account while running Power Reports

task (run as a scheduled task or using Run Now option) to authenticate the user in SQL Server.
B. SQL Authentication

In this method, Vyapin Office 365 Management Suite uses the specified SQL user account and password
for running Quick Reports and Power Reports tasks. Vyapin Office 365 Management Suite stores the SQL
user name and password as a user profile in 'Stored User Names and Passwords' applet for its usage. Note:
Vyapin Office 365 Management Suite expects the user account to have sufficient privileges to create, add

to and delete database in the SQL server.

Database Creation

Vyapin Office 365 Management Suite creates databases in SQL Server as per the information outlined

below:
Reports

Reports feature in Vyapin Office 365 Management Suite creates a single application database in the
default data storage location used by the SQL Server during application launch. Vyapin Office 365

Management Suite uses the following naming convention for its Quick Reports database:
Vyapin Office 365 Management Suite-Data-<RUNNING SERVER NAME>

For example: Vyapin Office 365 Management Suite creates 'Vyapin Office 365 Management Suite-Data-
RD61' with data ('Vyapin Office 365 Management Suite-Data-RD61.mdf') and log ('Vyapin Office 365
Management Suite-Data-RD61_log.LDF') files stored in the default SQL data folder in the SQL server
(C:\Program Files\Microsoft SQL Server\MSSQL.1\MSSQL\Data).

Database Cleanup

Vyapin Office 365 Management Suite will delete the Built-in Reports database while uninstalling the

Vyapin Office 365 Management Suite application from the machine.
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Proxy Server Settings

Vyapin Office 365 Management Suite can store your proxy server settings. The proxy server settings will

be used to connect to Exchange Online.

1. You can add Proxy settings by clicking Configuration Settings -> Proxy Settings -> Add in the Vyapin

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

Configuration Settings ﬂ

_ Proxy Settings
e Wyapin Office 365 Management Suite can store proxy settings and credential to access Exchange Online.

Tenant Setfings Promy Settings

Exchange Online Settings Do nat use proxy server
(® Use IE proy settings
SharePoint Online Settings () Use manual proxy settings

E-mail Settings

Datzbase Setdings

Proxy Settings

Prosgy Credentials
(@) Use cumently logged on credentials

() Use specffic credentials

Cancel

2. Specify Proxy Server Settings to use:
a) Do not use proxy server - This option will not use the proxy settings to connect to the Exchange Online.
b) Use IE proxy settings - This option will use the Default Proxy Settings used by Internet Explorer (IE).

c) Use manual proxy settings - The proxy server specified in this option will be used by SPListX to connect
to the Exchange Online. Enter the Address, Port and Exceptions list as you do in Internet Explorer to specify

the proxy settings.
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d) Bypass proxy server for local address -This option controls whether requests for resources on the LAN

are sent to the proxy server or sent directly to the host where the resource resides.

Configuration Settings ﬂ

_ Proxy Settings
e Wyapin Office 365 Management Suite can store proxy settings and credential to access Exchange Online.

Tenant Settings Progyr Settings
Exchange Online Settings Do not use praxy server
() Use |E proxy settings

SharePoint Online Settings @® Use manual proxy settings

E-mail Settings Address: 127.0.0.1 Fort: | 5000
Datzbase Settings Exceptions: |*.contoso.com
Proxy Settings

(Use semicolons ( ; Jto separate entries)

[] Bypass proxy serverfor local address

Proxy Credentials
(@ Use cumently logged on credentials

() Use speciic credentials

Cancel

3. Select Proxy Credential to use when connecting to the proxy server and request authorization to

connect to the Exchange Online:
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Configuration Settings ﬂ

_ Proxy Settings
e Wyapin Office 365 Management Suite can store proxy settings and credential to access Exchange Online.

Tenant Settings Progyr Settings

Exchange Online Settings Do not use proxy server
() Use IE prowy settings

SharePoint Online Settings @® Use manual proxy settings

E-mail Settings Address:  |127.0.0.1 Port: | 5000
Datzbase Settings Exceptions: |*.contoso.com
Proxy Settings

(Use semicolons ( ; Jto separate entries)

[] Bypass proxy serverfor local address

Proxy Credentials
() Use cumently logged on credentials

(@) Use specific credentials

Profile Name: |calebs1 @VYAPINSOFTWAR anmicroscft.com| v |

Cancel

a) Use currently logged on user credential - This option will use the currently logged on user account to

connect to the proxy server and request authorization to connect to the resource.

b) Use specific credential - You can specify a different user credential, which is stored in Windows

Credential Manager to connect to the proxy server and request authorization to connect to the resource.

4. Click OK button to Save the Proxy Server Settings.
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Vyapin Office 365 Management Suite features

Office 365 Reports

Office 365 Export

Office 365 Manager
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Office 365 Reports

Exchange Online Reports

How to generate Mailbox report?

How to generate Mail Item report?

How to generate Public Folder report?

How to generate Mail Contact report?

How to generate Mail User report?

How to generate License report?

How to generate Group report?

How to generate Mailbox Statistics report?

How to Find data in a report?

How to E-mail data?

How to Export data?

How to Refresh data?

How to use Filter?

SharePoint Online Reports

How to generate SharePoint Online Reports?

How to Export / Publish data?

How to E-mail data?

How to use filter?

How to schedule a SharePoint report task?

SharePoint site details

Report Selection

Delivery Options

Task Settings



How to generate Mailbox Report?

Perform the following steps to generate a mailbox report:

Mailboxes

-

Mailbox Reports
™ Mail [tem Reports

i | Mailbox Statistics Reports

Select button in the toolbar.

The Mailbox Reports window with the list of available Mailbox reports will be displayed as shown below:

Mailbox Reports Wizard
Step 1 of 2: Select Report
The Mailbox Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reports and click Next to proceed.

Reports:

r'hl—---

[E] Mailbox General Information and Address Detzils
[E] Mailbox Created and Modified Dates

[E Mailbox E-mail Addresses Report

[E Mailbox Exchange Settings Report

[E Mailbox Message Size Restricions Report

[E] Mailbox Message Delivery Restrictions Report

[E Mailbox Messaging Records Management Report
[E Mailbox Storage Quotss Repart

[E Mailbox Delivery Options Report

[E Mailbox Permissions Report

Cancel

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Mailbox Reports Wizard

Step 1 of 2: Select Report
The Mailbox Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reports and click Next to proceed.

[E] Mailbox Created and Modified Dates

S
S
S
S
S
S
S
S

Mailbox E-mail Addresses Report

Mailbox Exchange Settings Report

Mailbox Message Size Restricions Report
Mailbox Message Delivery Restrictions Report
Mailbox Messaging Records Management Report
Mailbox Storage Quotas Report

Mailbox Delivery Options Report

Mailbox Permissions Report

1

< Back MNext > Finigh

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific mailboxes only option to generate the report for selective mailbox(s).

42



Mailbox Reports Wizard E

Step 2 of 2- Specify Search scope

Select the desired recipients for which the repart has to be genersted. Select Entire recipients to generate the repart for all ..=
recipients in the organization.

@ Specific mailboxes onty &) All mailboxes

B Add..

Mo recipient object added. Click "Add. .. to select recipient objects to generate the selected Mailbox report.

<Back || Mea> || FEmsh || Cancel |

Click Add... button to select mailbox(s). In Recipient Picker dialog, select the desired mailbox(s) and click
OK.

Recipient Picker E

CC==o

Select the desired objects for which report has to be generated.

Search: @ Find Mow  Clear
Clisplay Mame Email Address
Caleb Sills calebs @vyapinrand.onmicrosoft .com

Caleb? Sills2 calebs2@vwapinrand onmicrosoft.com
Caleb7 Sills7 calebs 7 @vwapinrand onmicrosoft.com
Development User devuser@vyapinrand .onmicrosoft .com
Discoveny Search Mailbox DiscoverySearchMailbox{D919B A05-4645-415-80AD-...
(3ansszan 5 ganesan Evyapinrand .onmicrosaft.com

0K || Cancel |

3 ohject(s) selected. & objecti(s) found.
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2. Select All mailboxes option to generate the report for all recipients in the organization.

Step 2 of 2: Specify Search scope
report for all mailboxes in the organization.

() Spedfic mailboxes only (@ al mailboxes

Mailbox Reports Wizard

< Back

Select the desired mailboxes for which the report has to be generated. Select All Mailboxes to generate the

Finigh

Cancel

Click Finish to generate the report.

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

shown below:
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[# Refresh [ Bxport ‘ 7 Filter

5 E-mail | Find

Report: Mailbox - General Information and Address Details

Object Hame

Dizplay Name

First Mame

Initials.

Office

Manager

Assistant
Name

Department

Company Phone

Home

Phone A0T3]

calebs

Caleb Sills

Caleb

calebs2

Caleb2 Sills2

Caleb2

calebsT

Caleb7 Sills7

devuser

Development User

Development

DiscoverySearchM

Discovery Search

ganesan

Ganegsan 5

Follow the above mentioned similar steps to run a different report.

