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AboutVyapin 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 ExchalingeReports, SharePoint
Online Reports, Office 365 Export and Office 365 Manager.

Exchange Online Reports module provides powerful reports on Mailbox, Mail Items, Mail Users, Public
Folders, Contacts, Groups, License and other related information dfakge Online users. It also
provides a series of reports called Dashboard Summary which shows all the information about activity and
usage of Mailboxes, Groups, Public folders etc.

SharePoint Online Reports module provides powerful reports on Configny&ecurity 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 systedz YR2 Y Qi KI @S (2 g2
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 expensivephity storage and archival systems.

Office 36AManagerModule helps you to assign or remove Office 365 license assignments right from your
desktop. You can alsmanagemailbox permissions such as Full Access, Send As and Séethadh
Migrate all mailbox permissions from qmemises to Office 365 angkrform a complete Security Audit

of all your Office 365 users.



System Requirements

Processor Intel Pentium processor

Disk space & Memory 512 MB RAM and minimum of 20 MB of free disk space

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

Database Microsoft SQL Server 2012 (Emase / Standard / Developer / Expre
edition) or Microsoft SQL Server 2008 (Enterprise / Standard / Develo
Express edition) or Microsoft SQL Server 2005 (Enterprise / Stand
Developer / Express edition) running in local / remote computer vethst
Service Pack.

Software Office 365 Reports and Manager Module:

Requires Microsoft Online Services SigrAssistant and Windows Azu
Active Directory Module for Windows PowerShell for Office 365 Reports
Office 365 Manager modules. Refénline System Requiremengage for
more information



http://www.vyapin.com/products/office-365-management-suite/office-365-reports/system-requirements

How to purchase?

You can purchase Vyapin Office 365 Management Suite online from our wethsitevww.vyapin.com/.
Please contact our Sales departmensates@vyapin.corfor sales and priceefated queries.



http://www.vyapin.com/
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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 email from our sales department. We willret you an email with the necessary
instructions to activate the software.

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

A Company Name ; Enduser Company Name

A 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 athttp://www.vyapin.com/

Install the software on the desirezbmputer.
You will receive a license key througimail 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).

a ~ WD

Copy the license key sent to you through email padte 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

-~ BEGIM LICENSE KEY (COPY BELD'WY THIS LINEJ----ESEhem and then Copy thﬁj

selected text

105 2B A
] Eg q Ig

Image 2- How to copy license key screen
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List of availabl®ashboardReports for Exchange online

Dashboard Summary reports

Report Display Name

Report Description

Field Name

Top Users by Mailbox Size

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

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

Top Users by Mail Count

List of top users based on mail
count.

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

Top Senders by Mail Count

List of top users based on
outgoing mail.

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

Top Receivers by Mail Count

List of top users based on
incoming mail.

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

Top Senders by Attachment
Size

List of top users based on sent
mail attachment size.

Users, Attachment Size

Top Receivers by Attachment
Size

List of Top Users based on
Received Mail Attachment Size.

Users, Attachment Size

Top Public Folder by Size

List of Top Public Users by their
Size.

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

Inbound Mail Traffic by Event
Type

Incoming Mail Traffic based on
Event Type.

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

Outbound Mail Traffic by Event
Type

Outgoing Mail Traffic based on
Event Type.

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

List of Users with Admin Roles

List of Users with Administrative
Role.

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

List of Groups

List of Available Groups

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

List of Distribution and Security
Groups

List of Available Distribution and
Security Groups.

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

List of Mobile Devices

List of Connected Mobile
Devices.

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

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




List of Users

List of Available Users

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

List of Mailboxes

List of Available Mailboxes

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

List of Shared Mailboxes

List of Mailboxes that are
shared.

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

Active and InActive Mailboxes

List of all Active and InActive
Mailboxes.

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

Recently added Groups

List of Groups which were
added recently.

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

Recently added Users

List of Users who were added
recently.

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

Recently Deleted Users

List of Users who were Deleted
recently.

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

Recent Password Changes

List of Users who changed their
password recently.

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

List of Users with Non-Admin
Roles

List of Users with non-
Administrative Role.

Identity, Display Name , Alias,
Mail Address, Recipient Type,
Group Type, Managed By,
Created Date, Modified Date




List of availabl®&ailboxReports for Exchange Online

Mailbox Reports:

Report Display Name

ReportDescription

Field Name

Mailbox- General
Information & Address
Details

List of mailboxes and
their general and

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

address settings

First name, Initials, Last name, Description, Offic
Teleptone 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

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

modified dates

First name, Last name

Created, Modified

Mailbox Email
Addresses Report

List of mailboxes and
their Email Addresses

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

Firstname, Last name

Email Address Type, Email Address

Mailboxes- Exchange
Settings Report

Mailboxes- Exchange
Settings Report

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

First name, Last name

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

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

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

Mailbox- Message Siz€
Restri¢ions Report

List of mailboxes and
their Message Size

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

Restrictions settings

First name, Last name

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

Mailbox Message
DeliveryRestrictions

Report

List of mailboxes and
their Message Delivery

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

Restrictions settings

First name, Last name

10



Accept messages from, Reject messages from

Mailbox Messaging
RecorddVlanagement
Report

List of mailboxes and
their Messaging
Records Management
settings

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

First name, Last name

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

Mailbox- Delivery
Options Report

List of mailboxes and
their Delivery Options
settings

Display Name, Alias NanFully qualified domain
name of object

First name, Last name

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

Mailbox Permissions
Report

List of mailboxes and
the permissions
defined for each
mailbox

Display Name, Alias Name, Fully qualified domai
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 addresd$ook

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

First name, Last name

Simple display nhame

Mailboxes with
duplicate display

List of mailboxes that
have duplicate display

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

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

defined for them

First name, Last name

Home Server, Mailbox StorStorage 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
respectivesizes

Display Name, Alias Name, Fully qualified domai
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 Aoant, Total K, Total no of|
Items, Last Logon Time, Last Logoff Time, Delets

11



Items K, Full Mailbox Directory Name, Total no o
Associated Messages

Mailbox Default Folder
Security Report

Security defined on the
Inbox, Sent Items and

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

Deleted Items folders

First name, Last name

in each mailbox

Folder Name, Account Name, Permission Level

Disabled mailboxes

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

Object Path Object Name Object Name Mailbox
Windows NT Account Total K Total no of ltems L|
Logon Time Last Logoff Time Deleted Items K F
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 Na
Fully qualified domain name of object First name
Last name Folder Name Folder Patle $ialder
Description Created Date Modified Date Email
Address Container class Folder Type Has subfol
Number of subfolders Number of items Number ¢
unread items Associated content count Has ruleg
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 datg
and modified date.

Object Path Object Name Display Name Alias Ng
Fully qualified domain name of object First name
Last naméttachment Display Name Attachment
File Name Attachment Long File Name Attachmg
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 limitg
defined for them.

Object Path Object Name Display Name Alias Na
Fully qualified domain name of object First name
Last name Home Server Mailbox Store Storage
Limits Setting Issue warning at (KB) Prohibit sen
at (KB) Prohibit send and receive at (KB) Mailboy
Windows NT Account Total K Total no of Items L
Logon Time Last Logoff Time Deleted Items K F
Mailbox Directory Name Total no of Associated
Messages

12



List d 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 namel.ast name

Email Addresdsolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem
Created Dateltem Received Datdiem Sent Date,
Iltem Last Modified Namédtem Last Modified Time

Unread Mail Item
Report

List of Unread Mail

First namel.ast name

ltems.

Email Addresdsolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

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

Deleted Mail Item
Report

List of Deleted Mail

First namel.ast name

ltems.

Email Addresdsolde Name,Folder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

Created Dateltem Received Datdiem Sent Date,
Iltem Last Modified Namdtem Last Modified Time

High Importance Mail
Iltem Report

List of High Importance

Firstname,Last name

Mail ltems.

Email Addresdsolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

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

Low Importance Mail
Iltem Report

List d Low Importance

First namel.ast name

Mail ltems.

Email Addresdsolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

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

Junk Malil Item Report

List of Junk Mail Items.

First namel.ast name

Email Addresdsolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdiem

Created Dateltem Received Datdtem Sent Date,
ltem Last Modified Namédtem LastModified Time

Mail Iltem Summary

List of Mail Items count

First namelast name

summary.

Email Addresslotal number of foldersTotal
number of items Total number of read mailstal
number of unread mails]otal number of
appointments,Total number dtasks,Total number
of contacts Folder namé&older pathNumber of
subfolders Number of itemsNumber of read
mails,Number of unread mails

13




List of available Mailbox Statistics Reports for Exchange Online

Mailbox Statistics Report

ReportDisplay Name

Report Description

Field Name

Mailbox Activity Report

List of mailboxes
created and deleted in
your cloudbased
organization.

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

Mailbox Usage Report

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

Tenant Name, Datd,otal Mailbox CounfTotal
Inactive MailboxCount, Mailboxe®©ver Warning
9ze ,Mailboxes Used Led#isan 25Percent

Mailbox Usage Detail
Report

List of usage details
about mailboxes in
your organization.

User Name, ¥ail, Mailbox Plan, Tenant Name,
Date,Mailbox Siz¢Bytes], CurrentMailboxSize
[Bytes],PercentagdJsed, Is Indive, Issue Warning
Quota [Bytes], I©ver WarningQuota
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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 antheir
general and address
settings

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

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

Managed By

Groups Created and
Modified Dates

List of Groups and thei
created andmodified
dates

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

Created, Modified

Email

Groups Email
Addresses Report

List of Groups and thei
E-mail Addresses

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

EmailAddress Type, Email Address

Groups- Exchange
Settings Report

List of Groups and thei
Exchange settings

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

Message size (KB)

Simple display name, Expansion Server, Hide frg
Exchangaddress lists, Send ouf-office messagey
to originator, Delivery Options

Groups Message Size
Restrictions Report

List of Groups and thei
Message Size
Restrictions settings

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

Message sizé&KB)

Groups Message
Delivery Restrictions
Report

List of Groups and thei
Message Delivery
Restrictions settings

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

Accept messages from, Reject messages from,
Require that all senders agithenticated

Groups hidden from
Address Book

List of Groups that are
hidden from the
address book

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

Simple display name

Groups- Members
Report

List of Groups and thei
corresponding
membess.

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

Groups- Restrictions

List of Groups and thei
restrictions.

Object Name, Display Name, Alias Nammédi,
Member join restriction, Membedepart restriction
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List of available Public Folder Reports for Exchange Online

Public Folder Reports

Report Display Name

Report Description

Field Name

Public Folder General
Settings Report

List of public folders
and their general

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

settings

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

Public FoldeCreated
and Modified Dates

List of publidolders
and their created and

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

modified dates

Email

Created, Modified

Public FoldeE-mail
Addresses Report

List of public folders
and their Email

Display Name, Alias Namaeillly qualified domain
name of object

Addresses

Email Address Type, Email Address

Public FoldersLimits
Report

List of public folders
and their limits settingg

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

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

Public Folders
Exchange Settings
Report

List of public folders
and their Exchange

Display Name, Alias Name, Fully qualified domai
nameof object

General settings

Home Server, Mailbox Storeniail, Public Folder
Tree

Simple display name, Hide from Exchange addreg
lists

Public Folder Message
Size Restrictions Repo

List of public folders
and their Message Siz¢

DisplayName, Alias Name, Fully qualified domair
name of object

Restrictions settings

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

Public FoldeMessage
Delivery Restrictions
Report

List of public folders
and their Message

Display NameAlias Name, Fully qualified domain
name of object

Delivery Restrictions
settings

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

Public Foldergidden
from Address Book

List of public folders
that are hidden from

Display Name, AkaName, Fully qualified domain
name of object

address book

Simple display name

Public FoldeClient
Permissions Report

List of public folders
and their

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

corresponding client
permissions

Home ServerMailbox Store, Enail, Public Folder
Tree

Path, Address List Name, Public Folder Descripti

Folder Path, Client Permissions
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Public FolderSize
Report

Public folders and their
respective size

Display Name, Alias Name, Fully qualified domai
name ofobject

Path, Address List Name, Public Folder Descripti

Home Server, Mailbox Storentail, Public Folder
Tree

Total K, Total no Items, Created, Last Access Tir|
No of Owners, No of Contacts, Folder, Folder Pa
Full Public Folder DirectoName, Total no
Associated Messages, Deleted Items K

EmptyPublic Folders

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

Object Path Object Name Display Name Alias Na
Fully qualified domain name of object Path Addre
ListName Public Folder Description Home Serve
Mailbox Store Enail 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 Associate
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

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

addresssettings

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

Street, PO Box, City, State/provingip/Postal
Code, Country/region

Mail Contact Created
and Modified Dates

List of mail contacts
and their created and

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

modified dates

First name, Last name

Created, Modified

Mail Contactemail
Addresses Report

List of mail contacts
and their Email

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

Addresses

First name, Last name

Email Address Type, Email Address

Mail Contact
Exchange Settings
Report

List of maikontacts
and their Exchange

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

settings

First name, Last name

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

Mail Contat Message
Size Restrictions Repo

List of mail contacts
and their Message Siz¢

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

Restrictions settings

First name, Last name

Incoming message size (KB)

Mail Contact Message
DeliveryRestrictions
Report

List of mail contacts
and their Message

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

Delivery Restrictions

First name, Last name

settings

Accept messages from, Reject messages from,
Require that all senders agithenticated

Mail Contact hidden
from Address Book

List of mail contacts
that are hidden from

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

address book

First name, Last name

Simple display name
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List of available Mail UsBeports 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

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

address settings

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

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

Mail User Created and
Modified Dates

List of mail users and
their created and

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

modified dates

First name, Last name

Created, Modified

Mail User Email
Addresses Report

List of mail users and
their Email Addresses

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

First name, Last name

Email Address Type, Email Address

Mail User- Exchange
Settings Report

List of mail users and
their Exchange settings

Display Name, Alias Name, Fuajlyalified domain
name of object

First name, Last name

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

Mail User Message SiZ
Restrictions Report

List of mail users and
their Messagesize

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

Restrictions settings

First name, Last name

Incoming message size (KB)

Mail User Message
Delivery Restrictions
Report

List of mail users and
their Message Delivery

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

Restrictionssettings

First name, Last name

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

Mail Users hidden from
Address Book

List of mail users that
arehidden from

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

address book

First name, Last name

Simple display name
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List 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, Consum
units, Locked out unit, Service name, Service typ
Service status, Part number, Suspended units,
Warning units

Licensdype by Users.

List of userSlicense
information.

Display name, First name, Last namenéil
address, Blackberry user, Licensed, Service nar
Service type, Service status, Usage location

Users by license type.

List of license
assignments with
correspanding users.

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

License count by
license type.

List of license
assignments with

assigned license count

Account name, Amount 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

ReportDescription

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 Versns 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,
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 Interna
Name, Type DisplayName, Group Name,
Description, Required, Default Value, Enforce
Unique Values, Read Only Field

Site Content Types

Displays alihe 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, Treev
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, IsBgable,
in each site AssociationUrl, InitiationUrl

Web Parts Displays information al| 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, Las
Modified Date, Bst Modified By, Size
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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 Ty
Permission inherited from, Permission levels,
Description

Effective Permissions
of the Lists

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

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

Effective Permissions
of the Folders

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

User/Group, Web URL, Web Title, Listiéaltem
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/GroupWeb URL, Web Title, List Name, Iten
URL, Item Type, Item Name, Account Type,
Permission inherited from, Permission levels,
Description, List Name, Item URL, Item Name, It¢

Type

Lists with no unique
securable objects

Displays the lists whicH
has no unique
securable objects
underneath

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

Sites with no unique
securable objects

Disgays the sites whict
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 Leat, Groups or Users

Unique securable
objects with empty
permissions

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

Object Type, Site Url, Site Title, Site Description,
Number Of Subwebs, Number Of Lists, List Url, 1
Name, List Template, List Description, Number O
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, Descripti@wnerName,
AllowMembersEditMembership,
AllowRequestToJoinLeave,
AutoAcceptRequestToJoinLeave,
CanCurrentUserEditMembership,
CanCurrentUserManageGroup,
CanCurrentUserViewMembership, IsHidden
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Limited Access
Permissions

Displays the effective
permission of he user
who has limited access

permissions

Object Type, Web Url, Web Title, List Name, Iten
Url, Item Name, Item Type, Description, User or
Group, Account Type, Permission Inherited Frorr
Permission Levels
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List of available Inventory Reports 8rarePoint 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, Numbg
Of Listitems, Number Of Columns, Permission
Type, Permission Level, Groups or Users, Size

List Iltem Inventory

Displays inventory
information about the
list item.

