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AboutVyapin Office 365 Management Suite

Vyapin Office 36Management Suite is an Office 365 Management and Reporting solution that
addresses the critical functions of auditing, reportiagd managing Office 365 objects.

Vyapin Office 365 Management Suite contains separate modulésxfdrange Online Reports
SharePoint Online ReportOffice 365 Exportand Office 365 Manager

TheExchange Online Reportdodule provides powerful reports oMailbox, Mail Items, Mail Users
PublicFolders Contacts Groups Licenseand other related information dExchangeéOnlineusers. It
also provides a series of reports calldshboardSummarywhich shows all the information about
activity and usage d¥lailboxes Groups Publicfolders, etc.

TheSharePoint Online Reportslodule provides powerful reports oonfiguration Security, and
Inventory of your Site Collections Lists andLibraries

TheOffice 365 ExporModule allowsyou to export youExchangeéOnline mails, contacts tasks and
eventsi 2 GKS FAES aeadSy F+a + o0l 0O1dzlJd LG | NOKA@GSaA
have to worry about spending valuable dollars to retain your old mails in your-blasedd mdisystem.

Since the tool uselile system to archive your mailkiere isalsono need to pay expensive thhghrty

storage and archival systems.

TheOffice 365 Manager Modul@elps youassign or remov@©ffice 365 Licenseassignments right from
your desktop. You can also manage mailbox permissariaull AccessSendAs and SendOn Behalf.

Migrate all mailbox permissions from qmemises to Office 365 and per2 N | 02 YLIX SGS 64 {

Audite of all your Office 365 users.

Y|

S

@)



System Requirements

Processor

Intel Pentium processor

Disk space & Memory

Minimum of 512 MB RAM an®0 MB of free disk space

Operating System

Windows 10 Windows 8.1 / Windows 8 / Windows 7 / Windows Server
2008 / Windows Server 2008 R2 / Windows Server 2012 / Windows Ser
2012 R2 with .NERramework 4.0 and .NET Framework 4.5 with the lateg
service packs.

Database

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

Software

Office 365 Reports and Manager Module:

Requires Microsoft Online Services Sigrssistant and Windows Azure
Active Directory Module for Windows PowerShell for Office 365 Reports
Office 365 Manager modules. Refenline System Requiremerpage for
more information



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

How to purchaséhe software?

You can purchase Vyapin Office 365 Management Suite online from our website

http://w ww.vyapin.com/ Please contact our Saldgpartment atsales@vyapin.corfor sales and price
related queriesFor any technical queries, please contact our technical department at
support@vyapin.com
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How to install the software?

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

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

Once you double click théyapin Office 365 Managemer8uite exe, the setup wizard will appear as
shown as below:

e Vyapin Office 365 Management Suite

Vyapin Office 365 Management Suite

Copyright © 2015-2016 Vyapin Software Systems Private Limited. All Rights Reserved.
E-mail: supporti@vyapin.com Web: www. vyapin.com

I=
2
W

Cancel



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

Welcome to the Vyapin Office 365 Management @
Suite Setup Wizard

The irectaller will guide: wou though the steps required to inctall Vpapin Dffice 365 Management Suite
on pour compuber,

WARMING: Thiz computer program is probected by copynight law and international reaties,
Unauthonzed duphcstion or destribution of thiz program, o any potion of it, may result in sevene cral
or criminal penalties, and vall be prosecuted to the masimom extent possible under the law.

Cancel < Back Hﬂﬂ}|

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

i) Vyapin Office 365 Management Suite

License Agreement @

Please take a moment to read the Boenze agreement now. |f you accept the terms below, chick "1
Agree”, then “Mesxt". Othenwize chck “Cancel”.

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

LICENSE AGREEMENT FOR VYAPIN OFFICE 365 MANAGEMENT
SUITE

Thiz iz a legal agreement between vou (either an

individuoal or an entity) ("Licensee") and Vyapin
SAaftware Qwretrems Pritrats [ i9mifFaed §MPvarnin®y Har

()1 Do Not Agree @) Ages

Cancel < Back Mest »



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

5 Vyapin Office 365 Management Suite - o IEH

Vyapin Office 365 Management Suite Information @

EEADME file for Vyapin Office 365 Management Suite ]

Cepyright () 2015 - 2016 Vyapin Software Systems
Private Limicted. All Rights Reserved.