91442471
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How to generate Mail Item Report?

Perform the following steps to generate a Mail Item report:

Mailboxes

-

Mailbox Reperts
" Mail ltem Reports

t i Mailbox Statistics Reports

Selec button in the toolbar.

The Mail Item Reports window with the list of available Mail Item reports will be displayed as shown

below:

Mail Item Reports Wizard

Step 1 of 2: Select Report

The Mail Itern Reports wizard shows the list of reports that can be generated in Exchange Online. Select
any one of the reports and click Next to proceed.

= ]

Reports:

Bl Read Mail Items Report

[E Unread Mail Ttems Report

Bl Deleted Mail Items Report

[E High Imporence Mail Ttems Report
E‘I Low Importznce Mail Items Report
& Junk Mail Items Report

[E Mail Tems Summary Report

Cancel

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Mail Item Reports Wizard “

Step 1 of 2: Select Report
The Mail Itern Reports wizard shows the list of reports that can be generated in Exchange Online. Select -‘
any one of the reports and click Next to proceed. — ==

Reports:
o
] Unread Mail Items Report
Bl Deleted Mail Items Report
[E High Imporence Mail Ttems Report
[E Low Imporance Mail Itemns Report
B Junk Mail Items Report

[E Mail Tems Summary Report

< Back MNext > Finigh Cancel

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific mailboxes only option to generate the report for selective mailbox(s).
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Step 2 of 2- Specify Search scope

Select the desired recipients for which the repart has to be genersted. Select Entire recipients to generate the repart for all ..=
recipients in the organization.

i@ Specific mailboxes onty ) All mailboxes
B Add...

Mo recipient ohject added. Click *Add. . "to select recipient objects to generate the selected Mail tem report .

<Back || Mea> || FEmsh || Cancel |

Click Add... button to select mailbox(s). In Recipient Picker dialog, select the desired mailbox(s) and click
OK.

Recipient Picker E

Select the desired objects for which report has to be generated.

Search: @ Find Mow  Clear

Clisplay Mame Email Address
Zalek Sills

calebs @vyapinrand.onmicrosoft .com

Caleb? Sills2 calebs2@vwapinrand onmicrosoft.com
Caleb7 Sills7 calebs 7 @vwapinrand onmicrosoft.com
Development User devuser@vyapinrand .onmicrosoft .com
Discoveny Search Mailbox DiscoverySearchMailbox{D919B A05-4645-415-80AD-...
(3ansszan 5 ganesan Evyapinrand .onmicrosaft.com

0K || Cancel |

3 ohject(s) selected.

& objecti(s) found.

2. Select All mailboxes option to generate the report for all recipients in the organization.
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report for dl' mlbnxﬁ in the organization.

() spedific mailboxes only @ Al maiboxes

Click Finish to generate the report.

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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@ Refrezh %E}(por‘c ‘ ? Filter

5 E-pail ‘ Find

<

e gedRead Mail Item Re
Object Mame Display Mame E-mail First Name Last Hame Folder Name Folder Path Count Frem

calebs2 Calebs2 Sills2 calebs2@vyapinral {06967750-2740-4( \Contacts\{DEI6TTE O
{ASEZBC45-B34A0-4 \Contacts\{ABEZBC O
Calendar ‘Calendar 1]
Contacts ‘Contacts 1]
Conversation Actiq \Conversation Acti| 0
Deleted ltems ‘\Deleted ltems 1]
Drafts \Drrafts 1]
GAL Contacts ‘Contacts\GAL Cor O
Inbox Inbox 1]
Journal ‘Wournal 1]
Junk Email ‘Wunk Email 1]
Motes Notes 1]
Outbax WOutbox 1]
PeopleCentricCon| \Gontacts\PeopleG 0

Follow the above mentioned similar steps to run a different report.
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How to generate Public Folder Report?

Perform the following steps to generate a public folder report:

Public

Falders

Select button in the toolbar.

The Public Folder Reports window with the list of available Public Folder reports will be displayed as

shown below:

Public Folder Reports Wizard
Step 1 of 2: Select Report
any one of the reporis and click Next to proceed.

Reports:

[E] Public Folder General Settings Report

[E] Public Folder Created and Modified Dates

[E] Public Folder E-mail Addresses Report

[E] Public Folder Limits Report

[E] Public Folder Exchange Settings Report

[E] Public Folder Message Size Restrictions Report

[E] Public Folder Message Delivery Restrictions Report

[E] Public Folders hidden from Address Book

[E] Public Folder Client Permissions Report

[E] Public Folder Size Report

M = v = i = aa

r_‘_.:--_

The Public Folder Reports wizard shows the list of reports that can be generated in Exchange Online. Select

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Public Folder Reports Wizard

Step 1 of 2: Select Report
The Public Folder Reports wizard shows the list of reports that can be generated in Exchange Online. Select
any one of the reports and click Next to proceed.

Reports:

[E] Public Folder Created and Modified Dates

[E] Public Folder E-mail Addresses Report

[E] Public Folder Limits Report

[E] Public Folder Exchange Settings Report

[E] Public Folder Message Size Restricions Report

[E] Public Folder Message Delivery Restricions Report
[E] Public Folders hidden from Address Book

[E] Public Folder Client Permissions Report

[E] Public Folder Size Report

s — . - aa. — aa

B Public Folder General Settings Report ~

< Back MNext > Finigh

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific folders only option to generate the report for selective folder(s).
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Public Folder Reports Wizard E
Step 2 of 2- Specify Search scope
Select the desired folders for which the report has to be generated. Select Entire folders to generate the report for all folders ..=
in the arganization.
i@ Specific publicfolders onfy () All publicfolders
B Add...
Mo folder ohject added. Click "Add.. " to select folder ohjects to generate the selected publicfolder report.
| <Back || mee- || Ensh | [ Cancel

Click Add... button to select folder(s). In Recipient Picker dialog, select the desired folder(s) and click OK.

Recipient Picker E

Select the desired objects for which report has to be generated.

Search: @k Find Mow  Clear
Display Mame Email Address
For Mail

ForMail @vwyapinrand onmicrosoft.com

0K || Cancel |

1 objectis) found.

1 chjectis) selected.
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2. Select All publicfolders option to generate the report for all folders in the organization.

Step 2 of 2: Specify Search scope

report for all folders in the organization.

Public Folder Reports Wizard

() spedific public folders only (@) All public folders

< Back

Select the desired folders for which the report has to be generated. Select Entire folders to generate the

Finigh

Cancel

Click Finish to generate the report

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

shown below:
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[# Refresh 57 Export | 57 Filter | 5 E-mail | Find

4FublicFolder - General Settings Report

Object Mame Display name Folder name Recipient type Address list membership

For Mail ForMail@vyapinral For Mail PublicFolder ‘MailPublicFalders(VLV) \All Recipients(VLV) \Default

Follow the above mentioned similar steps to run a different report.
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How to generate Mail Contact Report?

Perform the following steps to generate a Mail Contact report:

=#  Mail Contacts

Mdail L
Select B | Mail Users

The Mail Contact Reports window with the list of available Mail Contact will be displayed as shown

below:

button in the toolbar.

Step 1 of 2: Select Report

Mail Contact Reports Wizard

The Mail Confact Reports wizard shows the list of reports that can be generated in Exchange Online. Select
any one of the reporis and click Next to proceed.

Reports:

[E Mail Contact E-rmail Addresses Report

[E Mail Contact General Information and Address Detzils

[E Mail Contact Created and Modified Dates

[E Mail Contact Exchange Setfings Report
|§| Mail Contact Message Size Restricions Report
[E Mail Contact Message Delivery Restricions Report

[E Mail Contact hidden from Address Book

Cancel

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Mail Contact Reports Wizard

Step 1 of 2: Select Report
The Mail Contact Reports wizard shows the list of reports that can be generated in Exchange Online. Select
any one of the reports and click Next to proceed.

[ Mail Contact Created and Modified Dates

Mail Contact E-mail Addresses Report

Mail Contact Exchange Settings Report

S|

S|

E‘I Mail Contact Message Size Restrictions Report

[E] Mail Contact Message Delivery Restrictions Report
S|

Mail Contact hidden from Address Book

< Back MNext > Finigh

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific contacts only option to generate the report for selective contact(s).
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Mail Contact Reports Wizard

Step 2 of 2- Specify Search scope

contacts in the onganization.

Select the desired contact for which the report has to be generated. Select Ertire contacts to generate the report for all

i@ Specffic contacts onty ) All cortacts

B Add...

Mo contact object added. Click 'Add.. " to select contact objects to generate the selected Mailcontact repart.

|| cancsl

OK.
Recipient Picker @
= E F!i Select the desired objects for which report has to be generated.
Search: @ Find Mow  Clear
Clisplay Mame Email Address
admin user adminuser@vyapinrand .onmicrosoft .com
Development user developmentuser@wyapinrand onmicrosoft.com

0K || Cancel |

1 chject(s) selected.

2 objectis) found.