List Name, List Item Url, List Item Id, List ltem Tit|
Author, Created Date, Editor, Modifiéahte, 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
Sibwebs, 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 andcetrentde

aegadasSy a  oFOldzld)d LG FNOKA@Sa YIFIAfa FyR NBflGSR
spending valuable dollars to retain your old mails in your cloud based mail system. Since the tool uses file
system to archive your mailyere is no need to pay expensive thjpdrty storage and archival systems.
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Office 365 Manager Overview

Office 365 Manageviodule 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. You can atsanagemailbox permissions such agllFAccess, Send As and

Send orbehalf.Migrate all mailbox permissions from qmemises to Office 365 armkerforma complete
Security Audit of all your Office 365 users.
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Configuration Settings

Settings

Description

Tenant Settings

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

Exchangeénline Settings

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

SharePoiniOnline Settings

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

OneDrive Settings

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

Database Settings

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

Email Settings

Vyapin Office 365 Management Suite will use the SMTP Server and
Address to email the reports to the respective recipients.

Proxy Settings

Vyapin Office 365 Management Suite can store your proxy Sse
settings The proxy server settings will be used to connect to Exch
Online.

Data Retention Settings

Vyapin Office 365 Management Suite retains the report data for r¢
during subsequent runs. You can specifyritienber of dagfor retaining
this data.

Module Listing

Module Listing allows you to view/hide the license expired module
Vyapin Office 365 Management Suite.
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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 Settingignant Settings> Add in the Vyapin
Office 365 Management Suite main applicatwimdow, as shown below:

Configuration Settings

Tenant Settings

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

Tenant Settings Bl Add | [ Edit | [, Delete
Exchange Online Setings Tenant List

SharePoint Online Settings
Onelrive Setfings

E-rmail Settings

Database Settings

Proxy Settings

Data Retention Settings

Cancel

Add New Tenant window will be shown. Enter Tenant name, User name, Password and Description.
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Tenant Mame: |E:|:)::hg

* 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 BAdd | EVEdit G Delete

Exchange Online Setiings : Tenant List

SharePoint Online Settings Tenart Name

OneDrive Setfings
E-rmail Settings
Database Setfings
Proxy Setfings

Data Retention Settings
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Exchang®nlineSettings

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 SettilBgghange Settings in the Vyapin
Office 365 Management Suite main ajpption 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 Settings
Tenant Name: | exchg . W

OneDrive Setings

E-mail Settings User Name: |usemame@comparny .onmicrosoft.com W

£.g., usemame@domain onmicrosoft com
Database Settings
Password:
Proxy Setfings

Data Retention Settings Connection URL: | https://outlook office 365 com/powershelHiveid/

Cancel

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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SharePoinOnlineSettings

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 SettiSparePoint Settings in the \py&

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

Configuration Settings ﬂ

SharePoint Online Settings

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

Tenant Setfings

Exchange Online Settings

SharePoint Online Settings Tenant Name: | exchg v

OneDrive Setfings

Site URL: W
E-mail Settings
) Authentication: | Office 365 Cloud ldertity v
Datzbase Settings
Proxy Settings User Name:  devuser] @vyapinsoftwar onmicrosoft.com W

Data Retention Settings £.g., usemame@domain onmicrosoft.com

——————

Password:

Cancal

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 repdtie Gite.

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 SharePoinhle configured using federated identity provider.
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To connect to Office 365's SharePoint Online environment, you can use Web Singla Smion for
both Cloud Identity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com) and
Federaged Identity (configured via ADFS ejghndoe@vyapin.onmicrosoft.com

Configuration Settings ﬂ

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

Tenant Settings

Exchange Online Settings

SharePoint Online Settings | Tenant Hame: | exchg v

OneDrive Setfings

Site URL: | hitps://vyapinsoftwar sharepoirt .com v
E-mail Settings
Database Settings Authentication: | Federated Authentication w
Proxy Settings User Name: v )

Data Retention Settings £.g., usemame@domain onmicrosoft.com

Password: ||

Cancal

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

] 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.':lzationa: egéounts that work here can be used anywhere you
IR MéC{Oé 2 @%&&oﬂ Legal Privacy Feedback

Provide IDand Password in the respective textboxes and click Sign in button to proceed.
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OneDrive Settings

Vyapin Office 365 Management Suite will use the OneDrive Settings to view reports for the specified site.

You can connect to an admin site by clicking Configuration Settin@meDrive Settings in the Vyapin

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

OneDrive Settings

|f_“°' Specify the OneDrive settings like admin LRL, User name and Password to view reports to given Site.

Tenant Setfings

Exchange Online Setiings

SharePoint Online Settings Tenant Name: |m

OneDrive Setiings
Admin URL: |

E-mail Settings

User Name: |SamD@vyapindemo&.onmimsoﬂ.com

Database Setfings

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

|

Data Retention Settings

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

Select or Enter the admin URL and its credentials to view the reports for the site.
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 OneDrive Settings
Ed Specify the OneDrive settings like admin LRL, User name and Password to view reports to given Site.

Tenant Setfings

Exchange Online Setiings

SharePoint Online Settings : |m

|https::’fwapinderno&admin.sharepnirrt.com

E-mail Settings

B |SamD@vyapindemo&.onmimsoﬂ.com

Database Setfings

&.g., username@domain.onmicrosoft.com
Proxy Setfings

|

Data Retention Settings

Click OK, the OneDrive settings will be saved after validation.
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Email Settings

Vyapin Office 365 Management Suite provides the option-toad the reports generated using Reports
Module. For emailing reports, Vyapin Office 365 Management Suite requires SMTP Server,-Rrain E
Address, To-Bail Addresses (recipients separated leyngcolon) and the enail report format. Vyapin

Office 365 Management Suite maintains a single SMTP Server and a-RraiinAeidress for use by all
wSLR2 NI ad |, 2dz OF y & LISrasl ddresses (feddidhtsYeall ©pos fBrinat, Bubjectt ¢ 2 €

and body of the message for each Reports.

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

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

Configuration Settings ﬂ

E-mail Settings

=p Input a SMTF 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 Settings
Exchange Online Settings

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

OneDrive Setings SMTF Server: | de(

E-mail 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.
Database Settings

From Address: |deepak@vyapin.com
Proxy Setfings
&.4d., someone@example.com
Data Retention Setfings

Concal
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Database Settings

Vyapin Office 365 Management Suite may be configured to use eithehdd&s 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 20008 / 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 owraipplidatabase.

Configuration Settings

Database Settings

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

Tenant Settings

) . (@ M5 Access
Exchange Online Settings

SharePoint Online Settings L
OneDrive Setfings

E-rmail Settings

z

Proxy Setfings

Data Retention Setfings

Concal

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

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

You can also specify Database settings to use by clicking -Pa@®nfiguration Settings menu in the

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

Toconnect 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 optaunthenticate 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 lie 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 S@L serv

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 storagécation 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 Sulbata<RUNNING SERVER NAME>

For example: Vyapin Office 38nagement Suite creates 'Vyapin Office 365 Management-Suite
DataRD61' with data ('Vyapin Office 365 Management SbagaRD61.mdf") and log (‘"Vyapin
Office 365 Management SuifeataRD61 _log.LDF") files stored in the default SQL data folder in
the SQLearver (CtProgram FiledMicrosoft SQL ServeMiISSQLXMSSQIData).
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Database Cleanup

Vyapin Office 365 Management Suite will delete the BnilReports 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 Settingsoxy 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 Praxy Settings

Exchange Online Settings () Do not use proxy server
(@) Use |E proxy settings
SharePoint Online Settings )
() Use manual proxy settings

OneDrive Setfings
E-mail Settings

Database Setiings

Proxy Setfings

Data Retention Settings

Proxy Credentials
(@) Use cumently logged on credentials

() Use specific credentials

Cancel

2. Specify Proxy Server Settings to use:

a) Do not use proxy serverThis option will not use the proxy settings to connect to the Exchange
Online.

b) Use IE proxy settingsThis option will use the Default Proxy Settings used by Internet Explorer
(IE).

c) Use manual proxy settingsThe 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 addregsis opion 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
@ Wyapin Office 365 Management Suite can store proxy settings and credential to access Exchange Online.

Tenant Settings Prozegy Settings

Exchange Online Settings () Do not use proxy server

() Use |E prosxy settings

SharePoint Online Settngs . )
(@ Use manual proxy settings

OneDrive Setfings Address: 127.0.0.1 Port: | 5000

E-mail Settings Exceptions: |*.contoso.com

Datzbase Settings

Proxy Settings | {Use semicolons | ; Jto separate entries)

[] Bypass proxy serverfor local address
Data Retention Setfings

Proxy Credentials
(® Use cumently logged on credentials

() Use specific credentials

Concal

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

connect to tle Exchange Online:

42



Configuration Settings ﬂ

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

Tenant Settings Prozegy Settings

Exchange Online Settings () Do not use proxy server
() Use |E prowy settings
SharePoint Online Settngs )
(@ Use manual proxy settings

OneDrive Setfings Address: 127.0.0.1 Port: | 5000

E-mail Settings Exceptions: |*.contoso.com

Datzbase Settings

Proxy Settings | {Use semicolons | ; Jto separate entries)

[] Bypass proxy serverfor local address
Data Retention Setfings
Proxy Credentials
() Use cumently logged on credertials
(®) Use specific credentials
Profile Name: | calebs1@VYAPINSOFTWAR onmicrosoft. com| v/

Concal

a) Use currently logged on user credentidal his 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 diffemt 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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Data Retention Settings

Vyapin Office 365 Management Suite will retain the report data for a certain number of days for reuse

during subsequent runs. You can select the number of days for which you want to retain the report data.

Configuration Settings

Data Retention Settings
4 Specify the duration to retain report data

Tenant Settings When a report is first run, the application retains the report data for a certzin
number of days for reuse during subsequent runs of the report, after which data
BExchange Online Setdings is refreshed again. You may change this setting here. You may also manually
refresh a report at any time to fetch the latest data from Office 365. The date and
SharePoint Online Settings time of data collection is available as part of the report.

OneDrive Settings
E-mail Settings

Datzbase Settings

Proxy Settings Retain report data for |3 = day(s) since the time a report was last run
Datz Retention Settings
Cancel
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Module Listing

Module Listing allows you teiew/hide the license expired modules in Vyapin Office 365 Management
Suite.

Configuration Settings ﬂ

Module Listing

Select an option to show modules in Vyapin Office 365 Management Suite

Tenant Setfings

Exchange Online Settings
SharePoint Online Settinags
Onelrive Setfings

(@) Show all modules
E-rmail Settings
(") Show licensed modules anly
Database Setfings
Proxy Settings

Data Retention Settings

| Maodule Listing

1 Use Show all modules option to view all available modules in Vyapin Office 365 Management
Suite.
1 Use Show licensed modules only option to hide the license expired modulgsjiin Office 365

Management Suite.
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Vyapin Office 365 Management Suite features

Office 365Reports

Office 365 Export

Office 365Manager
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Office 365Reports

Exchange Online Reports

How to generateDashboard Summaryreport?

How to generateMailbox report?

How to generateMail ltem report?

How to generatePublic Folder report?

How to generateMail Contact report?

How to generateMail User report?

How to generatelicense report?

How to generateGroup report?

How to generateMailbox Satistics report?

How to Hnd data in a report?

How to Email data?

How to Export data?

How to Refresh data?

How to use Filter?

SharePoint Online Reports

How to generateSharePoint Online Reporés

How to Export / Publish data?

How to Email data?

How to use filter?

How to schedule a SharePoint report task?

SharePoint site details

Report Selection

Delivery Options

Task Settings



How to generat®ashboard SummaRBeport?

Perform the following steps to generate a Dashboard Summary Report:

Select Exchange Online Reports from the available vertical tabs. Then from left pane application, select
Dashboard Summary.

For demonstration purpose, "Top Users by Mailbox Size" report has been chosen.

On selecting "Top Users by Mailbox Size" repktindow is displayed as shown below:

a Vyapin Office 365 Management Suite v2.0 -

Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Setti About
P Settings Al
Top Users by Mailbox Size % ™\
® Bport | ® E-mail | ¢ Refresh Data Collection Time : 08-Oct-15 12:51:14 PM

Top Users by Mailbox Size

>
<
-]
o
&
5
=
2
3
>

Aziz Hassouneh
David Longmuir

MQD Administrator

Alex Darrow
n Janet Schorr
a
E] Molly Dempsey
Garth Fort
Tony Krijnen
Katie Jordan
Sara Davis
o 1 2 3 4 5 6 7 8 9 10 n
Mailbox Size(MB)
Summary
User with largest Mailbox Size : Sara Davis
Mailbox Size : 10.86 MB
User with Smallest Mailbox Size :  Aziz Hassouneh
Mailbox Size : 033 MB
Details k <o Select Columns —>
User Name Last Login Last LogOff Deleted Item Count Item Count Mailbox Type ':zt:(lw?g)leted = Total Item Size(MB)
Sara Davis 10/8/2015 11:40:05 AM 118 802 Private 216 10.86
Katie Jordan 10/6/2015 12:55:31 PM 10/6/2015 12:15:56 PM 73 337 Private 1.61 641
Tony Krijnen 10/7/2015 7:23:31 PM 31 179 Private 0.89 416
Garth Fort 10/6/2015 12:09:05 PM 10/6/2015 12:16:04 PM 99 362 Private 2.76 349
Molly Dempsey 10/7/2015 7:23:26 PM 70 254 Private 1.52 2.77
Janet Schorr 10/7/2015 4:05:16 PM 31 109 Private 1.04 1.99

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

User Name

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

Last Login Last LogOff Deleted Item Count

9/22/2015 7:06:05 PM  8/22/2015 7:11:16 PM 0
9/28/2015 9:58:07 AM 0
9/22/2015 7:06:09 PM  8/22/2015 7:11:15PM 0
9/28/2015 11:04:44 AM 9/28/2015 11:09:50 AM 0
9/28/2015 11:04:28 AM 5/28/2015 11:09:39 AM 0

Item Count

65
67
67
67
69

m

<-- Select Columns --> B
User Name
Last Login
| & Last LogOff €
Deleted Item Count B
Pri Item Count .
. Mailbox Type H

Pril[7] Total Deleted Item Size(MB)
Pri{[#] Total Item Size(ME)

Private 0

Private 0

After selecting the desired column from the dropdown control, press Refresh button toyispla

Details

Total Deleted Item
Size(MB)

o o o o o o

Total Item Size(MB)

0.0993
0.1021
0.1027
0.1027
0.1051
0.1057

<-- Select Columns --> B

[C] User Name

[C] Last Login

[C] Last LogOff

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

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

Follow the above mentioned steps to run the other Dashboard Summary reports.
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How to generate Mailbox Report?