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

III. Installation

IV. How to activate the software?

V. How to contact Vyapin?

Cancel | |  <Back




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

5l Vyapin Office 365 Management Suite - o IEl

Select Installation Folder @

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

Folder:
||::'\F'rc-gram Files\Wyaprn Office 355 Management Sute’, Browse...
Dizk Cost...

ClickNextand proceed with the subsequent steps shown below:

5y Vyapin Office 365 Management Suite - o IEM

Confirm Installation @

The mistaller is ready to install Vyapin Office 355 Management Suite on your computes,
Chck "Newt" to stait the installstion

Cancel < Back Mext >



Installationprogress window
8 Vyapin Office 365 Management Suite

Installing Vyapin Office 365 Management
Suite

Wyapa Dffice 385 Management Suibe iz being mstaled.

Please wait...




Installationprogresswindow
# Vyapin Office 365 Management Suite

Installing Vyapin Office 365 Management
Suite

Wyapin Office 365 Management Suite i being installed.

Flease wait...

< Back

10

Mext »



Installation completiorwindow

# Vyapin Office 365 Management Suite = 1=

11

Installation Complete @

Ypapin Office 365 Management Suite has been successiully installed.
Click "Close™ to st

[¥] Bun Vyapin Office 365 Management Suite,

Flease use Windows Update to check for any crfical updates to the NET Framework,

Cancel < Back




How to registethe software?

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

In case you do not receive armaail from our sales team after you purchase the software, pleasd sen
the following information to our sales department siles@vyapin.comwith the sales order number.

1. SelectAbout from toolbar
2. The About Office 365 Suite dialog appears as shown below

About Office 365 Suite
Vyapin Office 365 Management Suite

Copyright © 2015-2016 Vyapin Software Systems Private Limited. All Rights Reserved.

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

View License Agreement

Computer Name: vsswks7
Full Computer Name: vsswks7. vyapin.local

Program Folder: C:\Program Files\Vyapin Office 365 Management Suite

Application Data Folder: C:\sers\Public\DocumentsWyapin Office 365 Management Suite
Modules:

{ Exchange Reports v3.2.1 ! sharePoint Reports v3.2.1 | Office 365 Export v3.2.1 | Office 365 Manal * | *

Licensed To: test e
License Type: Single License
License Description: | Allows installation of software on a SINGLE computer to monitor [ manage
OME Exchange Server on the network,
Software
Maintenance: Purchased
Bxpires on: 14 July 2017 W

Reguest license key... Reqgister license key...

12
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Perform the following steps toegisterthe software:

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

2. Install the software on the desired computer.

3. You will receivea license keyhroughe-mail as soon as the purchase process is complete.

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

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

5. Copy the license key sent to you through email and paste it in the 'License Key' textbox. For help
on how to copy the license key, click 'See Example' link in the Register Vyapin Office 365
Management Suite dialog (as shown in Image 2).

How to copy license key H

selected text

---- BEGIM LICEMSE KEY (COPY BELOW THIS LINE) ----[Sele.::t and then Copy thﬁj

001 Mp19. .
H3W21 CuTY RENEN

6. ClickRequest License Keyhutton in the about dialog if you want to make a request for a
license key. The Request license Key dialog will appear as shown below:



Enter the details below to request a license key to register the product. The
license key will be delivered to the e-mail address stated in this form.

* Contact Name: |

= Company: |

* Email: |

" Efore | | |

(Country Code, Area Code, Phone No.)

* Order 1D: |

* Full Computer Narne:l rdv 1. vopager local |

License Type: | | (Optional)

€.0., Single License, Site License

Submi || Cancel |

>

ContactName:Enduser of the product.

>

Company:Enduser Company Name.

>

Email:Email address where the license key has to be sent.
A Phone:Phone number with country code and area code.

A Order ID:Order/Transaction ID reference.