2. Select All contacts option to generate the report for all contacts in the organization.

Click Add... button to select contact(s). In Recipient Picker dialog, select the desired contact(s) and click
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Select the desired contact for which the report has to be generated. Select Enfire contacts to generate the
report for all contacts in the organization.

() Spedfic contacts only (@) All contacts

Click Finish to generate the report.

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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= E-mail | Find

[# Refresh [ Export ‘ 7 Filter
on and Address Details|
E-mail Recipient MaxRecipient UseMapiRichTextFc UsePrefer Message
Type PerlMeszage MeszageFormat Format
adminuser@vyapit MailContact Unlimited Mever False Mime
False Mime

developmentuser@ MailContact Unlimited

Object Hame Dizplay Name

admin user admin user

Development user | Development user

Follow the above mentioned similar steps to run a different report.



How to generate Mail User Report?

Perform the following steps to generate a mail user report:

=% | Mail Contacts

t B Mail Users

Selec button in the toolbar.

The Mail User Reports window with the list of available Mail User reports will be displayed as shown

below:

Mail User Reports Wizard

Step 1 of 2: Select Report

The MailUser Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reports and click Next to proceed.

= ]

Reports:

[E] Mail User General Information and Address Detzils
[E Mail User Created and Modified Dates

[E Mail User E-mail Addresses Report

[E Mail User Exchange Settings Report

@ Mail User Message Size Restricions Report

[E Mail User Message Delivery Restricions Report

[E Mail Users hidden from Address Book

Cancel

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Mail User Reports Wizard

Step 1 of 2: Select Report
The MailUser Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reports and click Next to proceed.

[E Mail User Created and Modified Dates

Mail User E-mail Addresses Report

Mail User Exchange Settings Report

S|

S|

@ Mail User Message Size Restricions Report

[E Mail User Message Delivery Restricions Report
S|

Mail Users hidden from Address Book

< Back MNext > Finigh

Cancel

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific users only option to generate the report for selective user(s).
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Mail User Reports Wizard

=3

Step 2 of 2- Specify Search scope [

Select the desired user for which the report has to be generated. Select Entire users to generate the report for all users in H
the organization.

@ Specific users onfy i Al users
B Add..

Mo user object added. Click "Add..." to select user objects to generate the selected Mailuser report.

e = [ Finish H Cancel

Click Add... button to select user(s). In Recipient Picker dialog, select the desired user(s) and click OK.

Recipient Picker @

= E E“ Select the desired objects for which report has to be generated.

Search: @k Find Mow  Clear

—

Display Mame Email Address
Marcos Reus

marcous @vyapinrand .onmicrosoft.com

0K || Cancel |

1 chjectis) selected.

1 objectis) found.

2. Select All users option to generate the report for all users in the organization.
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Select the desired user for which the report has to be generated. Select Entire users to generate the report
for all users in the organization.

() specificusersonly (@ All users

Click Finish to generate the report.

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

[3) Refresh [ Export | 7 Eilter | 53 E-mail ‘Find Bl

Report: Mailuser - General Information and Address Details

,::::tant Department Company Phone jiome Mobile Phone

. Dizplay
Uhiectame N Phone

—— First Name Lagt Mame Initials Office Manager

Marcos Reus Marcos Reus

Follow the above mentioned similar steps to run a different report.
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How to generate License Report?

Perform the following steps to generate a license report:

'@ Organization
'@  License type by users
Select | Users by license type button in the toolbar.

Select the desired report. Once the data collection process is complete, the report data will be displayed
in a report window as shown below:

o [-I=]x]

Configuration Exchange Online Reports |  SharePoint Online Reports ~ Office 365 Export  Office 365 Manager

= ™) ] = e
Mailboxes Groups Public Contacts License
- Folders - i

[# Refresh BY Export | 7 Eitter | 5 E-mail | N |

gq:mrl:‘[xgwimlimm |

Account name Account id Active units fﬁ::“m tﬁ:‘”ﬂ out Service name Service type :g:f Part number a‘:.z’em Warning units

VYAPINSOFTWAR | VYAPINSOFTWAR-AAD_PREMIUM 100 1 0 AAD_PREMIUM | AADPremiumServi¢ Success AAD_PREMIUM |0 0
MFA_PREMIUM | MultiFactorService Success AAD_PREMIUM |0 0

VYAPINSOFTWAR-ENTERPRISEPACK 25 6 0 EXCHANGE_S_EN Exchange Success ENTERPRISEPACK 0 0

INTUNE_O385 | SCO Pendi ENT [} 0
MCOSTANDARD | MicrosoRCommun| Success ENTERPRISEPACH 0 0
OFFICESUBSCRIA MicrosofiOffice | Success ENTERPRISEPACH 0 0
RMS_S_ENTERFR RMSOnline Suceess ENTERPRISEPACH 0 0
SHAREPOINTENTE SharePoint Success ENTERPRISEPAGH 0
SHAREFOINTWAG SharePaint Suceess ENTERPRISEPACH 0 0
VAMMER_ENTERF YammerEnterprise| Pendinginpd | ENTERPRISEPAGH 0 0

<

Follow the above mentioned similar steps to run a different report.
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How to generate Group Report?

Perform the following steps to generate a Group report:

Groups
Select button in the toolbar.

The Group Reports window with the list of available Group reports will be displayed as shown below:

Group Reports Wizard
Step 1 of 2: Select Report

The Group Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reporis and click Next to proceed.

Reports:
[E] Group General Information and Address Detgils
[E] Group Created and Modified Dates
[E] Group E-mail Addresses Report
@ Group Exchange Settings Report
@ Group Message Size Restricions Report
@ Group Message Delivery Restricdons Report
[E] Groups hidden from Address Book
[E] Group Members Report

[E] Group Restrictions

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Group Reports Wizard “

Step 1 of 2: Select Report
The Group Reports wizard shows the list of reports that can be generated in Exchange Online. Select any
one of the reports and click Next to proceed. -

Reports:

B Group General Information and Address Details

[E] Group Created and Modified Dates

Group E-mail Addresses Report

Group Exchange Settings Report

Group Message Size Restrictions Report
Group Message Delivery Restrictions Report
Groups hidden from Address Book

Group Members Report

L T L I T TV T

Group Restrictions

< Back MNext > Finigh Cancel

Step 2 of 2: Specify Search scope
Select the desired search scope option to proceed.

1. Select Specific groups only option to generate the report for selective group(s).
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Group Reports Wizard

Step 2 of 2: Specify Search scope

Select the desired group for which the report has to be generated. Select Entire groups to generate the
report for all groups in the organization.

(@) Specific groups only () All groups

g Add...

Mo group object added. Click 'add..." to select group objects to generate the selected Group report,

< Back Next > \ Firish

=

Click Add... button to select group(s). In Recipient Picker dialog, select the desired group(s) and click OK.

Recipient Picker E

Select the desired objects for which report has to be generated.

Search: @k Find Mow  Clear
Display Mame Email Address
Office group office @wyapinand onmicrosoft.com

0K || Cancel |

1 chjectis) selected. 1 objectis) found.

2. Select All groups option to generate the report for all groups in the organization.
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Select the desired group for which the report has to be generated. Select Entire groups to generate the l';'
report for all groups in the organization.

(_) Spedficaroups only (@) All groups

Click Finish to generate the report.

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

[#) Refresh B Export ‘ 7 Filter

=) - mail ‘ Find (o)

[ aslisroups - General Information and Address Details

Object Hame Dizplay Name Alias E-mail Recipient Type Group Type IManaged By

Dffice group office office@vyapinrand MaillniversalDistr] Universal calebs Marcos Reus calebs1 devusel

Follow the above mentioned similar steps to run a different report.
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How to generate Mailbox Statistics Report?

Perform the following steps to generate a Mailbox Statistics report:

Mailboxes

-

Mailbox Reports
™ | Mail Item Reports

t i Mailbox Statistics Reports

Selec . button in the toolbar.

The Mailbox Statistics Reports window with the list of available Mailbox Statistics reports will be
displayed as shown below:

Step 1 of 2: Select Report —

The Statistics Reports wizard shows the list of reports that can be generated in Exchange Online. Select any Eﬂ
one of the reports and click Next to proceed.

Statistics Reports Wizard “

Reports:

[E Mailbox Activity Report
[E Mailbox Usage Report

[E Mailbox Usage Detzil Repart

Me Einish

Step 1 of 2: Select Report

1. Select the desired report and click Next.
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Step 1 of 2: Select Report

The Statistics Reports wizard shows the list of reports that can be generated in Exchange Online. Select any

one of the reports and click Next to proceed.

[E Mailbox Usage Report

[E Mailbox Usage Detzil Report

Step 2 of 2: Specify Search scope

Select Start Date and End Date option to generate the report for specific interval.
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Statistics Reports Wizard “

Step 2 of 2: Specify Search Criteria
Specify a suitable search criteria to generate the report ﬂ

Stat Date: | Monday . May 18,2015 [Fv

End Date: | Tuesday , May 19,2015 [G~ |

Report Type: (@ Daily
() Weekly
) Monthly
() Yeary

Click Finish to generate the report.