Perform the following steps to generate Mailbox Report:

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

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

On selecting "Mailbox Geral Information and Address Details" Report, a pop window is displayed
as shown below:

Select the desired recipient mailboxes

Enumeration time:

02-11-2015 18:25:52

C

Users [ Groups: | All Users

]
]
]
]
]
L
]
]
]
]
]
]
m
£

Allie Bellew

Anne A Wallace
Aziz Hassouneh
Belinda Mewman
Bonnie Keamey
Brian Johnson (TAILSPIM)
Conf Room Adams
Conf Room Baker
Corf Room Crystal
Conf Room Hood
Conf Room Rainier
Conf Room Stevens

Mzseid | Amar e

Email

Allie Bi@vwapindemob onmicrosoft com
AnneW @wyapindemo5.onmicrosaoft . com
AzizH@Evyapindemob onmicrosoft com
BelindaM@wyapindemab.onmicrosoft.com
Bonnie KEvyapindemob.onmicrosoft .com
BrianJ @vyapindemo5.onmicrosoft.com
Adams @vyapindemob.onmicrosoft.com
Baker@wyapindemo5.onmicrosoft com
Crystal @vyapindemo5.onmicrosoft.com
Hood @vwyapindemob onmicrosoft com
Rainier@vyapindemob.onmicrosoft.com
Stevens@vyapindemob.onmicrosoft.com

Mzwdid| iFhnmnindama kR anmicrnonft ~am

[ ] Select All

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

0 selected of 33

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



Select the desired recipient mailboxes

Enumeration time: 02-11-2015 18:25:52 c

Users [ Groups: | All Users

Email
Robin Counts RobinC@vwapindemob anmicrosoft com
Denis Dehenne Denis D@ wapindemob onmicrosoft com
Alex Damow Alex Di@vyapindemob.onmicrosaft . com
Allie Bellew AllieBEvwapindemob anmicrosoft com
Anne A Wallace AnneW @vyapindemo5.onmicrosoft.com
Aziz Hassouneh AzizH@vyapindemo5.onmicrosoft.com
Belinda Mewman BelindaM @ vwyapindemo5.onmicrosoft.com
Bonnie Keamey BonnieKEvyapindemo5.onmicrosoft.com
Brian Johnson (TAILSPIM) BrianJ @vyapindemo5.onmicrosoft . com
Corf Room Adams Adams @vyapindemob.onmicrosoft.com
Corf Room Baker Baker@yapindemo5.onmicrosaoft . com
Corf Room Crystal Crystal @vwyapindemob.onmicrosoft.com

T rard Ranm Hend HrndRhnmnindamabR anmicrnonft ~am

Mame
(]
(]
]
O]
O]
1
<

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

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

A List of Reports A

Favorites
Dashboard Summary

Mailbox Reports

Mailbox General Information and

Address Details

Mailbox Created and Modified
Dates

Mailbox E-mail Addresses
Mailbox Exchange Settings

Mailbox Message Size
Restrictions

Mailbox Message Delivery
Restrictions

Mailbox Messaging Records
Management

Mailbox Storage Quotas
Mailbox Delivery Options

Mailbox Permissions

Mailboxes hidden from Address

Book

Mailboxes with duplicate display

names

Mailboxes with no Quota Limits
Mailbox Size

Mailbox Default Folder Security
Disabled mailboxes

Mailbox Folder Properties

Mailbox Attachments Summary

SharePoint Online Reports Office 365 Export Office 365 Manager

m

Collecting report data...
‘Current mailbox: Aziz Hassouneh

Processing mailbox: 4 in 7

Settings  Help About

Once the data collection process is complete, the
shown below:

report data will be displayed in a report window as
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings  Help About

Favorites + * | Mailbox General Information and Address Details ™

Assistant

Depart
Name park

Mailbox Reports “ Object Name Display Name First Name Last Name Initials Office Manager

Mailbox General Information and

H ) admin admin admin admin admin
i Address Details

AllieB Allie Bellew Allie Bellew 1872107 TonyK Finance
Mailbox Created and Modified AnneW Anne Wallace Anne Wallace 15/1102 Executive
Dates AzizH Aziz Hassouneh Aziz Hassouneh 9872202 TonyK Finance
BelindaN Belinda Newman Belinda Newman 2071109 Julianl Legal
Mailbox E-mail Addresses Bonniek Bonnie Kearney Bonnie Kearney 131/2105 AnneW Sales & I
Brian Johnson (TAILSPIN) Brian Johnson (TAILSPIN) Brian Johnson

<
g Dashboard Summary | | @ egern | T rier | W emal | 2 Reresn | <o Selectcolumns > v (@] Data Collection Time: 30-Sep-15 11:13:44 AM
-9
S
]
3
<

Mailbox Exchange Settings

Mailbox Message Size
Restrictions

m

Mailbox Message Delivery
Restrictions

Mailbox Messaging Records
Management

Mailbox Storage Quotas
Mailbox Delivery Options
Mailbox Permissions

Mailboxes hidden from Address
Book

Mailboxes with duplicate display
names

Mailboxes with no Quota Limits

Mailbox Size

Mailbox Default Folder Security

Disabled mailboxes

Mailbox Folder Properties Al ™ R

Mailbox Attachments Summary e el TR T

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

9 Export T Fiter " E-mail ’:;Refresh <-- Select columns > |~ || & Data Collection Time: 30-Sep-15 11:13:44 AM
[¥] Object Name -

Display Name Name Initials Office Manager Department
First Name

admin admin admin [C] Last Name

AllieB Allie Bellew E e 18/2107 TonyK T

AnneW Anne Wallace [C] Manager re 15/1102 Executive Management
AzizH Aziz Hassouneh [C] Assistant Name juneh 98/2202 TonyK Finance

Depart t
BelindaN Belinda Newman Eczf:par::” an 20/1109 Julian Legal

BonnieK Bonnie Kearney [T Phone ey 131/2105 AnneW Sales & Marketing
Brian Johnson (TAILSPIN) Brian Johnson ['I'MLSP]HE| Home Phone on
[] Mabile Phone
[ Fax

[} Pager

[C] Other Home Phone ||
[E] Other Mobile Phone
[E] Other Fax

[ E-mail

] Notes

] web Page —

Object Name Display Name

m

After selectinghe desired column from the dropdown, press Refresh button to display.
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9 Export - Filter
Object Name

admin

AllieB

AnneW

AzizH

BelindaM

BonnieK

W Emal | D Refresh

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

<-- Select columns -->

First Name
admin

Allie

Anne

Aziz

Belinda

Bonnie

Brian Johnson (TAILSPIN) Brian Johnson (TAILSPIN) Brian

Data Collection Time: 30-Sep-15 11:13:44 AM
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How to generate Mail Item Report?

Perform the following steps to generate a Mail Item report:

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

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

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

Select the desired recipient mailboxes

Enumeration time: 02-11-2015 18:25:52 c

Users [ Groups: | All Users

Email
Allie Bellew Allie Bi@vwapindemob onmicrosoft com
Anne A. Wallace AnneW @wyapindemo5.onmicrosaoft . com
Aziz Hassouneh AzizH@Evyapindemob onmicrosoft com
Belinda Mewman BelindaM@wyapindemab.onmicrosoft.com
Bonnie Keamey Bonnie KEvyapindemob.onmicrosoft .com
Brian Johnson (TAILSPIM) BrianJ @vyapindemo5.onmicrosoft.com
Conf Room Adams Adams @vyapindemob.onmicrosoft.com
Corf Room Baker Baker@wyapindemo5.onmicrosoft com
Corf Room Crystal Crystal @vyapindemo5.onmicrosoft.com
Corf Room Hood Hood @vwyapindemob onmicrosoft com
Corf Room Rainier Rainier@vyapindemob.onmicrosoft.com
Corf Room Stevens Stevens@vyapindemob.onmicrosoft.com

Mzseid | Amar e Mzwdid| iFhnmnindama kR anmicrnonft ~am

]
]
]
]
]
L
]
]
]
]
]
]
=
£

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

0 selected of 33

Select the desired mailbox and CI@K...button to display the respective maiém details.
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Recipient Picker

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

Select the desired recipient objects &
Enumeration time:  29-Sep-15 6:46:22 PM [ Select Al

MName Email Type il
admin admin admin@wyapindemo2 onmicrogoft. com  USER

] Alie Bellew AllieB@vwapindemo? onmicrosoft. com USER

[ Anne Wallace AnneW@vyapindemoZ onmicrosoft.c...  USER )
[C]  Aziz Hassouneh AzizH@vyapindemoZ onmicrosoft.com USER 5
[l Belinda Newman BelindaM @ wyapindemo2. onmicrosoft.... USER

] Bonnie Keamey Bonnie Ki@vwyapindemoZ onmicrosoft....  USER

(] Brian Johnson (TAILSPIN) BrianJ@wyapindemoZ onmicrosoft.com  USER

[Tl Buiding 1 Rooms Building1Rooms2217152@vyapinde...  GROLUP

[Tl Buiding 2 Rooms Building2Rooms2219652@vyapinde...  GROUP

[l Corf Room Adams Adams@vyapindemo2 onmicrosoft. com  USER

[l Conf Room Baker Baker@vyapindemo2 onmicrosoft.com  USER

[l Corf Room Crystal Crystal @vyapindemo2 onmicroseft.com  USER

[l Conf Room Hood Hood @vyapindemo? onmicrosoft. com USER

[l Conf Room Rainier Rairier@vyapindemo? onmicrosoft. com  USER

[ Corf Room Stevens Stevens@vyapindemoZ onmicrosoft....  USER

0 David Longmuir DavidL@vyapindemoZ onmicrosoft.c...  USER

= Neriz Nehernne DNerisNiEwanindema? anmicrosoft o LISFR i
1 selected of 36 | oK || Cancel |
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

LN Favorites ~
E_ Dashboard Summary hd .
% Mailbox Reports hd
% Mail Item Reports -
= Read Mail Items.

Unread Mail Items
Deleted Mail Items
High Importance Mail Items
Low Importance Mail Items

Junk Mail Items
Collecting report data...

Mail Items Summary Current mailbox: admin admin
Processing mailbox: 1in 1

Mailbox Usage -

Groups = Concel

Public Folders = .

Mail Contacts - |

Mail Users -

Licenses =

Schedule =

Once the data collection process is complete, the repata will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

PN Favorites - |[ Read Mail ltems N Top Users by Mailbox Size
% Dashboard Summary - 5 Export - Fiter | E-mail | 7 Refresh < Select columns >~ G Data Collection Time: 29-Sep-15 6:48:43 PM
E Mailbox Reports -
E Object Name Display Name E-mail First Name Last Name Folder Name Folder P;
&= Mail Item Reports -
< Read Mail Items admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin {06967759-274D-40B2-A3EB-D7F9E73727D7} BC_;:F?;;:;
Unread Mail Items admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin {ASE2BC46-B3A0-4243-B315-60D991004455} \Contacts
B315-60C
Deleted Mail Ttems admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Calendar \Calendar
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Clutter \Clutter
High Impartance Mail ltems admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Contacts \Contacts
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Conversation Action Settings \Convers:
Low Importance Mail Items admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Deleted Items \Deleted |
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Drafts \Drafts
Junk Mail Items admin admin admin  admin@vyapindemaZ2.onmicrosoft.com admin admin GAL Contacts \Contacts
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Inbox \nbox
Mail Ttems Summary admin admin admin  admin@®vyapindemoZ2.onmicrosoft.com admin admin Journal \Journal
Mailbox Usage | admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Junk Email YJunk Em;
| admin admin admin  admin@vyapindemoZ2.onmicrosoft.com admin admin Notes ‘\Notes
Groups ¥ | admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Organizational Contacts \Contacts
Public Folders - | admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Outbox \Outbox
admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin PeopleCentricConversation Buddies \Contacts
Mail Contacts ¥ | admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Recipient Cache \Contacts
Mail Users - | admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Sent Items \Sent Iten
1 admin admin admin  admin@vyapindemo2.onmicrosoft.com admin admin Tasks \Tasks
Licenses -
Schedule -

“ n v

Number of records: 19

Number of columns to be displayed on the Grid can be selected from the dropdown. By default, all
columns are displayed.
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'b Export
Object Name
admin
admin

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

T Filter | " E-mail

Display Name E-mail

admin admin

admin admin

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

(_: Refresh

<-- Select columns -->

admin@vyapindemoZ.onm|

admin@vyapindemoZ.onm|

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

admin@vyapindemoZ.onm|

Object Name
Display Name
E-mail

[T First Name

[T Last Mame

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

[C] Count

[C] From
7o

] Subject

[] Ttem Size (KE)

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

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

[ T1.5essionindex

c

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemoZ.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemoZ2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

admin@vyapindemo2.onmicrosoft.com admin

Last Name

admin

admin

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

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

Folder Name

Folder P;

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

D7FSE73]

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

Calendar

Clutter

Contacts

Conversation Action Settings
Deleted Items

Drafts

GAL Contacts

Inbox

Journal

Junk Email

MNotes

Organizational Contacts
Outbox
PeopleCentricConversation Buddies
Recipient Cache

Sent Items

Tasks

After selecting the desired column from the dropdown, press Refrestobut display.

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

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

Display Name E-mail

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

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

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

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

Follow the above mentioned steps to run the other reports of Mail ltem Reports.
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How to generaté&roupReport?

Perform the following steps to generate a Group Report:

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the application,
select Groups.

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

On selecting "Group General Infioation and Address Details" Report, a pgpwindow will be
displayed as shown below:

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

Enumeration time: 03-11-2015 17:07:34 @ Eind...

Display Mame Email Address

W] 21l Employees Employees@vyapindemab onmicrosoft.com

[ ] Building 1 Rooms Building 1Rooms 15936705 @& vyapindemob. onmicro:
[] Building 2 Rooms BuildingZRooms 1937533 @ vyapindemob.onmicro:
[ ] Executives Executives@vyapindemaob onmicrosoft.com

[] Finance Team Finance @vyapindemaob.onmicrosaft .com

[] Legal Team Legal@wyapindemob.onmicrosoft .com

[ ] Medical Team Meds @vyapindemob.onmicrosoft .com

[ ] Mgmt O'Team Mamt @vyapindemo S.onmicrosoft .com

[ ] Northwind Traders Morthwind @vyapindemo5.onmicrosoft.com
[] Project Falcon Project Falcon@vwyapindemo 5.onmicrosoft.com

[ Salas Tazm Calap@rnmnindamn R ammicrnenft ~om

£

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

0 group(s) selected. 12 groupi(s) found.

Select the desired group(s) and Cl@K...button to display the respective group details.
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Select the desired groups for which report has to be generated.

Enumeration time: 03-11-2015 17:07:34 IEI Eind... |

Display Mame Email Address

W] 21l Employees Employees@vyapindemab onmicrosoft.com
Building 1 Rooms Building 1Rooms 15936705 @& vyapindemob. onmicro:
Building 2 Rooms BuildingZRooms 1937533 @ vyapindemob.onmicro:
[ ] Executives Executives@vyapindemaob onmicrosoft.com

[] Finance Team Finance @vyapindemaob.onmicrosaft .com

[] Legal Team Legal@wyapindemob.onmicrosoft .com

[ ] Medical Team Meds @vyapindemob.onmicrosoft .com

[ ] Mgmt O'Team Mamt @vyapindemo S.onmicrosoft .com

[ ] Northwind Traders Morthwind @vyapindemo5.onmicrosoft.com

[] Project Falcon Project Falcon@vwyapindemo 5.onmicrosoft.com

Calap@rnmnindamn R ammicrnenft ~om

[ Salas Tazm
£

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

2 group(s] selected. 12 groupis) found.

During data collection, the window is displayed as shown below.
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

N Favorites =~
E_ Dashboard Summary b
g Mailbox Reports hd
% Mail Item Reports hd
N Mailbox Usage hd

Groups -

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses

Group Exchange Settings Collecting report data...

. . Current group: Building 1 Rooms
Group Message Size Restrictions
Processing group: 1in 2

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders b
Mail Contacts =~ .
Mail Users =~ .
Licenses =~
Schedule E

Oncethe data collection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

" Favorites + [ Group General Information and Address Details

g Dashboard Summary = | (% Export T fiter ' Emal 2 Refrash <o Selectcolumns —> v [ @ Data Collection Time: 30-Sep-15 11:46:04 AM
4 - | .

s Sirlies bepadic - Object Name Display Name  Alias E-mail ?;a;\:lent Group Type

)

2 il -

S E s | Building 1 Rooms Building 1 Rooms BuildinglRooms2217152 BuildinglRooms2217152@vyapindemoZ.onmicr MailUniversalDistributionGroup Universal é
a Mailbox Usage - osoft.com

Building 2 Rooms Building 2 Rooms Building2Rooms2219652 Building2Rooms2219652@vyapindemo2.onmicr MailUniversalDistributionGroup Universal i
Groups = osoft.com

Group General Infermation and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses

Group Exchange Settings

Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders 7
Mail Contacts = .
Mail Users 7
Licenses v

Schedule =

2 mn N

Number of records: 2

Columns to be displayed on the Grid can be selected from the dropdown. By default, all the columns will
be displayed.
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

" Favarites + [ Group General Information and Address Details
% Dashboard Summary A 5 Export < Filter | ' E-mail ,]‘; Refresh | <-- Select columns --> |+ || & Data Collection Time: 30-Sep-15 11:46:04 AM
= - | -
5 L i - Object Name Display Name  Alias TR:;!JIQM Group Type
0 1
] = -
S LRl S s | Building 1 Rooms Building 1 Rooms Building1Ro oms2217152@vyapindemo2.onmicr MailUniversalDistributionGroup Universal
a Mailbox Usage hd [T] Group Type
Building 2 Rooms Building 2 Rooms Building2Roq 7] pianaged B oms2219652@vyapindemo2.onmicr MailUniversalDistributionGroup Universal
Groups - OSOTL.Com

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses
Group Exchange Settings
Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders 7
Mail Contacts hd .
Mail Users '
Licenses hd

Schedule =

[ n b

Number of records: 2

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



Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

' Favorites - I Group General Information and Address Details \\
?‘,‘ Dashboard Summary v | (& eport T Fiter W E:mail | 22 Refresh | <— Selectcolumns > v | @ Data Collection Time: 30-Sep-15 11:46:04 AM
E Mailbox Reports w» | | Object Name Display Name Alias
°
& T — Building 1 Rooms Building 1 Rooms BuildinglRooms2217152
2 -
g " e Tepo | Building 2 Rooms Building 2 Rooms Building2Rooms2219652
< -
Mailbox Usage he
Groups -

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses
Group Exchange Settings
Group Message Size Restrictions

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders =~
Mail Contacts =~ .
Mail Users -
Licenses ~
Schedule hd

Number of records: 2

Follow the above mentioned steps to run the other Group Reports.
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How to generate Public Folder Report?