A License TypeLicense that was purchade

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



Examining the Main Window

Reporting module for Export module for Office 365
SharePoinbnline reports

Reporting module for

exchange online reports

Manager module for
Office 365

]

i Vyapin Oflice 365 Management Suite

Exchange Online Reports  ShasePoint Online Reports Office 365 Export  Office 365 Manager

Settings

- oM

Help

About
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Exchange Online Reports

The Navigation Pane

List of available Dashboard Reports

List of availablélailboxReports

List of availabléail item Reports

List ofMailbox statisticd&eports

List of availabléxoup Reports

List of availabl®ublic folderReports

List of availabléail contactReports

List of availablélail userReports

List of availabléicenseReports

List of available Security Reports
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List of available Dashboard Reports for Exchange online

Report Display Name

Report Description

Field Name

Top Users by Mailbox Size

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

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

Top Users by Mail Count

List of top users based on mail
count.

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

Top Senders by Mail Count

List of top userbased on
outgoing mail.

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

Top Receivers by Mail Count

List of top users based on
incoming mail.

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

Top Senders bfttachment Size

List of top users based on sent
mail attachment size.

Users, Attachment Size

Top Receivers by Attachment
Size

List of Top Users based on
Received Mail Attachment Sizs

Users, Attachment Size

Top Public Folder by Size

List of Top Publitsers by their
Size.

User Name, Created Date,
Modified Date, Identity, Delete
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, DomairReceived
Date, Event Type, Mail Count

Outbound Mail Traffic by Event
Type

Outgoing Mail Traffic based on
Event Type.

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

List of Users with Admin Roles

List of Users with Administrativ
Role.

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

List of Groups

List of Available Groups

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

17



List of Distribution and Security
Groups

List of Arailable Distribution ang
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 O8/obile
Operator, OS Language, Mobil
Number, Device Type, First
Time Sync, Device Access Sta
Disabled, Identity

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

List of Users

List of Available Users

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

List of Mailboxes

List of Available Mailboxes

User Name, Alias, Location, M
Address, AccouriDisabled,
Created Date, Modified Date

List of Shared Mailboxes

List of Mailboxes that are
shared.

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

Active andnactiveMailboxes

List of all Active anthactive
Mailboxes.

User Name, Last Login, Last
LogOff, Deleted Item Count,
Item Count, Mailbox Type, Totg
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, Rgient
Type Details, Notes, Created
Date, Modified Date

Recently added Users

List of Users who were added
recently.

User Name, First Name, Last
Name, Mobile, Company,
Department, Designation,
Reporting Manager, Office, Cit

18



Country, Account Disabled,
Craated Date, Modified Date

Recently Deleted Users

List of Users who were Deleted
recently.

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

Recent Password Changes

List of Users who changed thei
password recently.

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

List of Users with NeAdmin
Roles

List of Users with non
Administrative Role.

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

Users with Forward Set

List of users who have enabled
the mail forwarding option.

User Name, Forwarding
Address, Display Name, Identit
Alias, Location, Mail address,
AccountDisabled, Created Datg¢
Modified Date.

Users with Archived Mailbox

List of users with archived
Mailboxes.

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

Groups managed by Neldmin
users

List of Groups managed by No
Admin users.

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

Created Date, Modified Date.

Groups accepting External Mai

List of Groups accepting mails
from external Emails.

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

Top Distribution Groups by
member count

Shows the list of top
distribution groups based on

their member count

Group Name, Member Count,
Identity, Display Name,
Recipient Type, Recipient Type

19



Details, Group Type, Created
Date, Modified Date.

List ofAvailable Mailbox Reports for Exchange Online

Report Display Name

Report Description

FieldName

Mailbox- General
Information & Address
Details

List of mailboxestheir
generalinformation
and address settings

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

First name, Initials, Last name, Description, Offic
Telephonenumber, 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 mailboxestheir
created and modified
dates

Display NameAlias Name, Fully qualified domain
name of object

First name, Last name

Created, Modified

Mailbox Email
Addresses Report

List of mailboxes and
their email addresses

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

First namel.ast 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 sendB), Prohibit
send and receive at (KB), Warning message inte

Simple display name, Hide from Exchange addreg
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 delets
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