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

. Refresh % Export ‘ Y7 Filter

Report: |Mallbox Activity Report

Fem | o :I

Total number Number of
Tenant Name Date + ofactive accounts Number of accounts deleted
mailboxes created

VYAPINSOFTWAR. onmicrosoft.com 02-May-15 5:30:00 AM
03-May-15 5:30:00 AM
04-May-15 5:30:00 AM
05-May-15 5:30:00 AM
08-May-15 5:30:00 AM
O7-May-15 5:30:00 AM
08-May-15 5:30:00 AM
09-May-15 5:30:00 AM
10-May-15 5:30:00 AM
11-May-15 5:30:00 AM
12-May-15 5:30:00 AM
13-May-15 5:30:00 AM
14-May-15 5:30:00 AM
15-May-15 5:30:00 AM
18-May-15 5:30:00 AM

O o | oo o o la oo |o o o a

B T = = = = = = = T~ = = = = -
0w | o o |0 |lo oo || o | o o o | oo

[=]
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Follow the above mentioned similar steps to run a different report.
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How to find data in a report?

You can use the find feature in Vyapin Office 365 Management Suite to search for specific data in a report.

To search for data in a report, just type the characters or words you want to find in the find edit box
available in the report window and click on.

1. Vyapin Office 365 Management Suite performs a case insensitive search of the specified search criteria
in the report.

2. The search criteria should not be enclosed within quotation marks.

3. You can use the "*" wildcard character in the search criteria. The "*" wildcard character act as a place
holder for zero or more characters. However, note that you cannot use the "?" wildcard character in the
search criteria.

For instance, if you want to search for 'Domain’ in a report. Type Domain, without quotations, in the edit
box, and then click on Find Button.

By default, Vyapin Office 365 Management Suite adds an asterisk as a suffix to the specified search criteria,
if no wildcard character is present in it. In this case, Vyapin Office 365 Management Suite finds a match in
the report for all fields that have the text Domain followed by zero or more characters, that is, Domain,
Domain Controllers, Domain Admins, etc.

For all the matches found, Vyapin Office 365 Management Suite highlights the corresponding columns in
the grid, and scrolls the grid automatically to the first occurrence.

4. Vyapin Office 365 Management Suite finds additional occurrences of the specified search criteria
instantaneously. To locate other occurrences of the same search criteria in a report you need to scroll the
report grid downwards.
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[ Refresh B Export ‘ 7 Eilter

5 E-mail | Find user

Report: Mailbox Created and Modified Dates

Object Name Dizplay Name First Name Last Name Created Modified
calebs Caleb Sills Caleb Sills 11112014 4:08:46 127272014 12:49:37 PM
calebs2 Caleb? Sills2 Caleb2 Sills2 1112014 6:12:00) 127272014 11:10:42 AM
calebs7 CalebT Sills7 12/16/2014 6:25:25 | 12/24/2014 6:50:52 PM
devuser Development User Development User 112014 12:25:071 1423/2015 3:45:41 PM
DiscoverySearchM Discovery Search Mailbox 112014 11:38:58 12/2/2014 3:14:57 PM
ganesan Ganesan S Ganesan = 1102014 11:41:01 12/5/2014 5:28:55 PM
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How to E-mail data?

Vyapin Office 365 Management Suite provides the option to e-mail the reports generated using Built-in
Reports.

Click button in the toolbar to e-mail the report to e-mail recipients. E-mail dialog will be
displayed as shown below:

" E-Mail Report

5 Specify SMTP Server name, From Address, To address, Subject, Body of the e-mail
— message, attachment format and option to attach the report as zip file format.

|
SMTP Server:

From:

_ 1 To:

Send
Subject:

Attachment Format: | HTML W Compress the attachment

For e-mailing reports, Vyapin Office 365 Management Suite requires SMTP Server, From E-mail Address,

To E-mail Addresses (recipients separated by semicolon) and the report attachment format.

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

option to compress the attachment.

button to send the report by e-mail to the selected recipients.
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How to Export data?

The Export feature helps the user to export report data generated by Vyapin Office 365 Management
Suite to a file using various formats namely HTML/CSV/XLSX.

]
Click on m button in the report window or select Export option under File menu to export report
data to a file in the desired format.

rExpu:urt @ﬁ

Select the export path, format and file name for the report to be
exported.

Export Path: ments'\Vyapin Office 355 Management Suite"Seport [

File Format: |HTML -

File Mame: Mailbox Created and Modified Dates

| Bxport to time-stamped subfolder

QK ] | Cancel

Specify a file name to export report data to or accept the default file name. Specify the export path and
select a desired file format. The path refers to the destination location where the output file generated
should be stored. It can be given using the Browse button.

By default, the report will be exported to a time-stamped sub-folder in the format 'YYYY-MM-DD
HH.MM.SS' under the specified export path. This will be useful to avoid overwriting of existing files, if any,
in the specified export path.

In CSV file format, the information is stored as comma separated values. For each report, a CSV file will
be generated. The name of the CSV file will be the name of the report.

In HTML and XLSX file formats, the information is stored in html and xIsx files respectively. For each report,
a file corresponding to the selected file format will be generated. The name of the file will be the name of
the report.
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How to Refresh data?

Refresh the current report data to view the latest information from the Exchange Online.

Click L1 Refresh | ytton in the toolbar available in the report window to refresh report data. The existing
data will be cleared and latest data will be loaded in the report window.
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How to use Filter?

Vyapin Office 365 Management Suite can filter the report data based on a filter condition. The Filter
criteria can be specified based on columns in the report to match certain values of the data.

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

ter

v
1. Click Filter
Filter window will be displayed as shown below:

2. In the Filter window, select any column from the Field dropdown.
3. Select any operator from the Operator dropdown.

4. Select any value from the Value dropdown.

5. Click Add to Filter button to add condition to the Filter list.

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

button in the toolbar available in the report window to launch Filter window.

? Filter Criteria E@
Select the fields and the corresponding values to be filtered in the report

Field Cperator Value

[[Ol:uject Mame] v] [= v] calebs7 -

| anoToFiter | [ oORToFiter |
(1) & kX
[Cbject Mame] = 'calebs’
2R [Ohject Mame] = 'calebs¥
Clear Filter [ Ok ] [ Cancel

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

8. Click OK to apply the given filter settings and generate the filtered report output.
9. Click Cancel to abort the filter action.

10. The various operators available in Vyapin Office 365 Management Suite are given below:
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Operator Applicable Data Types Description Example
= String, Numeric, Value of Column name | [Display Name] =
Boolean, Date matching exactly with 'Administrator’

the specified value
data

<> String, Numeric, Value of Column name | [Display Name] <>

Boolean, Date not matching exactly 'Administrator’

with the specified
value data

> Numeric, Date Value of Column name | [Incoming message size
greater than the (KB)] > 1024
specified value data

>= Numeric, Date Value of Column name | [Outgoing message size
greater than or equal (KB)] >=1024
to the specified value
data

< Numeric, Date Value of Column name | [Issue warning at (KB)]
lesser than to the <5000
specified value data

<= Numeric, Date Value of Column name | [Prohibit send at (KB)]
lesser than or equal to | <=3000
the specified value
data

starts with String Value of Column name | [Member of] starts
starts with the with 'Admin'
specified value data

ends with String Value of Column name | [Member of] ends with
ends with the specified | 'Admins'
value data

does not start with String Value of Column name | [Member of] does not
does not start with the | start with 'Domain’
specified value data

does not end with String Value of Column name | [Member of] does not
does not end with the end with 'Admins'
specified value data

contains String Value of Column name | Member of] contains
contains specified ‘A
value data

does not contains String Value of Column name | Member of] does not

does not contains
specified value data

contains 'A'

Is Null

String, Numeric,
Boolean, Date

Value of Column name
does not contains
specified value data

[Alias Name] Is Null
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Is Not Null

String, Numeric, Value of Column name | [Alias Name] Is Not Null
Boolean, Date is not null

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

Operation Description

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

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

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

Insert (' Select any condition in the filter list and Click button to insert an open
parenthesis at the start of the condition.

Insert ')’ Select any condition in the filter list and Click { button to insert a close
parenthesis at the end of the condition.

Delete '(' Select any condition in the filter list and Click & button to delete an existing
open parenthesis in the selected condition.

Delete ')’ Select any condition in the filter list and Click & button to insert a existing close

parenthesis in the selected condition.

Delete Condition

Select any condition in the filter list and Click 7< button to delete the selected
condition.

Delete All

Click e button to delete all the conditions in the filter list.
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How to generate SharePoint Online Reports?

Before generating a SharePoint report, a valid SharePoint site should be connected with proper
credentials in the Configuration Settings. Perform the following steps to generate a SharePoint report:

Select the desired Configuration, Security or Inventory report from the SharePoint Online Reports tab.
You will asked to select a scope depending upon on the context report.

For a site context report, you will be asked to select the scope of a site as shown below.

- Report Scope

Report Scope:

Connected site only

OK

| | Cancel

For a list context report, you will be asked to select the scope of a site and a list as shown below.