Perform the following steps to generate a Pulblader Report:

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the application,
select Public Folders.

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

On selecting "PubliEolder General Settings" report, a pap window is displayed as shown below:

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

Enumeration time: 03-11-2015 17:21:25 IEI Eind... |

Display Mame Email Address

[ ] public 1 public1@wapindemo &.onmicrosoft com
[ ] public? public2@wapindemo 5.onmicrosoft com

£

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

0 public folder(s) selected. 2 public folder(s) found.

Select the desired public folder and Click OK... button to display the respective public folder details.
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Select the desired public folders for which report has to be generated.

|[2]

Enumeration time: 03-11-2015 17:21:25 IEI Eind... |
Display Mame Email Address

public 1 public1@wapindemo &.onmicrosoft com
[ ] public? public2@wapindemo 5.onmicrosoft com

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

1 public folder(s) selected. 2 public folder(s) found.

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

67



Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

b Favorites =
g Dashboard Summary ~
; Mailbox Reports ~ .
E Mail Item Reports ~ .
B Mailbox Usage hd .
Groups hd
Public Folders -

Public Folder General Settings

Public Folder Created and
Maodified Dates

Public Folder E-mail Addresses
Collecting report data...
Public Folder Limits
‘Current public folder: Public Folder1

Public Folder Exchange Settings Frocessing public folder: 2in 2

Public Folder Message Size Cancel

Restrictions

Public Folder Message Delivery
Restrictions

Public Folders hidden from
Address Book

Public Folder Client Permissions
Public Folder Size

Empty Public Folders

Mail Contacts =
Mail Users =
Licenses =
Schedule =

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings  Help About

< [ ~ [ Public Folder General Settings ™.
'é_ Dashboard Summary v | (& eport T Fiter W E-mail | 22 Refresh | <— Select columns > v | Data Collection Time: 30-Sep-15 12:33:06 PM
4 B g . )
s Lot e e e i v Object Name Display name Alias name el Folder name Recinient ddess Ms.t
- address type membership
2 -
2 e s | Public Folderl Public Folderl PublicFolderl PublicFolderl@vyapindemoZ2.onmicrosoft.com Public Folderl PublicFolder  \MailPublicFolders(VLV) \All Rec
A Mailbox Usage - \Default Global Address List \Of
1 Address List
Groups ¥ | Public Folder2 Public Folder2 PublicFolder2 PublicFolder2@vyapindemo2.onmicrosoft.com Public Folder2 PublicFolder  \MailPublicFolders(VLV) \All Rec
1 \Default Global Address List \Of
Public Folders =

Address List

Public Folder General Settings.

Public Folder Created and
Modified Dates

Public Folder E-mail Addresses
Public Folder Limits
Public Folder Exchange Settings

Public Folder Message Size
Restricticns

Public Folder Message Delivery
Restricticns

Public Folders hidden from
Address Book

Public Folder Client Permissions
Public Folder Size

Empty Public Folders

Mail Contacts -
Mail Users hd
Licenses =
Schedule =

Number of records: 2

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

3 Export T Fiter | " E-mail ;; Refresh | <-- Select columns —» [ (= Data Collection Time: 30-5ep-15 12:33:06 PM

5T o0
. . . C.bJECt Name Recipient Address list

Object Name Display name Alias name Display name Folder name )
[¥] Alias name type membership

Public Folderl Public Folderl PublicFolderl |[] E-mail address no2.onmicrosoft.com Public Folderl PublicFolder  \MailPublicFolders(VLV) \All Rec
[ Folder name \Default Global Address List \Of
[ Recipient type Address List
[7] Address list membership

Public Folder2 Public Folder? PublicFolder2 UblicFolderZ@vyapindemo2.onmicrosoft.com Public Folder?2  PublicFolder “WailPublicFolders(VLV) “All Rec

‘WDefault Global Address List \Of
Address List

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

&) Export T Fiter | " E-mail | % Refresh | <-- Selectcolumns > v | G Data Collection Time: 30-Sep-15 12:33:06 PM

Object Name Display name Alias name

Public Folderl Public Folderl PublicFolderl
Public Folder2 Public Folder2 PublicFolder2

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

Perform the following steps to generate Mail Contact Report:

Select Exchange Online Reports from the available vertical tabs. Then from left side of the application,
select Mail Contact report.

For demonstration purpose "Mail Contact General Informatmd Address Details" report has been
chosen.

On selecting "Mail Contact General Information and Address Details" report, aupopindow is
displayed as shown below:

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

Enumeration time:  03-11-2015 17:15:48 @ Eind... | || P

Display Mame Email Address

[ ] Brain O"Mac BrianM&vyapindemob.onmicrosoft.com
[ Shane ©" Connar ShaneC @vyapindemo5.onmicrosoft . com

£

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

0 contact(s) selected. 2 contact(s) found.

Select the desired public folder and CI@K...button to display the respectivgroup details.
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Select the desired contacts for which report has to be generated.

|[2]

Enumeration time: 03-11-2015 17:15:48 IEI Eind... |
Display Mame Email Address

[ ] Brain O"Mac BrianM&vyapindemob.onmicrosoft.com
Shane O Connor ShaneC @vyapindemo5.onmicrosoft . com

£

[ ] Select &l [] Use this selection for all the reports in this session
2 contact(s) found.

1 contact(s) selected.

During data collection, the window is displayed as shown below.
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings  Help About

L Favorites 4
E’ Dashboard Summary A
; Mailbox Reports v
% Mail Item Reports v
N Mailbox Usage v
Groups v
Public Folders v
Mail Contacts -

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates
Collecting report data.
Mail Contact E-mail Addresses Current mail contact: Bob Kelly (TAILSPIN)

Processing mail contact: 1in 1
Mail Contact Exchange Settings

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users =
Licenses =
Schedule =

Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings  Help About

Pl .vorites + [ Mail Contact General Information and Address Details
g Dashboard Summary v (@ Bport T Fiter W Email 2 Refresh < Select columns > v | @ Data Collection Time: 30-Sep-15 2:5%01 PM
=4 q .
5 Mailbox Reports - . ) ) ) Recipient M‘“.( ‘ Ulse Mapi Use Prefer Message
= Object Name Display Name Alias E-mail Type Recipient Per Rich Text Message Format
&1 Mail Item Reports - P! Message Format Format
< Mailbox Usage + | Bob Kelly (TAILSPIN) Bab Kelly (TAILSPIN) BobKTAILSPIN  bobk@tailspintoys.com MailContact Unlimited Never False Mime
Groups hd
Public Folders hd
Mail Contacts -

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates

Mail Contact E-mail Addresses
Mail Contact Exchange Settings

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users -
Licenses -
Schedule -

“ m »

Number of records: 1

Number of columns to be displayed on the Grid casélected from the dropdown. By default, all
columns are displayed.

'b Bport | . Filter | & E-mail 7 Refresh | <-- Select columns --> [ c Data Collection Time: 30-Sep-15 2:59:01 PM

Object Name . )
Display Name Recipient Max Use Mapi Use Prefer Message
Object Name Display Name Alias Alias Recipient Per Rich Text Message
. Type Format
E-mail Message Format Format
Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKT4 - Recipient Type .com MailContact  Unlimited Never False Mime
Max Recipient Per Message
Use Mapi Rich Text Format
Use Prefer Message Format
Message Format
Message Body Format
After selecting the desired column from the dropdown, press Refresh button to display.
B eport | T Fiter | Email | 2 Refresh | < Select columns >+ @] Data Collection Time: 30-Sep-15 2:59:01 PM

Object Name Display Name Alias
Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKTAILSPIN

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

Perform the following steps to generate a Mail User Report:

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the application,
select Mail Users.

For demonstration pyrose "Mail User General Information and Address Details" report has been
chosen.

On selecting "Mail User General Information and Address Details" report,-agpaindow will be
displayed as shown below:

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

Enumeration time: 03-11-2015 17:20:21 IEI Eind... |

Digplay Mame Email Address
[ ] Mike Brian MikeB @Evyapindemao5.onmicrosaft .com

£

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

0 user(s) selected. 1 user(s) found.

Select the desired mail user and Cl@K...button to display the respective user details.
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Select the desired users for which report has to be generated.

Enumeration time: 03-11-2015 17:20:21 IEI Eind... |

Display Mame Email Address
Mike Brian Mike:B @vyapindemo5. onmicrosoft com

£

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

1 user(s) selected. 1 user(s) found.

During data collection, the window is displayed as shown below.
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About
Favorites =

Dashboard Summary hd
Mailbox Reports hd

Mail Item Reports >

<
g’
e
s
E
=1
<

Mailbox Usage -
Groups -
Public Folders =
Mail Contacts =
Mail Users -

Mail User General Information
and Address Details

Mail User Created and Modified Collecting report data...
Dates
Current mail user: Mike Brian M
Mail User E-mail Addresses Processing mail user: Tin 1
[ J
Mail User Exchange Settings Cancel

Mail User Message Size
Restrictions

Mail User Message Delivery
Restrictions

Meail Users hidden from Address
Bock

Licenses -

Schedule -

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

Favorites
Dashboard Summary
Mailbox Reports

Mail Item Reports

A List of Reports A

Mailbox Usage
Groups

Public Folders
Mail Contacts
Mail Users

Mail User General Information
and Address Details

Mail User Created and Madified
Dates

Mail User E-mail Addresses
Mail User Exchange Settings

Mail User Message Size
Restrictions

Mail User Message Delivery
Restrictions

Mail Users hidden from Address
Book

Licenses

-

Schedule

SharePoint Online Reports

Office 365 Export

Office 365 Manager

Settings  Help About

[ Mail User General Information and Address Details .
5 Export

Object Name

M

Display Name First Name

ike Brian M. Mike Brian M. Mike Brian

T Fiter W Email | .2 Refresh < Sclectcolumns —> v [ @

Data Collection Time: 30-Sep-15 3:21:22 PM

Assistant
Name

Last Name Initials Office Manager Department

QA

Company

Brian M NMEKL

m

Number of records: 1

Columns to be displayed dhe Grid can be selected from the dropdown. By default, all columns are

displayed.
b Export

Object Name

T Filter

Mike Brian M. Mike Brian M.  Mike Brian

W el

Display Name First Name

';: Refresh || <-- Select columns -->

i

Data Collection Time: 30-Sep-15 3:21:22 PM

Object Name
Display Name

Assistant Name
Department
Company
Phone

Home Phone
Maobile Phone
ax

Pager

Other Mobile Phone
Other Fax

E-mail

MNotes

‘Web Page

Other Home Phone ||

Assistant
Name

Office Manager Department  Company

NMKL QA

m

After selecting the desired column from the dropdown, Click Refresh button.
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%) eport | | Fiter | W Email | 22 Refresh

Object Name Display NMame First Name
Mike Brian M. Mike Brian M.  Mike Brian

Follow the above mentioned steps to run the Mail User reports.

<-- Select columns —>

Object Name
Display Name
First Name

[C] Last Name

[ nitials

[C] Office

@ Manager

[C] Assistant Name
b Department

| Company

[C] Phone

[C] Home Phone
[T] Mobile Phone
[T Fax

[C] Pager

[T] Other Home Phane
[C] Other Mobile Phone
[T Other Fax

[C] E-mail

[T Motes

] Web Page

m

Data Collection Time: 30-5ep-15 3:21:22 PM
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How togenerate License Report?

Perform the following steps to generate a License Report:

Select Exchange Online Reports from the available vertical tabs. Then from left side of the application,
select Licenses.

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

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

Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About
B Favorites + [ organization
E‘ Dashboard Summary v (B epot T Fiter " Email | Refresh | < Select columns >~ E| Data Collection Time: 01-Oct-15 2:17:59 PM
% Mailbox Reports B [ scount Account id Active units Cn,wsLlnwed Lo(l:ked out Service name Service type
™ 5 name units units
=] Mail Item Reports " | \vyapindemo5  vyapindemoS:ENTERPRISEPACK 25 25 0 EXCHANGE_S_ENTERPRISE Exchange
& Mailbox Usage » | vyapindemo5 vyapindemo5:ENTERPRISEPACK 25 25 0 INTUNE_O365 SCO
vyapindemo5  vyapindemo5:ENTERPRISEFACK 25 25 0 MCOSTANDARD MicrosoftCommunicationsOnline
ErEaEs 7| wyapindemoS  vyapindemoS:ENTERPRISEPACK 25 25 0 OFFICESUBSCRIPTION  MiicroscftOffice
Public Folders = | vyapindemo3 vyapindemoS:ENTERPRISEPACK 25 25 0 RMS_S_ENTERPRISE RMSOnline
b vyapindemo5 vyapindemo5:ENTERPRISEPACK 25 25 0 SHAREPOINTENTERPRISE SharePoint
S A | \vyapindemo5  vyapindemoS:ENTERPRISEPACK 25 25 0 SHAREPOINTWAC SharePoint
Mail Users * | vyapindemo5 vyapindemo5:ENTERPRISEPACK 25 25 0 YAMMER_ENTERPRISE ‘YammerEnterprise
Licenses =

Organization

License type by users

Users by license type

License count by license type
Schedule -

Manage Tasks

Number of records: 8

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

Account
name
vyapindema5
vyapindemao5
vyapindema5
vyapindemao5
vyapindema5
vyapindema5
vyapindemao5
vyapindema5

= Filter

¥ Email | 2 Refresh

Account id

vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK

<-- Select columns -->

-

Account name
Account id
Active units
onsumed units
ocked out units
Service name
Service type

Suspended units
Warning units

vyapindemo5:ENTERPRISEPACK 25 25
vyapindemo5:ENTERPRISEPACK 25 25

ed

Locked out
units

o o O O O O O O

Data Collection Time: 01-Oct-15 2:17:59 PM

Service name

Service type

EXCHANGE_S_ENTERPRISE Exchange

INTUNE_O365
MCOSTANDARD
OFFICESUBSCRIFTION
RMS_S_ENTERPRISE

SHAREPOINTENTERPRISE

SHAREPOINTWAC
YAMMER_ENTERPRISE

SCO
MicrosoftCommunicationsOnline
MicrosoftOffice

RMSOnline

SharePoint

SharePoint

YammerEnterprise

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

'b Export
Account
name
vyapindemo3
vyapindemo3
vyapindemao5
vyapindemaob
vyapindemao35
vyapindemao5
vyapindemao5
vyapindemao5

7 Filter

W Email | 27 Refresh

Account id

vyapindemo3:ENTERPRISEPACK
vyapindemo3:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK
vyapindemo5:ENTERPRISEPACK

<-- Select columns >

-

Account name
Account id

[0 Active units

[C] Consumed units
[C] Locked out units
[C] service name
[C] service type

[C] Service status
[C] Part number

[Z] Suspended units
£l Warning units

)

Data Collection Time: 01-Oct-15 2:17:59 PM

Follow the above mentioned steps to run the other License reports
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How to generata Mailbox UsagReport?

Perform the followingsteps to generate a Mailbox Usage Report:

Select Exchange Online Reports from the available vertical tabs. Then from left pane of the application,
select Mailbox Usage.

For demonstration purpose "Mailbox Activity" report has been chosen.