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

20



List of mailboxes and

First name, Last name

their Message Size
Restrictions settings

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

Accept messages from, Reject messages from

Mailbox Messaging
Records Manageent
Report

List ofmailboxes and
their Messaging

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

Records Management

First name, Last name

settings

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

Mailbox- Storage
Quotas Report

List of mailloxes and
their Storage @Qota

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

settings

First name, Last name

Home Server, Mailbox Store, Storage Limits
Settings, Issue warning at (KB), Prohibit saind
(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 @tions

Display Name, Alias Nameillly qualified domain
name of object

settings

First name, Last name

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

Mailbox Permissions
Report

List of mailboxes and
the permissions

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

defined for each

First name, Last name

mailbox

Owner, Name, Type, Permissions

Mailboxes hidden from
Address Book

List of all mailboxes
that are hidden from

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

the address book

First name, Last name

Simple display name

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
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First name, Last name

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

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

Mailbox Default Folder
Security Report

Security defined on the
Inbox, Sent Itemand

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

Deleted Items folders

First name, Last name

in each mailbox

Folder Name, Account Name, Permission Level

Disabled mailboxes

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

Object PathObject NameObject Name Mailbgx
Windows NT Accountotal K TotalNo. of Iltems
Last Logon Timé.ast Logoff Timdeleted Items K
Full Mailbox Directory NamdotalNo. of
Associated Messages

Mailbox Folders
Properties

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

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

Mailbox Attachments
Summary

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

their file name,
extension,Created
Date andModified
Date.

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

Mailboxes exceeding
guota limits

List of mailboxes whicH
exceed the quota limitg
defined for them.

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

Report DisplajName

Report Description

Field Name

Read Mail Item Report

List of Readnail items.

First namel.ast name

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

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

Unread Mail Item
Report

List of Unreadnail

First namel.ast name

items.

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

Created Dateltem Receivedate,ltem Sent Date,
Item Last Modified Namdtem Last Modified Time

Deleted Mail Item
Report

List of Deletednail

First namel.ast name

items.

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

CreatedDate,Iltem Received Datétem Sent Date,
Iltem Last Modified Namédtem Last Modified Time

High Importance Mail
ltem Report

List of High Importance

First namel.ast name

mail tems.

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

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

Low Importance Mail
ltem Report

List of Low Importance

FirstName,LastName

mail tems.

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

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

Junk Malil Item Report

List of JuniMail tems.

FirstName,LastName

EmailAddressFolder NameFolder PathFrom,To,
SubjectBody,ltem SizeHas Attachmentdtem

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

Mail ltem Summary

List of Mail Items count

FirstName, LastName

summary.

Email Address, Totdlo. of folders, TotaNo.of
items, TotalNo. Ofread mails, TotaNo.of unread
mails, TotaNo.of appointments, TotaNo. of tasks,
TotalNo.of contacts Folder name, Folder path,oN
of subfolders, M. of ltems, No. of read mails, H.

of unread mails

Mails from External
Accounts

List of mails from
External Accounts

Object name, Display nameniail, First name, Lag
Name, From, T&ubject, Item Size (KB), Has
Attachments, Item Created date, Item Received
date, Item send date, Item last modified name,
ltem last modified time
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Mails to External
Accounts

List of mails sent to
External Accounts

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

Send as and Send on
behalf mails

Shows the list of mails
sent using Send As an
Serd on behalf

permissions with actua|
sender name

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

Mail Volumeg Sent
and Received

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

[Display Name], fail Address], [Folder Path],
[Folder Name], [Date], [00:00 to 00:59], [01:00 to
01:59], [02:00 td2:59], [03:00 to 03:59], [04:00 tq
04:59], [05:00 to 05:59], [06:00 to 06:59], [07:00 {
07:59], [08:00 to 08:59], [09:00 to 09:59], [10:00 {
10:59], [11:00 to 11:59], [12:00 to 12:59], [13:00 {
13:59], [14:00 to 14:59], [15:00 to 15:59], [16:00 {
16:59], [17:00 to 17:59], [18:00 to 18:59], [19:00 t
19:59], [20:00 to 20:59], [21:00 to 21:59], [PR:to
22:59], [23:00 to 23:59]
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List ofAvailable Mailbox Statistics Reports for Exchange Online

Report Display Name

Report Description

Field Name

Mailbox Activity Report

List of mailboxes
created and deleted in
your cloudbased
organization.