- Report Scope

Report Scope:

Connected list only

Select List:

For a user context report like Effective permissions of user and groups, you will be asked to select the

users / groups, site and the list.
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User / Group Selection “

Select Users or Groups to fetch the effective permissions:

Users: Groups:

[] select all "~ [] select all
[] calebsas sillss

[] Excel Services Viewers
[] calebs7 sills7 [] Team Site Members

[ caleb sills [] Team Site Owners
[ Company Administrator [[] Team Site Visitors

[] Development Team
[] Development User
[] Everyone

Securable objects to fetch effective permissions for the selected users/groups:

() Sites (@ Lists () List kems
Report Scope: Select List:
Connected list only W a

QK Cancel

After the scope selection, the data collection process will start. Once the data collection process is
complete, the data will be displayed in the report viewer window like shown below.
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Vyapin Office 365 Management Suite - [SharePoint Online Reporter] - g

Configuration  Exchange Reports | SharePoint Reports | Mailbox Export  Manager

@ B 2 =

Configuration Security Inventory Schedule

.

;;Refresh gapompubnsh — Fiter ' E-mail

Report: Scope: List: Group By:
Site Columns  Connected site only v a None v Data Collection Time: 02-Apr-15 7:18:48 PM
Column Name Type Internal Name Type DisplayName Group Name Description
Lower values are better Boolean Yes/Na Status Indicators Whether lower is better or higher is better
Comments Lookup Lockup Lookup _Hidden
QOther Address Country/Region  Text Single line of text  Core Contact and Calendar Columns
Instance Id Text Single line of text _Hidden
Categories Text Single line of text  Base Columns
Enterprise Keywords Invalid Managed Metadata Enterprise Keywords Group Enterprise Keywords are shared with other users and applications to allow for ¢
Manager's Name Text Single line of text  Core Contact and Calendar Columns
Number of Ratings Invalid Number of Ratings Content Feedback Number of ratings submitted
Children's Names Text Single line of text ~ Core Contact and Calendar Columns
Date Modified DateTime Date and Time Core Document Columns The date on which this resource was last modified
Company Text Single line of text  Core Contact and Calendar Columns
Event Cancelled Boolean Yes/No
uiD Guid Guid
Home Address State Or Province Text Single line of text
Date/Time DateTime Date and Time
Link to Report Computed Computed
Break Text Single line of text
Author Text Single line of text The primary author
Late Night Text Single line of text
End Text Single line of text
Qut of Office(Private) Text Single line of text
Previously Assigned To User Person or Group
Description Text Single line of text
Workflow Display Name Text Single line of text
Checked out User User Person or Group
Route To External Location Boolean Yes/Na Document and Record Management Columns
< >

MNumber of rows: 611
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How to Export / Publish data?

The Export / Publish feature helps the user to export / publish report data generated by Vyapin Office 365

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

Click on & Export / Publish

export report data to a file in the desired format.

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

& Export

Export to local drive

Export Path:

[ Publish to SharePoint library

% Use the same SharePoint site used to generate the report

Use a different SharePoint site

Site URL:
Authentication type:  QOffice 365 Cloud |dentity
User name: | y5SPRO\deepak

Password: |sssssssssssssssss

Library name:

File name: Extension:

File Conditions:
If the file with same name already exists,

@ Owverwrite the existing file

() Rename the new file by appending the time stamp value.

LBV

QK | | Cancel
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Specify a file name to export report data to. Specify the export path and select a desired file format. The
path refers to the destination location where the output file generated should be stored. It can be given
using the Browse button.

You can also publish the report data to a SharePoint library. Specify the file name, file format, SharePoint
site URL, credentials and a library to publish the report.

In File Conditions specify a condition to overwrite or rename the report data file, if the file with the same
name already exists in the export location or SharePoint library.
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How to E-mail data?

Vyapin Office 365 Management Suite provides the option to e-mail the reports generated using Built-in
Reports.

W E-mail
Click button in the toolbar to e-mail the report to e-mail recipients. E-mail dialog will be
displayed as shown below:

- E-Mail Report x|

=20
™ Specify SMTP Server name, From Address, To Address, Subject, Body of the mail
— message, attachment format and option to attach the report as zip file format
SMTP Sever
From...
A L |
- To..
Send
Subject: | Site Columns
Attachment format: Jhitml - Compress the attachment

For e-mailing reports, Vyapin Office 365 Management Suite requires SMTP Server, From E-mail Address,
To E-mail Addresses (recipients separated by semicolon) and the report attachment format.

Specify SMTP server name, from Address, To address, mail subject, mail content, attachment format and
option to compress the attachment.

button to send the report by e-mail to the selected recipients.
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How to use Filter?

Vyapin Office 365 Management Suite can filter the report data based on a filter condition. The Filter
criteria can be specified based on columns in the report to match certain values of the data.

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

Filter
1. Click Filter - button in the toolbar available in the report window to launch Filter window.

Filter window will be displayed as shown below:

- FilterDialog

Filter Conditions:

Column name: | Wah Url w
Condition: | Equals v
Value:
Logical condition: | gp v

add || Finish

2. In the Filter window, select any column from the Column name dropdown and select a condition from
the Condition dropdown.

3. Enter a value in the given value field.
4. Click Add button to add condition to the Filter list.

5. Use Logical Condition dropdown to add multiple filter conditions to the list and to form a complex filter
query if needed.

6. On clicking Finish the filter dialog window will be closed and you can view the filtered data in the report
viewer.

7. You can now export, publish or e-mail the filtered report based on the requirement.
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How to schedule a SharePoint report task?

SharePoint site details

Report Selection

Delivery Options

Task Settings
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Step 1: SharePoint site details

You can create SharePoint report scheduled task to generate reports at a specified intervals. The

generated report can also exported, published or mailed using this wizard.

Specify the SharePoint Site details like Site URL, credentials and tenant name to store the generated

data. This window will appear as shown below.

- Task Scheduler

Specify the SharePoint site details

Specify the URL and credentials of a SharePoint site to view the reports

URL: |https://vwapinrandtest sharepoint.com

SharePoint user credential:

Authentication type: |Cffice 365 Cloud based identity

Use the following credential to connect to SharePoint:

User Name:  |devuser@vyapinrandtest onmicrosoft.com
{johndoe@contoso .com)

———

Password:

Tenant name:

randtest

Cancel

Select Federated Identity in Authentication Type combo to connect to a SharePoint site (SharePoint On-
premise or SharePoint Online) using federated identity configured using ADFS. Also, select this option to

connect to Office 365 SharePoint Online configured using federated identity provider.
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To connect to Office 365's SharePoint Online environment, you can use Web Single Sign-on option for
both Cloud Identity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com) and

Federated ldentity (configured via ADFS e.g., johndoe@vyapin.onmicrosoft.com).

- Task Scheduler

Specify the SharePoint site details

Specify the URL and credentials of a SharePoint site to view the reports

[

URL: |https://wapinrandtest sharepoint.com

SharePoint user credential:

Authentication type: |Federsted Authentication

Use the following credential to connect to SharePoint:

User Name:  |devuser@vyapinrandtest onmicrosoft.com

{johndoe@contoso.com)

Password:

Tenant name:

randtest

Cancel

Upon clicking Next button to proceed, you will be prompted for credential (username and password) as

shown below:

92


mailto:johndoe@vyapin.onmicrosoft.com

] 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 Or&a:izati_onal géounts that work here can be used anywhere you
HERR %‘;{Qé 2 ﬁ%ﬁ&gzoft Legal Privacy Feedback

Provide ID and Password in the respective textboxes and click Sign in button to proceed.
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Step 2: Report Selection

Select a report from the list of available reports which you like to be scheduled. The report selection
window appears as shown below.

b

Task Scheduler

Report Selection

Select a report to view and also specify the scope of the report

i)

EEREEREEREE

EEEEREEE=EEE

i
i
i

=] m Configuration Reports

List Templates

Site Collection Workflow Templates
Site Columng

Site Content Types

Site Settings

Site Templates

Site Workflows

Web Parts

=l g Security Reports

Effective permissions of the sites

Effective permissions of the lists

Effective permissions of the list items

Effective Permissions of Users and Groups

Lists with no unique securable objects

Sites with no unique securable objects

Unigue securable objects with empty permissions
Group ownership

Limited access permissions

= ¥ Inventory Reports

List Inventory
List Item Inventory
Site Inventory

Selected Report:
List General Settings
Report Scope:
Connected list onhy

Lisk:

a

Cancel

Select the scope of the report to be generated and the list, if the report is a list context report.

If the selected report is Effective permissions of Users and groups, you will be asked to select the user
and group on clicking Next as shown below.
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User / Group Selection

Select Users or Groups to fetch the effective permissions:

Users: Groups:

[] select all "~ [] select all

[] calebsas sillss [] Excel Services Viewers

[] calebs7 sills7 [] Team Site Members

[] caleb sills [7] Team Site Owners
[ Company Administrator [[] Team Site Visitors

[] Development Team
[] Development User
[] Everyone

Securable objects to fetch effective permissions for the selected users/groups:

() Sites (@ Lists () List kems
Report Scope: Select List:
Connected list only W | |E|

OK

| | Cancel

95




Step 3: Delivery Options

In this window, select a delivery option, to export / publish / e-mail the generated report on scheduled
run. This window appears as shown below.