On selectingMailbox Activity" Report, a pepp window is displayed as shown below to select the
scope of the report:

- o

Mailbox Statistics ==

Start Date:  Wednesday, [RErd 07, 2015 [E~-

End Date:  Thursday . October 08, 2015 [E=

Report Type: @ Daily
1 Wweslkdy
1 Monthly
) Yearly

| oK || Cancel |

Set the start date, end date and report type on pgpwindow. Once the data collection process gets
completed, the report data will be displayeadthe window as shown below:
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& \Vyapin Office 365 Management Suite v2.0

Exchange Online Reports

A List of Reports A

Favorites

Dashboard Summary
Mailbox Reports
Mail Item Reports
Mailbox Usage

Mailbox Activity
Mailbox Usage Summary

Mailbox Usage Details

Groups

Public Folders

Mail Contacts

Mail Users

Licenses

Schedule

SharePoint Online Reports Office 365 Export Office 365 Manager

[ Mailbox Activity %\ Recently added Users/Groups
W Bport | T Fiter ® E-mail | 25 Refresh <~ Selectcolumns > v (@

Tenant Name

ExoTemplateld28f852-74b4-4273-aa2a-
cf98c595b38e.com
vyapindemoS5.onmicrosoft.com
vyapindemoS.onmicrosoft.com
vyapindemoS5.onmicrosoft.com
vyapindemoS5.onmicrosoft.com

vyapindemo5.onmicrosoft.com

Number of records: &

Total number

Date of active
mailboxes

9/24/2015 5:30:00 AM 1

9/25/2015 5:30:00 AM 1

9/26/2015 5:30:00 AM 32
9/27/2015 5:30:00 AM 32
9/28/2015 5:30:00 AM 32
9/29/2015 5:30:00 AM 32

Lol

Settings  Help About

Data Collection Time: 08-Oct-15 5:36:45 PM

Number of Number of
accounts accounts
created deleted

1 0

1 0

32 0

0 0

0 0

0 0

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

% Export

Tenant Name

ExoTemplateld28f852-74b4-4273-aa2a-

cf98c595b38e.com

vyapindemo5.onmicrosoft.com
vyapindemoS5.onmicrosoft.com
vyapindemo5.onmicrosoft.com
vyapindemoS5.onmicrosoft.com
vyapindemo5.onmicrosoft.com

T Filter ™ E-mail 4> Refresh | =<-- Select columns —-> [ e

Tenant Name
Date

number Number of

Total number of active mailboxes V€ accounts

Mumber of accounts created pxes created

Number of accounts deleted 1
9/25/2015 5:30:00 AM 1 1
9/26/2015 5:30:00 AM 32 32
9/27/2015 5:30:00 AM 32 0
9/28/2015 5:30:00 AM 32 0
9/29/2015 5:30:00 AM 32 0

Data Collection Time: 08-Oct-15 5:3%:41 PM

Number of
accounts
deleted

0

=T = T = R T ]

After selecting the desired column from the dropdown, Click Refresh button.
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% Export | T Filter | ¥ E-mail

Number of Number of
accounts accounts
deleted created

1

1

32

0

0

0

o o o o o o

Follow the above mentioned steps to run other Mailbox Usage reports.

o Refresh

<-- Select columns --> i:

[C] Tenant Name
[[] Date

[C] Total number of active mailboxes
Mumber of accounts created
Number of accounts deleted

Data Collection Time: 08-Oct-15 5:39:41 PM
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How to Email data?

Vyapin Office 365 Management Suite provides the optiontoadl the reports generated using Biitt
Reports.

Clic button in the toolbar to email the report to email recipients. Enail dialog will be
displayed as shown below:

oJ E-Mail Report
5 Spedfy SMTF 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 emailing reports, Vyapin Office 365 Management Suite requires SMTP Server,-FraiimA8dress,
To Email Addresses (recipients sepaedtby 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 -enail to the selected recipits.
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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.

=1
Click o 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 fileofmat. 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 tingamped sukolder in the format 'YY¥MM-DD
HH.MM.SS' under thspecified 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 tife 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 wiklmathe of
the report.
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How torefreshdata?

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

Clic button in the toolbar available in the report window to refresport 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 condheilfer
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:

Filt ‘
1. Click FiIteI e
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 tdilter button to add condition to the Filter list.

button in the toolbar available in the report window taulach Filter window.

6. The Add to Filter will change to AND to Filter. The Oiteo button will be enabled. The selected

condition will be set as a filter and displayed (as shown below).

? Filter Criteria E@

Select the fields and the corresponding values to be filtered in the report

Field Cperator Value
I[Ol:ujectHamE] v] I= vl calebs7 -
| anoToFiter | [ oORToFiter |
(1) & kX

[Cbject Mame] = 'calebs’
2R [Ohject Mame] = 'calebs¥

(o (o

7.Use 'AND to Filter' and 'OR Fdter', 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 operatoravailable in Vyapin Office 365 Management Suite are given below:
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Operator Applicable Data Types Description Example
= String, Numeric, Value of Column namg [Display Name] =
Boolean, Date matching exactly with | 'Administrator'

the specified value
data

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

Boolean, Date not matching exactly | 'Administrator’

with the specified
value data

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

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

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

<= Numeric, Date Value ofColumn 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 thespecified | '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 ‘Al
value data

does not contains String Value of Column namg Member of] doesot

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

88



Is Not Null

String, Numeric, Value of Column namg [Alias Name] Is Not Nu
Boolean, Date is not null

The various oprations 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 emp

AND to Filter Click AND to Filter button to addcandition 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

Insert '(" Select any condition in the filter list afi@lick buttonto insert an open
parenthesis at the start of the condition.

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

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

Delete ')’ Select any condition in the filter list and CI%:button to insert a existing close

parenthesis in the selected condition.

Delete Condition

Select any condition in thidter list and Clicl?¢ button to delete the selected
condition.

Delete All

Click__S22" Filter_ | b\ 1tton to delete all the conditions in the filter list.
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Howto schedulean Exchange report task?

Report Selection

Exchange object selection

Delivery Options

Task Settings
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Step 1Report Selection

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

Report Selection

Select a report to schedule

El %, Dashboard Summary
Top Users by Mailbox Size
Top Users by Mail Count
Top Senders by Mail Count
Top Receivers by Mail Count
Top Senders by Attachment Size
Top Receivers by Attachment Size
Top Public Folders by Size
Inbound Mail Traffic by Event Type
Outbound Mail Traffic by Event Type
List of Users with Admin Rales
List of Groups,Distribution Groups
List of Mobile Devices
List of Users/Mailboxes
List of Shared Mailboxes

Active and Inactive Mailboxes

Recentlv added | lsers/Gronns

Finish

91



Step 2Exchange object selection

Based on the type of report selected, list of Mailboxes, Groups, Public Folders, Contacts and Users will
be displayed in this window.

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

Mailbox Selection
Selectthe desired mailboxes to generate the reports

Users [ Groups: | All Users

Enumeration time: 09%-0ct-15 3:42:46 PM @

Display Mame

Alex Damow

Allie Bellew

] Anne A, Wallace
[] Aziz Hassouneh

[] Belinda Newman

[ ] Bonnie Keamey

] Erian Johnson (TAILSPIN)
[] Corf Room Adams
[] Conf Room Baker
[] Corf Room Crystal
[ ] Conf Room Hood
[] Corf Room Rainier
[] Corf Room Stevens
] David Longmuir

] Denis Dehenne

[] Dorena Paschke

[ ] Fabrice Canal

[] Gamet Vargas

] Garth Fort

[ lamat Sk

Email Address

AlexD@vyapindemo’ onmicrosoft com
AMllieB@vyapindemo5.onmicrosoft.com
AnneW @vyapindemo5 onmicrosoft com
AzizH@Evyapindemob.onmicrosoft .com
BelindaM@vyapindemob.onmicrosoft.com
Bonnie Ki@vyapindemob onmicrosoft.com
BrianJ @vyapindemof.onmicrosoft.com
Adams @vyapindemob onmicrosoft com
Baker@vyapindemo5 onmicrosoft com
Crystal @vyapindemob.onmicrosoft . com
Hood @vyapindemo5.onmicrosoft.com
Rainier@vyapindemo5.onmicrosoft.com
Stevens@vyapindemo5.onmicrosoft.com
DavidLi@vyapindemo5.onmicrosoft. com
DenizDi@vyapindemob onmicrosoft . com
DorenaP @vyapindemob.onmicrosoft.com
FabriceC@vyapindemo5.onmicrosoft.com
GametV@vyapindemob onmicrosoft.com
GarthF@vyapindemo5 onmicrosoft com

lamat CiFhnranindamah ammicrae~f ~om

[] Select All

.

Finish

For aMailbox Usage report, the following window will appear. You can select the start date and end
date for the scope of data, also the type of report Daily, Weekly, Monthly or a Yearly report.
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Specify Search Criteria

Specify a suitable search criteria to generatethe report

Start Date: | Friday . October 92015 [@~ |

EndDate: | Fiday ., October 9,2015 [~ |

e Ty O

) My
i) Manthly
) Yearly
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Step 3Delivery Options

In this window, select a delivery option, to export-friail the generated report on scheduled run. §hi
window appears as shown below.

Delivery Options :
Select the report delivery option. You can Export, or E-mail the. reportusing the options given below. -

Temal

Export to local drive

Export Path: |

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

(@) Owverwrite the existing file
(") Rename the existing file by appending the time stamp value.

Finish

If you want to email the generated report on scheduled run, specify SMTP server name, from Address,
To address, mailubject, mail content, attachment format and option to compress the attachment.
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Delivery Options
Select the report delivery option. You can Export, or E-mail the. reportusing the options given below.

|EWM| E-mail |

E-mail this report

SMTP Server: |server name

From... |admin@mmpany.onmimsoﬂ.mm|

Tou. |

Subject: |

Attachment Format: | sV W | Compress the attachment

Body Content:
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Step 4Task Settings

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

1) Task Settings step will appear as shown below:

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

Schedule Settings:

Schedule: | Daily v | StartTme: 04:59 PM =
Schedule Daily
Every |1 + day(s)
Back et Finish 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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SharePoint Online Reports

How to generate a SharePoint Configuration report?

How to generate a SharePoint Security report?

How to generate a SharePoint Inventorgport?

How to Export/Publish data?

How to Email data?

How to use filter?

How to schedule a SharePoint report task?
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Howto generate a SharePoint Configuration Report?

Perform the following steps to generate a SharePoint Configuration Report:

Select SharePoint Online Reports from the available vertical tabs. fidmeneft pane of the application,
select Configuration Report.

For demonstration purpose "List General Settings" report has been chosen.

On selecting "List General Settings" Report, afagpwindow is displayed as shown below:

rﬂ, Report Scope @

Report Scope:

|l lists in the specified site v

QK |[ Cancel |

Once the data colle@mn process gets completed, the report data will be displayed in the window as shown
below:
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Exchange Online Reports

Favorites
Configuration

List General Settings

A List of Reports A

List Templates

Site Collection Workflow

Templates

Site Columns

Site Content Types
Site Settings

Site Templates
Site Workflows
Web Parts

Security

SharePoint O

ine Reports Office 365 Export Office 365 Manager

+ |[ List General Settings
~ (%) export/ Publish T Fiter | " E-mail | 2 Refrech thisreport | < Select columns >~

Report: Scope: List:

List General Settings |All lists in the specified Content and Structure F

B.
Web URL Web Title - List Name
Template
https://vyapindemob.sharepoint.com Contoso Team Site AppDataCatalog  appdata

https://vyapindemoS.sharepoint.com Contoso Team Site Genericlist Cache Profiles

https://vyapindemob.sharepoint.com Contoso Team Site DesignCatalog Composed Looks
https://vyapindemoS.sharepoint.com Contoso Team Site Genericlist

Content and Structure Reports

https://vyapindemob.sharepoint.com Contoso Team Site Genericlist Device Channels

Inventory

Schedule

Columns to
displayed.

https://vyapindemob.sharepoint.com Contoso Team Site Documentlibrary  Documents
https://vyapindemoS.sharepoint.com Contoso Team Site Documentlibrary  Form Templates

https://vyapindemo5.sharepoint.com Contoso Team Site 851

Images

https://vyapindemoS.sharepoint.com Contoso Team Site MasterPageCatalog Master Page Gallery

https://vyapindemo5.sharepoint.com Contoso Team Site 544 MicroFeed
https://vyapindemoS.sharepoint.com Contoso Team Site Genericlist Naotification List
Office3b5Demos

https://vyapindemo5.sharepoint.com Contoso Team Site 170

Number of rows: 31

Settings  Help About

Data Collection Time: 01-Oct-15 2:57:42 PM

Description

This system list was created by the Publish
Resources feature to store profiles for
configuring caching in your site.

Use this list to store composed looks. Thet
looks can be applied to this site by naviga
to Site Settings and choosing Change the
Use the reports list to customize the queri
that appear in the Content and Structure 1
views

m

Use this page to create and manage mobi
alternate device channels. Channels allow
to classify visitors based on the devices thl |
to browse your site and optimize the displ
your pages accordingly. Channels created
can each be assigned a different Master P;
and can have regions of each Page Layout
selectively hidden and revealed to them w
Device Channel Panels.

This library contains administrator-approv:
form templates that were activated to this
collection.

This system library was created by the
Publishing feature to store images that are
on pages in this site.

Use the master page gallery to store mast,
pages. The master pages in this gallery are
available to this site and any sites underne

MySite MicroFeed Persistent Storage List

be displayed on the Grid can be selected from the dropdown. By default, all columns are
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) Export / Publish T Fiter | " E-mail | 7 Refresh this report | <= Select columns > [ c

Report: Scope: List: Web Title
List General Settings |All lists in the specified: v | | Content and Structu B.aseNTemplate Data Collection Time: 01-Oct-15 2:57:42 PM
ist Name

escription
Descripti
Attachments Enabled
. Base n Quick Launch Bar e
Web URL Web Title Template| (@] Permission Inheritance Description

ersioning Enabled
Minor Versions Enabled .

https://vyapindemao5.sharepoint.com Contose Team Site AppDataC

) = . - Unigue Role Assignments : . el |
https://vyapindemob5.sharepoint.com Contoso Team Site GenericLis{ orce Check Out This system list was created by the Publish
Allow Content Types Resources feature to store profiles for
Is Site Assets Library cenfiguring caching in your site.
https://vyapindemob5.sharepoint.com Contoso Team Site DesignCatalog Composed Looks Use this list to store composed looks. Thes

looks can be applied to this site by naviga’
to Site Settings and choosing Change the

https://vyapindemob5.sharepoint.com Contoso Team Site GenericlList Content and Structure Reports Use the reports list to customize the gueri
that appear in the Content and Structure 1
views

https://vyapindemo5.sharepoint.com Contoso Team Site Genericlist Device Channels Use this page to create and manage mobi

alternate device channels. Channels allow
to classify visitors based on the devices thil
to browse your site and optimize the displ
your pages accordingly. Channels created
can each be assigned a different Master P:
and can have regions of each Page Layout
selectively hidden and revealed to them w
Device Channel Panels.

https://vyapindemao5.sharepoint.com Contose Team Site Documentlibrary  Documents

https://vyapindemob5.sharepoint.com Contoso Team Site Documentlibrary  Form Templates This library contains administrator-approw
form templates that were activated to this
collection.

https://vyapindemob5.sharepoint.com Contoso Team Site 851 Images This system library was created by the

Publishing feature to store images that are
on pages in this site.
https://vyapindemob5.sharepoint.com Contoso Team Site MasterPageCatalog Master Page Gallery Use the master page gallery to store mast
pages. The master pages in this gallery are
available to this site and any sites underne

https://vyapindemo5.sharepoint.com Contoso Team Site 544 MicroFeed MySite MicroFeed Persistent Storage List
https://vyapindemo5.sharepoint.com Contoso Team Site Genericlist Motification List
https://vyapindemo5.sharepoint.com Contose Team Site 170 Office365Demos .

Number of rows: 31

After selecting the desired column from the dropuo, press Click button.
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) Export / Publish T Fitter | " E-mail | 7 Refresh this report

Report: Scope: List:

List General Settings |All lists in the specified : » | | Content and Structu g

Web Title Web Url

Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contosc Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemob.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemob.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemob.sharepoint.com
Contoso Team 5ite https://vyapindemob.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com
Contoso Team Site https://vyapindemo5.sharepoint.com

Number of rows: 31

<-- Select columns —>

Web Title

[[] Base Template

List Name

[Z] Description

[C] Attachments Enabled
Eon Quick Launch Bar
[C] Permission Inheritance
[C] Versioning Enabled

[C] Miner Versions Enabled
] Unique Role Assignments
[C] Force Check Out

[E] Allow Content Types

[[]Is Site Assets Library |

C

Data Collection Time: 01-Oct-15 2:57:42 PM

Follow the above mentioned steps to run other Configuration reports.
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Howto generate a SharePoiStcurityReport?

Perform the following steps to generate a SharePoint Security Report:

Select SharePoint Online Reports from the available vertical tabs. Then from left pane of the application,
select Security.