Tenant name, Date, Tothb. of active mailbox,
Account created, Account deleted.

Mailbox Usage Report

List of mailboxes in
your organization that
are within25% 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
Size Mailboxes Used Le$isan 25%

Mailbox Usage Detail
Report

List of usage details
about mailboxes in
your organization.

User Name, ¥ail, Mailbox Plan, Tenant Name,
Date,Mailbox Siz¢Bytes], CurrenMailboxSize
[Bytes],%Used, Is Inactivdssue Warnin@Quota
[Bytes], I9OverWarningQuota
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List ofAvailable Group Reports for Exchange Online

Report Display Name

Report Description

Field Name

Groups- General
Information and
Address Details

List of goups and their
general and address

Display Name, Alidsame, Fully qualified domain
name of object

settings

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

Managed By

Groups Created and
Modified Dates

List of goups and their
created and modified

Display Name, Alias Name, Fully qualifiedhain
name of object

dates

Created, Modified

Email

Groups Email
Addresses Report

List of goups and tleir
e-mail aldresses

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

Email Address Type, Email Address

Groups- Exchange
SettingsReport

List of groups and their
exchange settings

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

Message size (KB)

Simple display name, Expansion Server, Hide frg
Exchange address lists, Send-otibffice messages
to originator,Delivery Options

Groups Message Size
Restrictions Report

List of goups and their
Message Size

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

Restrictions settings

Message size (KB)

Groups Message
Delivery Restrictions
Report

List ofgroups and their
Message Delivery

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

Restrictions settings

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

Groups hidden from
Address Book

List of goups that are
hidden from the

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

address book

Simple display name

Groups- Members
Report

List of goups and their
corresponding
members.

Object Name, Display Name, Nd members,
MemberName, FirsName, LasName, Alias Name
Email, Company

Groups- Restrictions

List of goups and their

restrictions.

Object Name, Display Name, Alias Namméi,
Member join restriction, Member depart restrictio
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List ofAvailable Publi€older Reports for Exchange Online

Report Display Name

Report Description

Field Name

Public Folder General
Settings Report

List of public folders
and their general

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

settings

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

Public FoldeCreated
and Modified Dates

List of public folders
and their created and

Display Name, Alias Name, Fujiyalified domain
name of object

modified dates

Email

Created, Modified

Public FoldeEmail
Addresses Report

List of public folders
and their email

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

addresses

Email Address Type, Email Address

Public FoldersLimits
Report

List of public folders
and their limits

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

settings

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

Public Folders
Exchange Settings
Report

List of public folders
and their Exchange

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

General settings

Home Server, Mailbox Storentail, Public Folder
Tree

Simple display name, Hide from Exchange addre
lists

Public Folder Message
Size Restrictions Repo

List of public folders
and theirMessage Size

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

Restrictionssettings

Incoming messagsize (KB), Outgoing message s
(KB)

Public FoldeMessage
Delivery Restrictions
Report

List of public folders
and theirMessage

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

Delivery Restrictions
settings

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

Public Foldersfidden
from Address Book

List of public folders
that are hidden from

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

address book

Simple display name

PublicFolderClient
Permissions Report

List of public folders
and their

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

corresponding client
permissions

Home Server, Mailbox Storentail, Public Folder
Tree

Path, Address List Nameublic Folder Description

Folder Path, Client Permissions

Public FolderSize
Report

Public folders and their
respective size

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

Path, Address List Name, Public Folder Descripti
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Home Server, Mailbox Storentail, Public Folder
Tree

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

EmptyPublic Folders

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

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

Report Display Name

Report Description

Field Name

Mail Contact General
Information and
Address Details

List of mail contacts
and their general and

Display Name, Alidsame, Fully qualified domain
name of object

address settings

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

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

Mail Contact Created
and Modified Dates

List of mail contacts
and their created and

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

modified dates

First name, Last name

Created, Modified

Mail Contact Enail

List of mail contacts

Display Name, Alias Name, Fully qualified domai

AddresseReport and their email name of object
addresses First name, Last name
Email Address Type, Email Address
Mail Contact List of mail contacts Display Name, Alias Name, Fully qualified domai