=

Task Scheduler

Delivery Options

Select the report delivery option. You can Export, Publish or E-mail the report using the options given below.

i)

Export | Publish | E-mail

Export to local drive

Export Path: || Save As
File Conditions:
If the file with same name already exists,
(@) Overwrite the existing file
() Rename the existing file by appending the time stamp value.
Back Mext E Cancel

You can also publish the report data to a SharePoint library. Specify the file name, file format,

Sha

rePoint site URL, credentials and a library to publish the report.
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Task Scheduler

Delivery Options

Select the report delivery option. You can Export, Publish or E-mail the report using the options given below.

P

| E:qmrtl Publish | E-mail |

Publish to SharePoint library:

®) Use the same SharePoint site used to generate the report
() Use a different SharePoint site

URL:

Authentication type: | Office 365 Cloud based identity

User Name: VS5PROdeepak .
Password: ——
Library Name: | v| | [ ] |
File Name: | Extension: |csv v/
File Conditions:
If the file with same name already exists,
(@) Overwrite the existing file
(_) Rename the existing file by appending the time stamp value.
(o ][ ]| o

If you want to e-mail the generated report on scheduled run, specify SMTP server name, from Address,
To address, mail subject, mail content, attachment format and option to compress the attachment.
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Delivery Options

Select the report delivery option. You can Export, Publish or E-mail the report using the options given below.

Export | Publish | E-mail

E-mail this report

SMTP Server: |

From... |

To... |

subject: List General Settings

Attachment Format: | csv v | Compress the attachment

Body Cortert:
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Step 4: Task Settings

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

1. Task Settings step will appear as shown below:

Schedule Settings:

Schedule: |Dai|y w | StartTime: |04:59 PM =

Schedule Daily

e

o Task Scheduler x|
Task Settings D
Enter a name for the task and specify scheduler settings
Task Mame: | |
Description: | |

Back Fiish | | Cancel

[

2. Enter a unique task name in Task Name textbox.

3. Click Finish to create a Windows Scheduled task and save the corresponding task settings.
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Office 365 Export

Create a task

Edit a task

Task manager
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Create a task

Folder / Folder type selection

Item search

Destination settings

Task settings
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Folder / Folder Type Selection

1. On selecting the New Task from the ribbon of the Task Manager, the following dialog will be shown,

- Export Options x|

(@ Export Public Folders

Create a connection to extract and export all relevant mails from your Public Folders in
your Office 365 BExchange online

(®) Export all Public Folders () Export specific Public Folders
[ ] Include sub<olders

(") Export Message Folders

Create a connection to extract and export all the relevant mails from user mailboxes in
your Office 365 BExchange online

QK Cancel

2. If you want to Export the folders from Public Folders, Select Export Public Folders option.

3. You can select between All Public Folders and Specific Public Folders options.

4. If you select Specific Public Folders option folder selection screen will appear as shown below,
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L
—

Public Folders to SharePoint

Folder Search
Select folders from the list of available folders

= []Public Folders

[n
[ Mtedees

[] Bulk Test{Migration Team)
[Ccalendar
[[Jcalendar with Mail enabled
[JcalenderFolderTest
[JContactFolder Test
[Cument Trend
[ ] Deployment
[ Documentation
[]Everts
[ |Feedback
[IFindings

[1For Test
[Tforonetest

[Goals
[iGrowth 23
[THurdles
[Tirtemet Newsgroups
[Tlssues
i

[u
[[]Latest News
[mail1

7 [ Imailcheck

5. If you select the Export Message Folders option, Recipient mailboxes selection window will appear as

shown below,
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Recipient Mailboxes
Select the recipient mail boxes to fetch mail items

() All mailboxes
(@) Specific mailboxes

6. On clicking Add button, a window will appear which contains all the mailboxes in the specified
directory server like shown below,
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Recipient objects

Select the recipient mail boxes to fetch the mail items

MName

- 1

-2

ﬂ Account

; Account2

ﬂ. Adminuser3

ﬂ. adminuserd

ﬂ. Affonso 5. Thomas
ﬂ. Basic Pemissions2010
e Bulk Usef

& Bulk User

& Bulk User10

& Bulk User2

e Bulk User3

e Bulk Userd

e Bulk User5

e Bulk User?

e Bulk Userg

e Bulk Userg

i Y NS

Email

12@spacenst local
13@spacenst local
account 1@spacenst local
account 2@spacenet local
adminuser3@spacenet local
adminuserd @spacenet local
afonso@spacenst local
Basic?010&@spacenst local
bulkusert@spacenst local
bulkuserl@spacenst local
bulkuserl l@spacenet local
bulkuser?@spacenet local
bulkuserd@spacenet local
bulkuserd@spacenst local
bulkusers@spacenst local
bulkuser? acenet local
bulkusaﬁg&:ma.luml
bulkuserS@spacenst local

m——tle e e e e D ]

0 selected of 36

7. From this window, you can select multiple mailboxes to fetch mail items.
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Recipient Mailboxes
Select the recipient mail boxes to fetch mail items

() All mailboxes
(@) Specific mailboxes

Email

Mame
a Afonso 5. Thomas afonso@spacenst local
a Craig F. Williams craig@spacenet local

a Crouch D. Lampard crouch@spacenet local
. Damen R. Hick damen@spacenet local

8. On selecting All Mailboxes option you can fetch mail items from all the mailboxes.

9. Folder Search step will appear as shown below:

106



Folder Search
Select folder based on folder types, folder properties or from list of available folders

Find Folders
(@) Select folders by selecting folder types () Select specific folders from recipient mailboxes

Message Folders
Inbox

Drafts

Sent ltems
Deleted ltems
Contacts

Tasks

Calendar
Journal

Custom Folders
Oither Folders (Junk E-mail, Motes etc)

[] Include sub-folders

10. The default option to filter folders is based on its folder types. You can select the types of folders to
filter from the entire folder collection available in the server

11. You can also select folders from the list of available folders to fetch mail items.
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Folder Search
Select folder based on folder types, folder properties or from list of available folders

Find Folders
() Select folders by selecting folder types (@) Select specific folders from recipient mailboxes

=N ge Folders

= [|Afonso S. Thomas
[]Calendar
[|Cortacts
[]Conversation Action Settings
[]Deleted tems
[ ]Drafts
[+] Inbax
[JJoumal
[JJunk E-Mail
[TINotes
[Outbex
[T]5ert tems
[Tasks

[Craig F. Williams

[Crouch D. Lampard

[]Damen R. Hick

Einish
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[tem Search

Using this window, you can refine the item results by specifying item search conditions and also you can

save the specified search conditions as a template.

1. Item Search step will appear as shown below:

Exchange to SharePoint
Item Search (Optional) —
Specify optional criteria to search mail items. You may load a criteria from a saved search query or specify a new criteria Q
Find Items (@) New Search Query () Saved Search Queries Manage
= Field Condition Value BExclude
Date Range
= Field Condition Value Exclude
Subject |
Body
-, Field Condition Value Exclude
From [ To [
Cc
Field Condtion Value Exclude
Headers
Bring the items when:
(@) Al of the above conditions are satisfied () Any one of the above conditions is satisfied
Save this Search Query Back Mext Finish Cancel

2. Items can be filtered based on its properties. To filter items based on its Received, Sent, Created or

Modified time, you can use the Date Range button.
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Received |Sert | Created | Modified |

. January 30, 2015 B~

. danuary 30, 2015 B~

3. To filter items based on Subject or Body, click on the respective button and specify keywords to
search for in the text fields provided to filter mail items.

4. To filter items based on the recipients, click on the respective button and select the users to filter mail
items corresponding to the selected users.
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Add a new user to the below list:

User Mame:

Select Users:

Mame
[]1
=2

|:| Accountl

|:| Account2

[] Adminuser3

[] adminuser4

[ ] alfonso 5. Thomas

[ ] Basic Permissions2010
[] Bulk Uses

[ ] Bulk User1

[ ] Bulk User 10

[ ] Bulk User2

[ ] Bulk User3

Email

12@spacenst.local
13@spacenet.local
accountl@spacenet.local
account2@spacenet.local
adminuser3@spacenet. local
adminuser4@spacenet. local
alfonso@spacenst.local
Basic2010@spacenet. local
bulkusera @spacenet.local
bulkuser 1@spacenet.local
bulkuser 10@spacenet.local
bulkuser2@spacenet. local
bulkuser3@spacenet. local

[] Select Al

5. You can also specify search conditions for other properties like categories, read/unread, importance,

size and attachments.