For demonstration purpose "Effective Permission of Sitegbrt has been chosen.

On selecting "Effective Permission of Sites" Report, aypopindow is displayed as shown below to select
the scope of the report:

rﬂ, Report Scope @

Report Scope:

[Epecified site only P |

QK |[ Cancel |

Once the data collection process gets completed, the report data will be displayed in the vaadbawn
below:
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Exchange Online Reports

A List of Reports A

Favorites

Configuration

Security

Effective Permissions of Sites
Effective Permissions of Lists
Effective Permissions of List Items

Effective Permissions of Users and
Groups

Lists with no unigue securable
objects

Sites with no unique securable
objects

Unique securable objects with
empty permissions

Group Ownership
Limited Access Permissions

Inventory

Schedule

SharePoint Online Reports

+ || Effective Permissions of Sites

-

Office 365 Export

Office 365 Manager

9 Export / Publish

Report:

ist General Settings

Scope: List:

Effective permissions of the sites Specified site only x| | Content and Structure F

User or Group

Excel Services Viewers https://vyapindemo5.sharepoint.com Contoso Team Site SharePointGroup Given Directly

Alex Darrow
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney
David Longmuir
Denis Dehenne
Dorena Paschke
Fabrice Canel

Garret Vargas

| Garth Fort

Janet Schorr

* Julian Isla

Junmin Hao
Kari Furse

Katie Jordan
MOD Administrator
Molly Dempsey
Pavel Bansky
Robin Counts
Rob Young
Sara Davis
System Account
Tony Krijnen

Zrinka Makovac

Web URL Web Title

https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemaob.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao3.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User

https://vyapindemao3.sharepoint.com Contoso Team Site User

Account Type

T fiter ' Email % Refresh this report | <= Selectcolumns > v

Settings Help

About

Data Collection Time: 01-Oct-15 3:01:40 PM

Permission

. Permission
Inherited
Levels
From
View Only

Team Site Owners Full Control
Team Site Owners Full Contral
Team Site Owners Full Control
Team Site Qwners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Contral
Team Site Qwners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control

Team Site Owners Full Control

Description

Can view pages, list items, *
Document types with serv
can be viewed in the brow

downloaded.

Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.

Has full control.

"

Number of rows: 200

For a user based report like Effective permissions of user and groups, you will be asked to select the
users / groups, to view the corresponding Security information.
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Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

Favorites + || Effective Permissions of List ltems ™
Configuration -
Security a

Effective Permissions of Sites

<
£
£
]
]
=
<

Effective Permissions of Lists

Effective Permissions of List Items User / Group Selection @
Effective Permissions of Users and Select Users or Groups to fetch the effective permissions:
Grou
= Users: Groups:

Lists with no unique securable [T select Al = [7] select All =
objects [ Alex Darrow ‘E ‘ [] Approvers

] Allie Bellew b ["] Designers L
5‘@5 with no unique securable [ Anne Wallace [7] Excel Services Viewers r
objects [ Aziz Hassouneh [C] Hierarchy Managers R
Unique securable objects with 0 Belml?{a Mewmzn e Qumk_ Deploy Users

) [] Bonnie Kearney [C] Restricted Readers

empty permissions -

[T Company Administrator - [7] style Resource Readers -

Group Ownership

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

@ Sites (@ Lists @ Listltems
Inventol hd
4 | Report Scope:

Schedule v | Specified site only =

Columns to be displayed on the Grid can be selected from the dropdBy default, all columns are
displayed.
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3 Export / Publish

Report:

Effective permissions of the sites |Specified site only -

User or Group

Excel Services Viewers

Alex Darrow
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney
David Longmuir
Denis Dehenne
Dorena Paschke
Fabrice Canel
Garret Vargas
Garth Fort
Janet Scharr
Julian Isla
Junmin Hao
Kari Furse

Katie Jordan
MOD Administrator
Molly Dempsey
Pavel Bansky
Robin Counts
Rob Young

Sara Davis
System Account
Tony Krijnen

Zrinka Makovac

Scope:

Account Type

Permission Inherited From
‘ermission Levels

Web URL

https://vyapindemo5.sharepoint.com Contoso Team Site SharePointGroup Given Directly

https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemob5.sharepoint.com Contoso Team Site User
https://vyapindemob5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemaS.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
httpsy//vyapindemaS.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemob5.sharepoint.com Contoso Team Site User
https://vyapindemob5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindema5.sharepoint.com Contoso Team Site User
https://vyapindemao5.sharepoint.com Contoso Team Site User
httpsy//vyapindemaS.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User

Y Fiter ' E-mail ,T; Refresh this report | < Select columns —> [ c

Data Collection Time: 01-Oct-15 3:01:40 PM

Permission -
. Permission
Inherited
Levels
From
View Cnly

Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control
Team Site Owners Full Control

Team Site Owners Full Control

Description

Can view pages, list items, *
Document types with serv
can be viewed in the brow

downloaded.

Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.
Has full control.

Has full control.

n

Number of rows: 200

After selecting the desired column from the dropdown, Click Refresh button.
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3 Export / Publish

Report:

Scope:

Effective permissions of the sites |Specified site anly -

User or Group

Web Url

Excel Services Viewers https://vyapindemob5.sharepoint.com

Alex Darrow
Allie Bellew
Anne Wallace
Aziz Hassouneh
Belinda Newman
Bonnie Kearney
David Longmuir
Denis Dehenne
Dorena Paschke
Fabrice Canel
Garret Vargas
Garth Fort
Janet Schorr
Julian Isla
Junmin Hao
Kari Furse

Katie Jordan
MOD Administrator
Maolly Dempsey
Pavel Bansky
Robin Counts
Rob Young

Sara Davis
System Account
Tony Krijnen
Zrinka Makovac
Team Site Owners
Alex Darrow
Allie Bellew
Anne Wallace
Aziz Hassouneh

https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemob5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemob5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemob5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemob5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com
https://vyapindemo5.sharepoint.com

Number of rows: 200

Follow the above mentioned steps to run other Security reports.

List:

Conte

T iter | " E-mail z Refresh this report || === Select columns > i: (¢

ser or Group
Web Url

[C] web Title

[7] Account Type

[C] Permission Inherited From

[C] Permission Levels
O Description

Data Collection Time: 01-Oct-15 3:01:40 PM

m
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Howto generate a SharePoilntventoryReport?

Perform the following steps to a generate SharePoint Inventory Report:

Select SharePoint Online Reports from the available vertical tabs. Then from left pane of the application,
select Inventory.

For demonstration purpose "List General Settings" report has been chosen.

On selecting "List General Settings" Report, a pop-up window is displayed as shown below to select the
scope of the report:

ri Report Scope @

Report Scope:

|l lists in the specified site v

QK |[ Cancel |

Once the data collection process gets completed, tipwredata will be displayed in the window as shown
below:
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e

Vyapin Office 365 Management Suite v2.0

Exchange Online Reports

Favorites
Configuration
Security

Inventory

A List of Reports A

List Inventory

List ltem Inventory

Site Inventory

SharePoint Online Reports Office 365 Export Office 365 Manager

T
« [ ListInventory = ™

Schedule

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

displayed.

i = Fil - £
- % Export / Publish | " Filter E-mail
Report: Scope: List:
-

List Inventory | Specific list only = Documents

- Number Of Number Of Permission
List Title i

List Items Columns Type

Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited
Documents 132 91 Inherited I’\\S
Documents 132 91 Inherited
Documents 132 91 Inherited

Number of rows: 35 Total size of all lists = 504.7734 MB

Settings  About

& Refresh || <-- Select columns --> ~ | (¥

Data Collection Time: 08-Oct-15 4:01:16 PM

Permission Groups or .

Level Users =

View Only Excel Services Viewers 504.7

Full Control, Limited Access Team Site Owners 504.7

Read Team Site Visitors 5047

Edit, Limited Access Team Site Members 504.7

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
alexd@vyapindemao5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0%.flmembership| 504.7
allieb@vyapindemao5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0%.flmembership| 504.7
annew@vyapindemo5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
azizh@vyapindemo5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
belindan@vyapindemo5.onmicresoft.com

Full Control, Contribute, Limited Access i:0#.fmembership| 504.7
bonniek@vyapindemoS5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
davidl@vyapindemoS5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
denisd@vyapindemoS5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
dorenap@vyapindemao5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
fabricec@vyapindemo5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
garretv@vyapindemoS5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
garthf@vyapindemoS.onmicrosoft.com

Full Control, Contribute, Limited Access i:0%.flmembership| 504.7
Jjanets@vyapindemo5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7
Juliani@vyapindemo5.onmicrosoft.com

Full Control, Contribute, Limited Access i:0#.flmembership| 504.7

Jjunminh@vyapindemo5.onmicrosoft.com
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5 Export / Publish

Report:
List Inventory

List Title

appdata
appdata
appdata
appdata
appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

appdata

B e mail

Filter

Scope: List:

:; Refresh this report || <== Select columns —-> |~

All lists in the specified : = | | Content and Structure F

List URL Created Date

/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
J_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM

/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM

/_catalogs/appdata 9/19/2015 2:13:16 AM

Descripd

List Title

List URL

Description

Created Date
Modified Date

List Template

Base Type

MNumber Of List Items
MNumber Of Columns
Permission Type
Permission Level
Groups or Users
Size

List Template  Base Type

b AM AppDataCatalog GenericList
b AM AppDataCatalog Genericlist
6 AM AppDataCatalog Genericlist

b AM AppDataCatalog Genericlist

9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog GenericList
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog GenericList
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog GenericList
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog Genericlist
9/19/2015 2:13:16 AM AppDataCatalog GenericList

9/19/2015 2:13:16 AM AppDataCatalog Genericlist

Number of rows: 952 Total size of all lists = 516.2785 MB

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

Number Of
List ltems

o o o o o

Data Collection Time: 01-Oct-15 3:13:48 PM

Number (
Columns

63
63
63
63
63

63

63

63

63

63

63

63

63

63

63

63

63

63

-

O3
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3 Export / Publish T Filter | " Email ,7; Refresh this report

Report:

List Inventory

List Title
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata
appdata

Scope: List:

All lists in the specified : » | | Content and Structure F

List URL Created Date
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM
/_catalogs/appdata 9/19/2015 2:13:16 AM

Number of rows: 952 Total size of all lists = 516.2785 MB

Follow the above mentioned steps to run other Security reports.

<-- Select columns --> |«

List Title

List URL

[ Description

Created Date

[ Madified Date

[ List Template

[[] Base Type

[C] Mumber Of List Items

[C] Number Of Columns

[C] Permission Type
Permission Level

] Groups or Users

[F] Size

Data Collection Time: 01-Oct-15 3:13:48 PM
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How to Export / Publish data?

TheExport/ Publishfeature 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.

) & Export / Publish ) . . .
Click on button in the report window or seledExportoption underFile menu to

export report cata to a file in the desired format.

W Export n

Export to local drive

[ 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: gy

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

@ Owverwrite the existing file

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

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.

InFile Conditionsspecify a condition to overwrite or renambéd 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 Email data?

Vyapin Office 365 Management Suite provides the optiontoadl the reportsgenerated using Buih
Reports.

. ‘ E_mall . - - . . - . 0
Click button in the toolbar to email the report to email recipients. Enail dialog will be
displayed as shown below:

- E-Mail Report x|

™ 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...
To..
Send
Subject: | Site Columns
Attachment format: Jhitml - Compress the attachment

For emailing reports, Vyapin Office 365 Management Suite requires SMTP Server,-fFraimdddess,
To Email 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 -enail 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 bad 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:

i 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.

Erter a value in the given value field.

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 dag window will be closed and you can view the filtered data in the
report viewer.

7. You can now export, publish omeail the filtered report based on the requirement.

kW
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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 1SharePoint 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 BiRL, 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 tdgmronfigured 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 &ugion for
both Cloud Idatity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com) and
Federated Identity (configured via ADFS eapndoe@vyapin.onmicrosoft.com

an Task Scheduler Ex
Specify the SharePoint site details j
Specify the URL and credentials of a SharePoint site to view the reports

URL: |https://wapinrandtest sharepoint.com

SharePoint user credential:

Authentication type: | Federated Authentication b4

Use the following credential to connect to SharePoint:

User Name:  |devuser@vyapinrandtest onmicrosoft.com

fjohndoe@contoso .com)

Password:

Tenant name:

randtest W

Mead Cancel

Upon clicking Next button to proceegiou will be prompted for credential (username and password) as
shown below:
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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 2Report Selection

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

Task Scheduler

Report Selection g

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

=] m Configuration Reports
i List Templates
il Site Collection Workflow Templates
il Site Columns
ik Site Content Types
ik Site Settings

il Site Templates Selected Report:
i Site Workflows
ik Web Parts List General Settings

=l g Security Reports
i Effective permissions of the sites Report Scope:
i Effective permissions of the lists Connected list anly v
il Effective permissions of the listitems
il Effective Permissions of Users and Groups
il Lists with no unique securable objects List:
il Sites with no unique securable objects
i Unigue securable objects with empty permissions
ik Group ownership
ik Limited access permissions

= ¥ Inventory Reports
ik List Inventory
ik List Item Inventory
ik Site Inventory

a L

Back Mest Finish 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 iEffective 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|

| 0K | Cancel
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Step 3Delivery Options

In this window, select a delivery option, to export / pish / email the generated report on scheduled
run. This window appears as shown below

- Task Scheduler ﬂ

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

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 Mest Cancel

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 publisheiert.

121



Task Scheduler ﬂ
Delivery Options D
Select the report delivery option. You can Export, Publish or E-mail the report using the options given below.
| Ewport | 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| | c |
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.

| ok |[ Nee | e

If you want to email 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 4Task Settings

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

1. Task Settings step will appear as shown below:

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

Schedule Settings:

Schedule: | Daily v | StartTme: 04:59 PM =
Schedule Daily
Every |1 + day(s)
Back et Finish Cancel

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

3. Click Finish to create a Windows Scheduled tadisave 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 thélew TasKrom 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 froRublicFolders SelecExport Public Foldersption.
3. You can select betweekil Public Folderand Specific Public Foldeisptions.

4. If you select Specific Public Folders option folder selection screen will appear as shown below,
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= Public Folders to SharePaint E3

Folder Search -

Select folders from the list of available folders

= []Public Folders A

[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

[ Imailcheck i

5. If you select th&xport Message Foldeption, Recipient mailboxeselection 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\dd 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 widow, 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\ll Mailboxesoption you can fetch mail items from all the mailboxes.

9. Folder Searcistep will appear as shown below:
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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

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 msed 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.

132



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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Item 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:

Export Conditions
Specify export conditions to perform a full export or an incremental export. You can also filter items by loading
filter conditions from a saved search template or enter 2 new template name to save the specified conditions.

Load Export Conditions... |

() Perform a full export: (@ Perform an incremental export:

Selection Bring Items created since last export time

[] Bring tems modified since last exporttime

Date Condition Value

Content Selection

Subject / Body Condition

Subject /
Body...

From # To / Cc Condiion

Condiion

(@) All of the above conditions are satisfied () Any one of the sbove conditions is satisfied

| Save these Export Conditions. |

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

or Modified time, you can use the Date Range button.
3. To filter items based on Subject or Body, click on the respective button and specify keywords to

search for in the text fields praded to filter mail items.
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. January 30, 2015 B~

. danuary 30, 2015 B~

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.

5. You can also specify search conditionsofiver properties like categories, read/unread,
importance, size and attachments.
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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

6. You can also specify search conditions for other properties like categories, read/unread,
importance, size and attachments.

[ | Categories: Blue Categony
[| Only items that are: read

[ | Only items with: one or more attachments
[ ] Whose importance is:  nomal

Ttem Size(Kilobytes)

| doesn't matter

7. 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. File Settingsstep will appear as shown below. In this step specify file namieg fat 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 tieation.

= Export Public Folders “

—5

Destination settings
v )

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 +| Received

e.g.. _Important Announcement e.q.. _20141029-123000
] From Te

.0., johndoe@contoso.com £.g., johndoe@contoso.com
] sent ] Folder Name

e.g.. _20141029-123000 eg.. _Inbox
] Unique ID [] Curent Time Stamp

eg. _2ADDBEST . eg., _20141029-123000

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

If the file with the same name already exists in the destination location?
(@) Skip the file
':::Z' Rename the new file that is cumently exported by appending with unigue 1D

Back Next Cancel

2. 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
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the attachments to be exported by checking thesaled checkbox. You can also specify
overwrite conditions to skip or rename the file, if the file already exists in the destination.