[ | Categories:
[ ] Only items that are:
[ | Only items with:

[ ] Whose importance is:

Ttem Size(Kilobytes)

Blue Categony
read
one or more attachments

niormal

| doesn't matter

6. If you want to save the search conditions as a search query, you can select the New Search Query
option and specify a name for the search query by clicking the Save this Search Query button. You can
also load item search conditions from Saved Search Queries.
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Destination Settings

In this window, specify the Folder location, file naming rules and attachment naming rules to save the

mails from Exchange online.

1. Folder Settings step will appear as shown below. Specify the Export location to save the exported

files.

-r.

= Export Public Folders

Destination settings

Specify folder, file and attachment settings and naming rules to use when creating items in file system

Attachment settings

File naming rules for exported files

Emall |Contacts | Tasks | Events

E-mail Settings

Select properties to append with file name

| Subject

] From

.0., johndoe@contoso.com

] sent
e.g.. _20141025-123000

] Unique ID
eqg., 2ADDBEST. .

®) Skip the file

e.g.. _Important Announcement

File Name to be used: | <Subject> <Received>

| Received
e.g., _20141025-123000

Te

&.9., johndoe@contoso.com

] Folder Name
eg.. _Inbox

[] Curent Time Stamp
eg., _20141025-123000

If the file with the same name already exists in the destination location?

':::Z' Rename the new file that is cumently exported by appending with unigue 1D

Back Next

Cancel

2. File Settings step will appear as shown below. In this step specify file naming rules for naming the file
to be exported by checking the desired checkbox. You can also specify separate file naming for different
types of mail items. You can also specify overwrite conditions to skip or rename the file, if the file

already exists in the destination.
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= Export Public Folders x|

Destination settings
Specify folder, file and attachment settings and naming rules to use when creating items in file system J

File settings | Attachment settings

Attachment Settings

Mote: You can always fetch the attachments from the exparted .eml file. If you want to save the attachments separately,
you can use the below settings.

Do you want to save the attachments separately in a folder? ® Yes () No

Select properties to append with attachment name

| Attachment Name [] Subject

e.g.. Mail Attachment bd e.g.. _Important announcement
[] Cument Time Stamp [ From

eq.. _20141029-123000 £.g., johndoe@contoso.com
[ Te [] Recsived

e.g., johndoe@contoso com eg., _20141029-123000
[] sert [] Unigue ID

eg., _20141025-123000 e.qg., _2ADDBEST..

Attachment file name to be used: | <AttachmentMName>

If the attachment with the same name already exists in the attachment folder?
(@) Skip the file
() Rename the new file that is cumrently exported by appending the Unigue 1D

Back et Cancel

3. Attachment settings will appear as shown below. This is an optional step. If you want to save
attachments in a separate folder, you can use this window. Specify file naming rules for naming the
attachments to be exported by checking the desired checkbox. You can also specify overwrite conditions
to skip or rename the file, if the file already exists in the destination.
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= Public Folders to SharePaint

Destination settings

Specify folder, file and attachment settings and naming rules to use when creating tems in file system

| Folder settings | File settings | Attachment settings

Attachment Settings

Mote: You can always fetch the attachments from the exparted .eml file. If you want to save the attachments separately,
you can use the below settings.

Do you want to save the attachments separately in a folder? ® Yes () No

Select properties to append with attachment name

| Attachment Name [] Subject

e.g.. Mail Attachment bd e.g.. _Important announcement
[] Cument Time Stamp [ From

eq.. _20141029-123000 £.g., johndoe@contoso.com
[ Te [] Recsived

e.g., johndoe@contoso com eg., _20141029-123000
[ Sert [ Urnigue ID

eg., _20141025-123000 e.qg., _2ADDBEST..

Attachment file name to be used: | <AttachmentMName>

If the attachment with the same name already exists in the attachment folder?

(@) Skip the file
() Rename the new file that is cumrently exported by appending the Unique 1D

:
=
A
I
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Task Settings

To specify the task name and task settings for the Office 365 Export task, perform the steps given below

1. Task Settings step will appear as shown below:

= Export Public Folders “

Task settings ==

Enter a unigue name for the task and specify trigger settings.

Task Mame: |lask new| |
Export location: C:\UsersPublictDocuments \Wyapin Cffice 365 Management Suite'Mail Export\ExportedFiles

When to run this task: Schedule Settings

® Run now Schedule: | Daily Start Time: |07:03 PM =

() Schedule Schedule Daify

Back Mendt Finish Cancel

2. Enter a unique task name in Task Name textbox.

3. Select a Trigger Option from one of the following options given below:

115



Run now - to run the task immediately after clicking Finish button

Schedule - To create a Windows scheduled task. Office 365 Export will create a schedule task in the
Windows Scheduled Tasks with the given settings.
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Edit Task

Edit Task is similar to creating a Task, except that a few settings cannot be altered as stated below.

1. The Office 365 Export edit mode window will appear based on settings given on creating the task.

2. Select folders / folder types Folder Selection.

3. Specify Item Search conditions to item results.

4. Specify Destination Settings to provide details like export location, file naming rules, attachment
naming rules and overwrite conditions.

5. In Task Settings edit mode, the task name cannot be altered.

6. Click Finish button to save the task settings, or click Back button to go to the previous step.
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Task / Connection Manager — Introduction

Office 365 Export uses a task oriented interface to manage export tasks. Task Manager is the main
application window which will help you manage task and their corresponding history. It also provides
menus and tools to work with the task in a simple and elegant manner.

= Vyapin Office 365 Management Suite - g
- Configuration  Exchange Reports  SharePoint Reports | Mailbox Export ~ Manager
=) I / R o - Q
5 £ ”® ~ -
New Copy Edit Delete Run Refresh View Error
Task Task Task Task Now Leg
Tasks Task Details - mail all mailbox
mail all mailbox mail all mailoox
I b i
mail box specific typs User Name devuser@vyapinrandtest onmicrosoft com
mail public
mail public specific Selected Fokder option fodertypes
mail specific user specific folder Export location c: pin Office 365 i ortiExportedFiles
E-mail format <Subjects_<Receiveds
Contacts format <First Name>_<Last Name>
Tasks format <Subject_<Due Date
Events format <Subjects_<Start Time>
Task History 2 Refresh
Start Time End Time Elapsed Time Result Error Log

Standard menu bar:

Standard menu bar contain all the actions to work with a External Data Connector connection.

Ex Configuraticn Exchange Reports SharePoint Reports Mailbox Export Manager
=) ' / h ‘o o (%]
. L % L~
MNew Copy Edit Delete Run Refresh View Emmor
Task Task Task Task Now Log

Tasks pane:

Tasks pane contains all the tasks created by the user. Tasks related operations such as Edit Task, Copy
Task, Delete Task and Run Now can be performed based on the selected task in the Tasks pane.
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Tasks

mail all mailbox

mail box specific type
mail public

mail public specific

mail specific user specific folder

Tasks details pane:

Task Details pane displays the details about the currently selected task in Tasks pane.

Task Details - mail all mailbox

User Name

mail all mailbox

devuser@vyapinrandtest.onmicrosoeft.com

Selected Folder option

foldertypes

Export location

ChUsers\Public\Documents\Vyapin Office 365 Management Suite\MailExportExportedFiles

E-mail format

<3Subject>_<Received=

Contacts format

<First Name>_<Last Name=>

Tasks format

<Subject=_<Due Date=

Ewvents format

Task history pane:

Task history maintains every Task run information. It displays the required information about Task

=Subject=_«Start Time=

result, start time, end time, elapsed time, and error log.
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Office 365 Manager

How to make license changes?

Tenant selection

User selection

License changes

Assigning license changes
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Tenant Selection

In this window, select the tenant in which you want to make the license changes.

1. Tenant Selection step will appear as shown below.

- License Manager n

Tenant Selection

Select the tenant for which you wish to modify user licenses

Select the tenant to modify user licenses:

vyapinrandtest

Back | Mend | | Cancel

2. Select the desired tenant in which you want to make the license changes and Click Next.

3. On clicking Next, Office 365 Manager will fetch all the license information and user information
corresponding to the tenant. This may take some time, depending upon the size of the tenant.
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User Selection

In this window, you can select the users from the list of available users, to make the license changes.

1. User Selection step will appear as shown below.

L

License Manager

User Selection

Select users from the list of available users to modify user licenses

Users: AllUsers W

Available Users: Selected Users:

Calebs3 Sills3 Development Team
Development Team Calebs 5ills7
Calebs Sills7 Calebs Sillsé
Calebs Silsh

GANESAN 5

Caleb Sills

Development User = Fonove
Operational Team
Calebs Sils
Sales Team
Calebs? Sills2
Caleb1 Sills1

Add =

| Back |  Net || Cancel |

2. You can select a group from Users dropdown, to filter users who are the members of the selected
group, to ease selection.
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User Selection

Select users from the list of available users to modify user licenses

Frequent Users

Selected Users:
Development Team
Calebs Sills7
Caleb1 Sills1 Calebs Sils6

3. On clicking Next, current license assignments of the selected users will be displayed.
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License changes

In this window, you can specify the license changes you want to make. You can select between two
options to Assign / Remove specific licenses for all the users in bulk and Assign / Remove specific
licenses for each user.