= Export Public Folders “
Destination settings =
Specify folder, file and attachment settings and naming rules to use when creating items in file system

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 Finish Cancel
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Task Settings

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

1. Task Settingstep will appear as shown below:

=, Export Public Folders ﬂ

Task settings .. |
Enter a unigue name for the task and specify trigger settings. /J

Task MName: |lask new| |

Export location: C:\Users"Public'Documents \Vyapin Cffice 365 Management Suite'\Mail Export\ExportedFiles

When to nun this task:
(® Fun now Daily 07:03 PM £

(0) Schedule

Back Finish Cancel

2. You can save the metadata of all the items as a separate file by selecting the option given.

3. Enter a unique task name in Task Name textboxa #ddect a Export location to save the
exported files.

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

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

3. Specifyftem Searctconditions to item results.

4. SpecifiDestination Settingto provide details like export location, file naming rulagachment
naming rules and overwrite conditions.

5. InTask Settingedit 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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TaskManagerg 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 histatgo provides
menus and tools to work with the task in a simple and elegant manner.

Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings Help About

Export Manager % ™,

oD New Task A it Task T Copy Task ® Deete Task {0} Run Now ) Open Export location ) Tesk Detaiis L] Task History
:Task Name Task Type User Name Export Location Folder Name mask File N<
aand | bxport Message flders sarad@apindemoz.onmictosotcom | Gexportedeml | foueriame> | <subi
david1 Export Message folders sarad @vyapindemo2.onmicrosoft.com C:\exported eml <FolderName> <Subj
empty Export Public folders ~ SaraD@vyapindemo2.onmicrosoft.com | C\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj
from Export Public folders  sarad@vyapindemo2.onmicrosoft.com  C:\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj
multiple sent items Export Message folders davidl@vyapindemo5.onmicrosoft.com Chexported eml <FolderName> <Subj
one Export Public folders ~ SaraD@vyapindemo2.onmicrosoft.com C\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj
public folder 2 Export Public folders  sarad @vyapindemo2.onmicrosoft.com  Cexported eml <FolderName> <Subj
Robin CC Export Public folders  sarad @vyapindemo2.onmicrosoft.com | C:\New folder <FolderName> <Subj
Sara to sara Export Message folders SaraD@vyapindemo2.onmicrosoft.com | C\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj
target Export Message folders SaraD@vyapindemo2.onmicrosoft.com  C\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj
test incremental Export Message folders davidl@vyapindema5.onmicrosoft.com Chexported eml <FolderNameax> <Subj
Today Export Message folders SaraD@vyapindemo2.onmicrosoft.com  C\Users\Public\Documents\Vyapin Office 365 Management Suite\Mail Export\ExportedFiles <FolderName> <Subj

Tasks details pane:

Task Details pane displays the details about the currently selected task in Tasks pane.
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Export Folder Details
Export Folder Mame
Export Location

Export File Details
File Name

Contact Name
Task Mame

Event Name

Attachment Name

Task history pane:

<FolderName=

C:\exported eml

<5Subject>_<Received=
<First Name>_<Last Name>
<Subject>_<Due Date>
<Subject>_<Start Time:>

<AttachmentName=

Task history maintains every Task run information. It displays the required information about Task result,
start time, end time, elapsed time, and error log.
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Start Time

End Time

Elapsed Time

Result

Error Log

10/01/2015 16:24:32

10/01/2015 16:28:08

00:03:356

Export Complete

View Emor Log

10/01/2015 16:28:38

10/01/2015 16:30:51

00:02:13

Export Complete

Vigw Emor Log

10/01/2015 16:31:47

10/01/2015 16:32:59

00:01:12

Export Complete

View Error Log

10/01/2015 16:37:06

10/01/2015 16:37:37

00:00:31

Export Complete

View Emor Log

10/01/2015 16:48:48

10/01/2015 16:49:29

00:00:41

Export Complete

View Emror Log

10,/01/2015 16:51:36

10/01/2015 16:52:04

00:00:25

Export Complete

View Emor Log

10/01/2015 17:00:38

10/01/2015 17:01:50

00:01:12

Expaort Complete

View Emor Log

10/01/2015 17:08:07

10/01/2015 17:09:17

00:01:10

Export Complete

View Emor Log

10/01/2015 17:55:11

10/01/2015 17:58:21

00:01:10

Export Complete

View Emor Log
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Office 365 Manager

How to make license&hanges?

Tenant selection

User selection

License changes

Assigning license changes
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TenantSelection

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 licenaagds 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 Selectiorstep will appear as shown below.

License Manager

User Selection

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

Users / Groups: |AllUsers W |

Available Users: Selected Users:

Name Location ™ MName Location

Corf Room Baker IN Canf Room Baker IN

Davis Brian IN Davis Brian IN

David Longmuir IN David Longmuir IM

Alexe Damow IN

Garth Fort IM

Julian Isla IN < Remave

Janet Schor IN

Gamet Vargas IN

Allie Bellew IN

Sara Davis IN

Brian Johnson (TAILSPIM) IN

Corf Room Rainier IN W

[#] 2=sign default locationfar users with missinglocation information India W

Mote: Licenses cannot be assigned to users when location information is notset

Back || Mext || Cancel
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2. You can select a group frdgsersdropdown, to filter users who are the members of the selected
group, to ease selection.

User Selection

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

Users / Groups: Executives

Available Users: Selected Users:

MName Mame

Deniz Dehenne Deniz Dehenne
Robin Courts Robin Courts

Assign default locationfar users with missinglocation information India

Mote: Licenses cannot be assigned to users when location information is notset

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

In this winabw, 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 bulksasigh / Remove specific
licenses for each user

1. Assign / Removeapecific licenses for all ¢husers in bulk step will appear as shown below.

- License Manager ﬂ

License Changes 3

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

User Selection

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

Users | Groups: Executives

Available Users: Selected Users:

MName Mame

Denis Dehenne Denis Dehenne
Fiobin Cournts Robin Counts

Assign default locationfor users with missinglocation information India

Mote: Licenses cannotbe assigned to users when location information is not set

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

4. Assign / Remove specific licenses for each ustep will appear as shown below.

150



> 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 malle déthoted with colour
markings (Green for assigned license and Red for removed license) 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
O OFFICESUBSCRIFTION
MCOSTANDARD
SHAREPOINT WAL
|:| SHAREPOINTENTERFRISE
|:| EXCHANGE_S_EMTERFRISE
Calebs Sills6 [] wyapinrandtest: ENTERPRISEPACK
| O RwssEWERRSE
OFFICESUBSCRIFTION
MCOSTANDARD

SHAREPOINT WAL
SHAREPOINTENMTERFRISE
EXCHANGE_S_EMNTERFRISE

I

| Back |  Fnish || Cancel |

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

Baclk Med
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Mailbox Permissions

How to Manage Mailbox Permissions?

How to Manage Mailbox Folder Permissions?

How to Migrate Permisions?
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How to Manage Mailbox Permissions?

The Mailbox Permissions feature allows you to assign or remove permissions (Full Access, Send As and
Send On Behalf) for the selected users on selected Mailboxes.

Perform the following steps to Manage Mailbox Permissions:

Select Office 365 Manager from the available vertical tabs. Then from left side of the application, select
Mailbox Permissions and then click on Manage Mailbox Permissions.

On selecting "Manage Mailbox Permissions”, a pap window is displayed as shavieelow:

P )

w4 Manage Mailbox Permissions @
Step 1 of 2 : Select Users/Groups and Mailboxes
Select Users/Groups and Mailboxes for which you wish to assign or remove

permissions for the selected Users or Groups to the selected Mailboxes,

Select Users or Groups Select Mailboxes

ejulsers.. | gjGroups. | X epMailbox. | X

Mext |[ Cancel |

Select users/groups along with the Mailboxes and Click on the Next button to proceed.

155



P )

w+ Manage Mailbox Permissions @
Step 1 of 2 : Select Users/Groups and Mailboxes

Select Users/Groups and Mailboxes for which you wish to assign or remove
permissions for the selected Users or Groups to the selected Mailboxes,

Select Users or Groups Select Mailboxes
ejulsers.. | gjGroups. | X epMailbox. | X
Allie Bellew Sara Davis

Mext l [ Cancel

To grant permission, uggrant Mailbox Permissionsption and set Full Access, Send As and Send On
Behalf from available option and Click Apply button.
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I

Step 2 of 2 : Select Permission(s)

Select Permissions for which you wish to assign or remowve permissions for selected
Users to the selected Mailboxes.

® Grant Mailbox Permissions ) Remove Mailbox Permissions

Permissions
[] Full Access

[ ] 5end As
Send On Behalf

@+ Manage Mailbox Permissions @

Back |[ Apply H Cancel

To remove permission, which was set earlier Regnove Mailbox Permissiorgption and Click on

Apply button.
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I )

w+ Manage Mailbox Permissions @
Step 2 of 2 : Select Permission(s)

Select Permissions for which you wish to assign or remowve permissions for selected
Users to the selected Mailboxes.

() Grant Mailbox Permissions ® Remove Mailbox Permissicns

Permissions
Full Access

Send As
Send On Behalf

Back H Apply H Cancel
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i+ Manage Mailbox Permissions @
Step 2 of 2 : Select Permission(s)

Select Permissions for which you wish to assign or remowve permissions for selected
Users to the selected Mailboxes.

() Grant Mailbox Permissions ® Remove Mailbox Permissions
Permr
Current object: Sara Davis

Managing "Mailbox Permissions’...

Processing object: 1in 1
-_——————————

Back || Apply || Cancel
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i#* Manage Mailbox Permissions @

Step 2 of 2 : Select Permission(s)

Select Permissions for which you wish to assign or remove permissions for selected
Users to the selected Mailboxes.

() Grant Mailbox Permissions ® Bemove Mailbox Permissions
Permissions
Full N Vyapin Office 365 Management Suite ﬁ
Send

Send| Mailbox Permissions are removed successfully.

] 4

Back || Apply || Cancel
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How to Manage Mailbakolder Permissiofis

TheMailbox Folder Permissionteature allows you to assign or remove permissions (Owner, Publishing
Editor, Editor, Publishing Author, Author, Nediting Author, Reviewer and Contributor) for the
selected users on selected Mailbox folders.

Perform the following steps to Manage M@l Folder Permissions:

Select Office 365 Manager from the available vertical tabs. Then from left side of the application, select
Mailbox Permissions and then click on Manage Mailbox Folder Permissions.

On selecting "Manage Mailbox Folder Permissipagiop- up window is displayed as shown below:

P

w+ Manage Mailbox Folder Permissions @
Step 1 of 2 : Select Users/Groups and Mailbox Folders

Select Users/Groups and Mailbox Folders for which you wish to assign or remove

permissions for the selected Users or Groups to the selected Mailbox Folders.

Select Users or Groups Select Mailbox Folders

sjalUsers.. | gGroups.. | 2% e Mailbox... »

Mext | [ Cancel

Select users/groups along with the Mailboxes and its folders. Then, click on the Next button to proceed.

161



i Manage Mailbox Folder Permissions
Step 1 of 2 : Select Users/Groups and Mailbox Folders

Select Users/Groups and Mailbox Folders for which you wish to assign or remove
permissions for the selected Users or Groups to the selected Mailbox Folders,

Select Users or Groups Select Mailbox Folders
ejulsers.. | gjGroups. | X e ailbo... -
Alex Darrow “ il
[C] Calendar
Allie Bellew DEIutter
[C] Contacts

[C] Conversation Action Settings
[C] Deleted Items

[C] Drafts

Inbox

[ Journal

[C] Junk Email

[ Notes

[C] Qutbox —

| Next || Cancel

To grant permission, use Grant Permissions option. Choose permission level from the dropdown. If
None option was chosen from dropdown, we can set custom permission such as Read, Write, Deleted
Items and the other condition as applicable..

162



w+ Manage Mailbox Folder Permissions
Step 2 of 2 : Select Permissions to be assigned/removed

Select Permissicons for which you wish to assign or remove for selected Users to the
selected Mailbox folders.

® Grant Permissions () Remove Permissions
Permissions
Permission Level : .ND”E i -
Read Write
@ Mone [C] Create item
©) Full Details [C] Create subfolders
[C] Edit own
(] Edit all
Delete Items Other
@ Mene Folder owner
0 Own Faolder contact
@ Al [C] Folder visible
[ Back l [ Apply l [ Cancel ]

w+ Manage Mailbox Folder Permissions
Step 2 of 2 : Select Permissions to be assigned/removed

Select Permissions for which you wish to assign or remove for selected Users to the
selected Mailbox folders.

(®) Grant Permizsions ) Remaove Permissions

Permissions

Permission Level : |Mone -

Read R —
@ Mone

Publishing Editor

) Full Details Editor olders

Publishing Authar

Author

Monediting Authar
Delete Itermns Reviewer
@ MNone Contributor er
© Own [ Folder contact
© Al [C] Folder visible

[ Back l [ Apply l [ Cancel
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To remove permission, which was set earlier use Remove Permissions option and Click on Apply

button.

i

o Manage Mailbox Folder Permissions

selected Mailbox folders.

Step 2 of 2 : Select Permissions to be assigned/removed

Select Permissicns for which you wish to assign or remove for selected Users to the

Permissions

Permission Level : | Mone

Read
MNone
Full Details

Delete Items
MNaone
Charm

All

() Grant Permizsions (®) Remove Permissions

Write
Create item

Create subfolders
Edit own
Edit all

Other
Folder owner
Folder contact
Folder visible

Back H Apply H Cancel
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Ty Manage Mailbox Folder Permissions @
Step 2 of 2 : Select Permissions to be assigned/removed

Select Permissions for which you wish to assign or remove for selected Users to the
selected Mailbox felders.

() Grant Permissions ®) Remove Permissions

Permissions

P
e Managing "Mailbox Folder Permissions”...
Read

@ Mor Current object: SaraD@vyapindemob. onmicrosoft.com:\Inbox
() Full  Processing object: 1in 1

—

Delete Items Cther
@ MNone [] Folder owner
O Own

[[] Folder contact

O an [C] Folder visible

| Back || Apply || Cancel
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T Manage Mailbox Folder Permissions

Step 2 of 2 : Select Permissions to be assigned/removed

Select Permissions for which you wish to assign or remove for selected Users to the

selected Mailbox folders.

() Grant Permizsions

Permissions

@ Remove Permissions

Permission Level : |None
-

Read
Mone

Full D

Delete Ite

Mone

Vyapin Office 365 Management Suite

Mailbox Folder Permissions are removed successf

ully.

oK

Chwni
All

Folder contact
Folder visible

Back || Apply || Cancel
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How toMigrate Permission

In the Migrate Permissiondeature, you canmigrate permissionskull Access, Send As and Send On
Behal) from on-premise mailboxes to Office 365 Mailboxes

Perform the following steps thligrate MailboxPermissions:

Select Office 365 Manager from the available vertical tabs. Then from left side of the application, select
Mailbox Permissions and then click iligrate Permissions.

Onselecting "MigratéPermissions”, a popup window is displayed as shown below:

. Migrate Permissions @

Step 1 of 2 : Exchange Server

-

Connect to Exchange Server

Exchange Version : ~--Select--- P -

Exchange Server Mame :

e.g., rd70.contoso.com

User Mame :

Password :

Connection Status : Mot Connected

Mext | [ Cancel

Enter the Exchange Server Name, User Name and its Password to connect to Exchange Server. Then
click on Next button to proceed.
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P

= Migrate Permissions
Step 1 of 2 : Exchange Server

Connect to Exchange Server

Exchange Version :

Exchange 2013 -

Exchange Server Mame :

rd70.planetlocal

e.g., rd70.contoso.com

User Mame :

Paszword

Connection Status :

el anet‘aadml'nistratorl -
S BRRBERRER
Connected ﬂ

Mext

| [ Cancel

Choose the mailbox for which we have to set the permission from On-premise to Office mailboxes and

Click on Apply button.
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, [l

= Migrate Permissions
Step 2 of 2: Select Mailboxes to Migrate Permissions

Select Mailbox.. for which you wish to migrate permissions from the Cn-premise
Mailboxes to the Exchange Cnline Mailboxes,

e ailbox...