1. Assign / Remove specific licenses for all the users in bulk step will appear as shown below.

License Changes

I

License Manager ﬂ

Asgsign or remove licenses for spedfic users or all the selected users

(®) Assign [ Remove spedific licenses for all the users in bulk () Assign | Remove spedific licenses for each user

Select the license changes you wish to apply:

= [ vyapinmandtest: ENTERFRISEPACK
[ IRMS_S_ENTERPRISE

License assignment rules:

(@ Add to existing license assignments
(") Replace existing license assignments

() Remove from existing license assignments

Back Finish Cancel

2. Select the license assignments, which you want to be applied for the selected users.
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- License Manager

User Selection

Select users from the list of available users to modify user licenses

Users: Frequent Users

Available Users:

Selected Users:

/el Development Team
Caleb Sills Calebs Sills7
Caleb1 Sills1 Calebs Sils6
Add =
< Remove
| Back |  Net || Cancel |

3. Select between the options, Add to existing license assignments, Replace existing license assignments,
Remove from existing license assignments to make license changes for all the selected users.

4. Assign / Remove specific licenses for each user step will appear as shown below.
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> License Manager

License Changes

Assign or remaove licenses for spedfic users ar all the selected users

() Assign [ Remove spedific licenses for all the users in bulk (®) Assign [ Remove spedific licenses for each user

Select the license changes you wish to apply:

|User name License type

Calebs Sills7 [] wyapinrandtest: ENTERPRISEPACK
RMS_S_ENTERFRISE
OFFICESUBSCRIFTION
MCOSTANDARD
SHAREPOINT WAL
SHAREPOINTENTERFRISE
EXCHANGE_S_EMTERFRISE

vyapinrandtest: ENTERPRISEPACK

U O|00o|ois

Calebs Sillst

I

OFFICESUBSCRIFTION
MCOSTANDARD
SHAREPOINT WAL
SHAREPOINTENMTERFRISE
EXCHANGE_S_EMNTERFRISE

I

| Back |  Fnish || Cancel |

5. Make the desired license changes in the grid. The changes you made will be denoted with colour
markings (Green for assigned license and Red for removed license) as shown below.
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License Changes
o

Assign or remove licenses for spedfic users or all the selected users

() Assign [ Remove spedific licenses for all the users in bulk (®) Assign [ Remove spedific licenses for each user

Select the license changes you wish to apply:

lUser name License type

Calebs Sills7 [] wyapinrandtest: ENTERPRISEPACK
RMS_S_ENTERFRISE
OFFICESUBSCRIFTION
MCOSTANDARD
SHAREPOINT WAL
SHAREPOINTENTERFRISE
EXCHANGE_S_EMTERFRISE

vyapinrandtest: ENTERPRISEPACK

OFFICESUBSCRIFTION
MCOSTANDARD
SHAREPOINT WAL
SHAREPOINTENMTERFRISE
EXCHANGE_S_EMNTERFRISE

OO0 o O 0 O O« & O O

6. On clicking Finish, the license changes which you selected will be applied for the selected users.
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Assigning license changes

1. This window shows the process of license assignments which are selected in the previous step like
shown below.

- License Manager

Assigning License Changes

The selected license changes are in progress

Selected Users

&) Calebs Sils7
&) Calebs Sils6

Assigning license vyapinrandtest:ENTERPRISEPACK: for Calebs Sills7

Bk Next
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References

Frequently Asked Questions

Technical Support

Troubleshooting

How to uninstall External Data Connector?
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Frequently Asked Questions

For frequently asked questions about the product, please refer to the Frequently Asked Questions section

in the website.
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Technical Support

If and when a problem arises, please forward the following information to support@vyapin.com to revert
back to you with a solution. These files will be available where Vyapin Office 365 Management Suite is

installed.
Error Log File

e.g., <Application Data Folder>\Vyapin Office 365 Management Suite\Log\Vyapin Office 365 Management

SuiteErrorLog.txt
Note:

<Application Data Folder> is the common area where Vyapin Office 365 Management Suite settings will

be stored in the computer running Vyapin Office 365 Management Suite. The path will be as follows:

Windows 8.1, Windows 8, Windows 7, Windows 2008, Windows 2012 - C:\Users\Public\Documents
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Troubleshooting

Common causes for empty data

Alert messages
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Permissions required

Here are the permissions required to use all the modules in Vyapin Office 365 Management Suite:
Exchange Online Reports
* The entered user credential should be a member of one of the following groups:

e QOrganization Management( Microsoft Exchange Security Groups)

e Hygiene Management (Microsoft Exchange Security Groups)

e Recipient Management (Microsoft Exchange Security Groups)

e Records Management (Microsoft Exchange Security Groups)

e View-Only Organization Management (Microsoft Exchange Security Groups)

* The Mail Item reports required Applicationlmpersonation role to access other mailboxes.
SharePoint Online Reports

e Must be a valid user to view the basic information.
e Must have Edit or Contribute rights to view content level information.
e  Must have Full Control or Administrator level rights to view security related information.

Office 365 Export

e The entered user credential should have Applicationlmpersonation role to access and read data
from other mailboxes.

Office 365 Manager

o The entered user credential should be a Global Administrator to add, remove or modify license
assignments.
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Alert messages

Vyapin Office 365 Management Suite

This Medule requires Tenant settings to proceed.Click Cenfiguration
module and Click Cenfiguration settings to provide Tenant settings and
Sql Server settings.

oK

Ensure that the Tenant settings and Database Settings provided to collect data from Exchange Online.

Vyapin Office 365 Management Suite n

This Meodule requires M5Access database to proceed.Click
Configuration medule and Click Configuration settings to provide
MSAccess settings.

oK

Ensure that the MS Access database created to store data from Exchange Online.

Vyapin Office 365 Management Suite “

This Module requires 5ql database to proceed.Click Configuration
module and Click Configuration settings to provide 5gl Server settings.

aK

Ensure that the SQL Server Settings provided to store data from Exchange Online.
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SharePoint Login

This module requires SharePoint Settings to proceed. Click

-

report.

Configuration Settings in Configuration tab and click SharePoint
Settings to provide SharePoint Site URL and credentials to view the

OK

Ensure that you have entered a valid SharePoint site URL and credentials in Configuration Settings.
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How to uninstall Vyapin Office 365 Management Suite

When you uninstall Vyapin Office 365 Management Suite through Control Panel - Add / Remove Programs
applet, Windows Installer program will remove only the application files from your computer. But, the
application related files created by Vyapin Office 365 Management Suite remain in the computer. In order
to remove Vyapin Office 365 Management Suite worker files completely, the uninstall wizard provides a
set of cleanup options to perform the cleanup operation based your selection.

Use this wizard to clean-up the files that are created by Vyapin Office 365 Management Suite application
selectively and uninstall Vyapin Office 365 Management Suite completely from the computer.

1. Launch the uninstall wizard by clicking Start -> Programs -> Vmms -> Uninstall Office Suite.

The Vyapin Office 365 Management Suite Uninstall dialog will be shown as below:

e Vyapin Office 365 Management Suite Uninstall Wizard

Welcome to Vyapin Office 365 Management Suite Uninstall Wizard &
This wizard helps you to cleanup and uninstall the Vypain Office 365 Management Suite completely.

This wizard will guide you through the steps to cleanup the files that are created by Viyapin Office 365 Management
Suite application.
IUsing this wizard you can:

* Cleanup export tasks and task history.

* Cleanup Viapin Office 365 Management Suite application settings.

* Cleanup log files.
* Uninstall Yyapin Office 365 Management Suite application.

e = Cancel

Click Next to proceed.

2. Select required Cleanup Options as shown below:
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g Vyapin Office 365 Management Suite Uninstall Wizard

Welcome to Vyapin Office 365 Management Suite Uninstall Wizard &
This wizard helps you to cleanup and uninstall the Vypain Office 365 Management Suite completely. E

(") uUninstall Vyapin Office 365 Management Suite application
Remove all application files and uninstall Vyapin Office 365 Management Suite application from the machine.

(@ Uninstall Vyapin Office 365 Management Suite application and cleanup application settings

Remove all application files and uninstall Vyapin Cffice 365 Management Suite application from the machine.
Also cleanup all scheduled tasks. task histories, log file, exported files and other reports settings.

< Back Nead = Cancel
Click Next to proceed.
3. Confirm the Cleanup and/or Uninstall process.
£ Wyapin Office 365 Management Suite Uninstall Wizard
Welcome to Vyapin Office 365 Management Suite Uninstall Wizard ﬁ
This wizard helps you to cleanup and uninstall the Vypain Office 365 Management Suite completely. E

Click "Finish’ button to proceed with the cleanup process or click Cancel” button to terminate the uninstall wizard.

= Back Finish Cancel
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Click Finish to run cleanup and/or uninstall process. Click Cancel to close the wizard.

4. Once the file cleanup process is complete, the uninstall wizard will automatically run Windows Installer
program to remove Vyapin Office 365 Management Suite application from the computer.
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