User Alias L
R

Mailbox Alias  Mailbox EmailAddress  User Mame
BelindaM BelindaM @planetlocal | Rob Young RobY
Belindal BelindaM @planet.local | Denis Dehenne | DenisD De

BelindaN @planetlocal | Julian Isla JulianI Ju
R

Display Name
Belinda Newman

Belinda Newman

Belinda Mewman | Belindal
Belinda Mewman | Belindal BelindaM @planet.local | Reb Young RabY

| [

[«] [

Back li Apply i[ Cancel l
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-

- Migrate Permissions @
Step 2 of 2: Select Mailboxes to Migrate Permissions
Select Mailbox... for which you wish to migrate permissions from the Cn-premise
Mailboxes to the Exchange Cnline Mailboxes.
g Mailbox...
DISP'E}" Alm oo - RA_CIL .. AN MA_INe .. P 00 A oo I SR, ' PRSI IISEFA'IES U'
Belindg  Migrating Mailbox Permissions... Y =1
Belinda  yrrent mailbax: Belinda Newman nisD | De
Belinda 5 ] T ianl Ju
Belinda oo e = oy [Re
—
4 m | ’
Back l [ Apply l [ Cancel
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= Migrate Permissions

Step 2 of 2: Select Mailboxes to Migrate Permissions

Mailboxes to the Exchange Cnline Mailboxes,

Select Mailbox.. for which you wish to migrate permissions from the Cn-premise

Belinda MNew

OK

e Mailbox...
Display Manf e ﬁ User Alias LI
Belinda New RobY Re
Belinda New ) o ) ine| DenisD De
Belinda New Mailbox Permissions are migrated successfully. Juliand Iy
RobY Re

E" m

2]

Back

| [ _Apply 1| Cancel |
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Security Reports

How to generate Security Impact Report for Us@rs

How to generateOneDrive Report for Usefs
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How togenrerate Security Impact Report for Users

Security Impact Repoifor Users shows who has access to which mailboxes and other related information
that you analyze the security implications of users access rights, roles and group memberships within
Office 365. This report shows information about Group Membership, Disivild Group Membership,
Administration Roles, Other User Mailbox Access, Shared Mailbox Access, Public Folder Access and
Licenses assigned for users. Additionally, it also gives information about users One Drive content.

Perform the following steps to gerate Security Impact Report for Users:

Select Office 365 Manager from the available vertical tabs. Then from left pane of the application, select
Security Reports and then click on Security Impact Reports for Users.

On selecting "Security Impact Refsofor Users" Report, a pegp window will be displayed as shown
below:

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

Enumeration time:  10/07/2015 10:26:22 &M

Display Mame Email Address

[] Gamet Vargas Gamet\/i@vyapindemo5.onmicrosoft.com
[ ] Aliie Bellew Allie B @vyapindemob.onmicrosoft.com
[ ] Sara Davis SaralDE&vyapindemo5.onmicrosoft .com
[ ] Brian Johnson (TAILSPIN)  Brian)@wyapindemo 5.onmicrosoft.com
[ ] Corf Foom Fainier Rairier@vyapindemaob.onmicrosoft.com
[] Pavel Bansly Pavel B @vyapindemob onmicrosoft.com

[ Aziz Hassouneh AzizH@Ewapindemob anmicrosoft.com
<

[] Select All OK

0 user(s) selected. 34 user(s) found.

Select the desired user(s) and ClickQibutton to display the respective user details.
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Select the desired users for which report has to be generated.

Enumeration time:  10/07/2015 10:26:22 &M

Display Mame Email Address

[ ] Gamet Vargas GametV@vyapindemo 5. onmicrosoft.com
Allie Bellew AllieB@vapindemob.onmicrosoft com
Sara Davis SaralDEvyapindemaob.onmicrosaft .com
[] Bran Johnson (TAILSPIN)  Bran)@wyapindemo 5.onmicrosaft.com
[ | Corf Room Rainier Rainieri@vyapindemob.onmicrosoft.com
[ ] Pavel Bansky Pavel B @vyapindemob.onmicrosoft.com

[ 1 Aziz Hassouneh AzizHE@Ewapindemob onmicrosoft.com
<

[] Select Al

2 user(s) selected. 34 user(s) found.

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

Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings
License Manager - |
<
" Mailbox Permissions - |
@
g
% Security Reports =
k] 1
<

Security Impact Report for Users

License Reports -

Dashboard Summary -

Retrieving Distribution Group Membership Information
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Once the dataollection process is complete, the report data will be displayed in a report window as
shown below:

Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings About

License Manager - Il Security Impact Report for Users % \‘\
< 1 .
M) Mailbox Permissions v | (8 Bport | B Email | Z Refresh Data Collection Time: 10/09/2015 12:55:32 PM
g
-]
4§ Security Reports = b Allie Bellew
@
w
3 Security Impact Report for Users 4 Sara Davis
License Reports - 4 Group Membership
User Name Group Name Group Type Member Name Member Type E-mail Add
Dashboard Summary M Sara Davis  Tailspin Toys DistributionList Sara Davis User SaraD@vy:
Sara Davis  Morthwind Traders DistributionList Sara Davis User SaraD@vy:
Sara Davis  Project Falcon DistributionList Sara Davis User SaraD@vy:
Sara Davis  Finance Team DistributionList Sara Davis User SaraD@vy:
Sara Davis  Sales Team Dis utionList Sara Davis User SaraD@vy:

Sara Davis ~ All Employees DistributionList Sara Davis User SaraD@vy:

}» Distribution Group Membership

4 Administration Roles
User Name Role Name Member Name RoleMember Type E-mail Address
Sara Davis  Company Administrator Sara Davis User SaraD@vyapindemos.onmicrosoft.com

» Other User Mailbox Access

4 Shared Mailbox Access
User Name Mailbox Name Mailbox E-mail Address Identity User E-mail Address AccessRigh
Sara Davis ~ Robin Counts RobinC@vyapindemoS.onmicrosoft.com  RobinC SaraD@vyapindemo5.onmicroscft.com  FullAccess
4 Public Folder Access
User Name Folder Name Folder Path Identity User E-mail Address AccessRigh
Sara Davis  publicl \public 1 \public 1 Sara Davis Publishingt

4 Llicense Granted for the User

User Name Licensed Service Name Service Type Service Status E-mail Add
Sara Davis  True INTUNE_0O363 5CO Pendinglnput SaraD@vy:
Sara Davis  True YAMMER_ENTERPRISE YammerEnterprise Pendinginput SaraD@vy:
Sara Davis  True RMS_S_ENTERPRISE RMSOnline Success SaraD@vy:
Sara Davis  True OFFICESUBSCRIPTION MicrosoftOffice Success SaraD@vy:
Sara Davis  True MCOSTANDARD MicrosoftCommunicationsOnline  Success SaraD@vy:
Sara Davis  True SHAREPOINTWAC SharePoint Success SaraD@vy:
Sara Davis  True SHAREPOINTENTERPRISE SharePoint Success SaraD@vy:
Sara Davis  True EXCHANGE_S_ENTERPRISE Exchange Success SaraD@vy:
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How togenrerate OneDriveReport for Usefa

Before generating an OneDrive reportyaid admin site should be connected with proper credentials in
the Configuration Settings. Perform the following steps to generate a OneDrive report:

OneDrive Report for Usershows who has access to which folders and files in the OneDrive site within
office 365. This report shows information includes Permission Type, Permission Level, Editor, Author and

Size of the folders and files access to the selected users.

Perform the following steps to generate OneDrive Report for Users:

Select Office 365 Managfrom the available vertical tabs. Then from left pane of the application, select

Security Reports and then click on OneDrive Report for Users.

On selecting "OneDrive Report for Users" Report, aygopindow will be displayed as shown below:

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

Enumeration time:  11/02/2015 7:26:53 PM IEI Eind...

Digplay Mame

[ ] Sara Davis

] Bran Johnson {TAILSPIN)
[ | Corf Room Rainier

[ ] Pavel Bansky

[ ] Aziz Hassouneh

[] Zrinka Makovac

[] Tory Krinen

[] Corf Foom Stevens

[] MOD Administrator

[] Robin Counts

M1 Brnrmia Kazmear
<

Email Address

SaraDEvyapindemob.onmicrosoft.com
BrianJ @vyapindemo5.onmicrosoft .com
Rainier@vyapindemob. onmicrosoft .com
PavelB@&vyapindemo.onmicrosoft.com
AzizHEvyapindemo 5. onmicrosoft . com
FrinkaMEvyapindemo5.onmicrosoft.com
TonyKEvyapindemob.onmicrosoft .com
Stevens@vyapindemob.onmicrosoft.com
admin@vyapindemao5.onmicrosaft .com
RobinC@vyapindemob.onmicrosoft.com

BrrmiaiFhnmnindama b anmicracsd ~om

>

[]SelectMl [ ]Include Files

0 user(s) selected.

DK Cancel

35 user(s) found.

9 Select the desired user(s) and Click on OK button to display the respective user details.
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Enumeration time:  11/02/2015 7:26:53 PM IEI

Display Mame

Sara Davis

[ ] Brian Johnson (TAILSPIN)
[ ] Corf Foom Fainier
[] Pavel Bansly

[] Aziz Hassouneh

[] Zrinka Makovac
Tory Krijnen

[ ] Corf Room Stevens
[ ] MOD Administrator
Robin Cournts

[ Panmia Kazmer
L4

Email Address

SaraD@Evyapindemob.onmicrosoft.com
BrianJ @vwyapindemo5.onmicrosaoft .com
Rainier@vyapindemob onmicrosoft.com
PavelB@vyapindemaob onmicrosoft.com
AzizH@Evyapindemao5.onmicrosaft.com
ZrinkaM@&vyapindemob.onmicrosoft .com
TonyKiEvyapindemob.onmicrosoft .com
Stevens E@vyapindemob.onmicrosoft.com
admin@Evyapindemo5.onmicrosoft com
RobinC@vwyapindemob.onmicrosoft com

Prmmia K i@hnmnindamn R anmicrnesft ~om

[]SelectAll [ ]Include Files

3 user(s) selected.

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

35 user(s) found.

177



Exchange Online Reports SharePoint Online Reports Office 365 Export Office 365 Manager

Settings  Help About

License Manager hd
<
Mailbox Permissions =
g
E Security Reports -
£
PRl Security Impact Report for Users
‘OneDrive Report for Users
License Reparts A
Dashboard Summary A

Callecting report data...

Current User: Sara Davis

Processing User: 10in 35

I | —

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

A Features A

License Manager
Mailbox Permissions
Security Reports

Security Impact Report for Users

OneDrive Report for Users

-

License Reports

Dashboard Summary

SharePaint Online Reports Office 365 Export Office 365 Manager

Settings
P —
OneDrive Report for Users % ™\

gapm W il | 25 Refresh

Help

About

Data Collection Time: 11/03/2015 5:55:49 PM

4 Sara Davis
User Name Folder or File Name Folder or File URL
Sara Davis My Stuff /personal/sarad_vyapindema5_onmicrosoft_com/Documents/My Stuff
Sara Davis  Shared With Everyone /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Sara Davis  Conference Information Details-2015  /personal/sarad_vyapindemeo5_enmicrosoft_com/Documents/Conference Infarmation Details-2015
Sara Davis 1 /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/1
Sara Davis My Personal info /personal/mollyd_vyapindemo5_onmicrosoft_com/Documents/My Personal info
Sara Davis ~ Shared With Everyone /personal/mollyd_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyene

4 Tony Krijnen

User Name Folder or File Name Folder or File URL
Tony Krijner Personal /personal/allieb_vyapindemo5_onmicrosoft_com/Documents/Personal
Tony Krijner Shared With Everyone /personal/allieb_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Tony /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/My Stuff
Tony Krijner Shared With Everyone /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Tony Krijner Conference Information Details-2015  /personal/sarad_vyapindemo5_enmicrosoft_com/Documents/Conference Information Details-2015
el 1 /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/1
el Community Service Projects /personal/pavelb_vyapindemoS_onmicrosoft_com/Documents/Community Service Projects
Tony Krijner  Shared With Everyone /personal/pavelb_vyapindemoS_enmicrosoft_com/Decuments/Shared With Everyone
Tony Krijnel  Community Projects /personal/azizh_wyapindemo5_onmicrosoft_com/Documents/Community Projects
Tony el Shared With Everyone /personal/azizh_vyapindemoS_onmicrosoft_com/Documents/Shared With Everyone
Tony Krijner  Private /personal/zrinkam_vyapindemo3_onmicrosoft_com/Documents/Private
Tony Krijner  Shared with Everyone /personal/zrinkam_vyapindemoS_onmicrosoft_com/Documents/Shared with Everyone
Tony Krijner  Community Service /personal/garthf_vyapindemo5_onmicrosoft_com/Documents/Community Service
Tony Krijner  Shared With Everyone /personal/garthf_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Tony Krijner Personal /personal/bonniek_vyapindemo5_onmicroseft_com/Documents/Personal
el Shared With Everyone /personal/bonniek_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
el Personal Info /personal/karif_vyapindemo5_onmicrosoft_com/Documents/Personal Info
Tony Krijner  Shared With Everyone /personal/karif_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Tony Krijner  Personal /personal/annew_vyapindemo5_onmicrosoft_com/Documents/Personal
Tony Krijner  Shared WIith Everyone /personal/annew_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
Tony Krijner Personal /personal/alexd_vyapindemo5_onmicrosoft_com/Documents/Persanal
Tony Krijner  Shared With Everyone /personalfalexd_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone
4 Robin Counts
User Name Folder or File Name Folder or File URL
Robin Coun My Stuff /personal/sarad_vyapindemo3_onmicrosoft_com/Documents/My Stuff
Robin Coun  Shared With Everyone /personal/sarad_vyapindemo5_onmicrosoft_com/Documents/Shared With Everyone

Robin Coun Conference Information Details-2015 /personal/sarad_vyapindema5_onmicrosoft_com/Documents/Conference Information Details-2015

Permission Typ

Inherited
Inherited
Inherited
Inherited
Inherited
Inherited

Permission Typ

Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited
Inherited

Permission Typ

Inherited
Inherited
Inherited
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Frequently Asked Questions

For frequently asked questions about the product, please refer té-teguently Asked Questiorsection

in the website.
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Technical Support

If and when a problem arises, please forward the following infdrom 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 Foldékyapin Office 365 Management Suited 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 runing Vyapin Office 365 Management Suite. The path will be as follows:

Windows 8.1, Windows 8, Windows 7, Windows 2008, Winde@id® - C\User§Publid Documents
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Troubleshooting

Permissions Required

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 Repart
* The entered user credential should be a member of one of the following groups:

Organization Management( Microsoft Exchange Security Groups)

Hygiene Management (Microsoft Exchange Security Groups)

Recipient Management (Microsoft Exchange Sec@ityups)

Records Management (Microsoft Exchange Security Groups)

ViewrOnly Organization Management (Microsoft Exchange Security Groups)

arMwDdE

* The Mail Item reports requiredpplicationimpersonatiorrole to access other mailboxes.
SharePoint Online Reports

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

Office 365 Export

1 The entered user craghtial should havé\pplicationImpersonatiorrole to access and read data
from other mailboxes.

Office 365 Manager

1 The entered user credential should bé&#obal Administratorto add, remove or modify license
assignments.
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Alert messages

Vyapin Office 365 Management Suite

I.-"'_"“-.I This Module requires Tenant settings to proceed. Click Settings to

L' provide Tenant settings, Database settings and Exchange settings.

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

SharePoint Login ﬂ

This module requires SharePoint Settings to proceed. Click Settings and
s I—E click SharePoint Online Settings to provide SharePoint Site URL and
credentials to view the report.

oK

Ensure that you have entered a valid SharePoint site URL and credentials in SharePoint Online Settings.
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How to uninstalli/yapin Office 365 Management Suite

When you uninstall Vyapin Office 365 Management Suite through Control Psafetl Remove Programs
applet, Windows Installer program will remove only the application files from your computer. But, the
application related files created by Vyapin Office B&mnagement 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 teleanup 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 StarPrograms> Vyapin Office 85 Management Suite>
Uninstall Vyapin Office 365 Management Suite

The Vyapin Office 365 Management Sutginstalldialog will be shown as below:

E, Wyapin 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. j_D:’

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

* Cleanup export tasks and task histony.

* Cleanup Viapin Office 365 Management Suite application settings.

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

[ Cancel

ClickNextto proceed.

2. Select require€leanup Optionss shown below:
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g Vyapin Office 365 Management Suite Uninstall Wizard

Welcome to Vyapin Office 365 Management Suite Uninstall Wizard 6
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

=
]
W

Cancel

ClickNextto proceed.

3. Gnfirmthe Cleanupand/or Uninstallprocess.
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