Exchange Settings
Report

and theirExchange

name of object

settings

First name, Last name

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

Mail Contact Message
Size Rstrictions Report

List of mail contacts
and their Message Siz¢

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

Restrictions settings

First name, Last name

Incoming message size (KB)

Mail Contact Message
Delivery Restrictions
Report

List of mail contacts
and their Message

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

Delivery Restrictions

First name, Last name

settings

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

Mail Contact hidden
from Address Book

List of mail contacts
that are hidden from

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

address book

First name, Last name

Simple display name
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List ofAvailable Mail User Reports f6kchange Online

Report Display Name

Report Description

Field Name

Mail User- General
Information and
Address Details

List of mail users and
their general and

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

address settings

Firstname, Initials, Last name, Description, Officg
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 mdiusers 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 NameAlias Name, Fully qualified domain
name of object

First name, Last name

Email Address Type, Email Address

Mail User- Exchange
Settings Report

List of mail users and
their Exchange

Display Name, Alias Name, Fully qualified domai
name ofobject

settings

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 Message Size

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

Restrictions setting

First name, Last name

Incoming message size (KB)

Mail User Message
Delivery Restrictions
Report

List of mail users and
their Message Delivery

Display NameAlias Name, Fully qualified domain
name of object

Restrictionssettings

First name, Last name

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

Mail Users hidden from
Address Book

List of mail users that
are hidden fronthe

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

addresshook

First name, Last name

Simple display name
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List ofAvailable License Reports for Exchange Online

Report Display Name

Report Description

Field Name

Organization license
Report

List of organization
license information.

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

License type by Users

List of userflicense
information.

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

Users by license type

List of license
assignments with
correspading users.

Service name, Optay name, First name, Last nar
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, Account id, Service name, 8ervi
type, Service status, Assigned License Count

License type by Users
(Matrix Format)

License information of
users in Matrix format

Display name, First name, Last namendil
address, Licensed, Usage Location, License typ€
Service Information.
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List of available Security Reports for Exchange Online

Report Name

Description

Field Name

Non-Owner Mailbox
Access

List of norowner
mailbox access

Mailbox Name, Mailbox-Enhail Address, Identity,
UserName, User Hnail Address, Access Rights

Shared Mailbox

List of shared mailbox

Mailbox Name, Mailbox-Enhail Address, Identity,

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

Password Never Expires
and Strong Password
Requiredare displayed.

User Retention Policy

Displays each us@r
retention policy.

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

Mailbox Audit

Shows whether Mailbox
Auditis Enabled or not

for each mailbox.

User Name, IsAudit Enabled, Display Name,
Identity, Alias, Location, Mafddress, Account
Disabled, Created Date, Mailbox
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SharePoint Online Reports

The NavigatiofPane

List ofAvailableConfiguration reporsfor SharePoint Online

List ofAvailableSecurity repors for SharePoint Online

List ofAvailablelnventory repors for SharePoint Online

List ofAvailableOneDrivereportsfor SharePoint Oirle
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The Navigation Pane

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

Report Display Name

ReportDescription

Field Name

List General Settings

DisplaysGeneral
Settings information
about the list.

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

List Templates

Dispays information
about all theList
Templatesavailable 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 theWorkflow
Templates configured
in each site collean.

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

Site Columns

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

Web Url, Web Title, Column Name, Type Interna
Name, Type Displdyame, Group Name,
Description, Requiredefault Value, Enforce
Unique Values, Read Only Field

Site Content Types

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

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

Site Settings

DisplaysSite ®ttings
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

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

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

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

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

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

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

Report Display Name

Report Description

Field Name

Effective Permissions
of the Sites

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

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

Effective Permissions
of the Lists

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

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

Effective Permissions
of Users and Groups

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

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

Type

Lists with no unique
securable objects

Displays the lists which
has no unique
securable objects
underneath

List Title, LisURL, 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

Displays the sites whic
has no unique
securable ofects
underneath

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

Unigue securable
objectswith empty
permissions

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

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

Group Ownership

Displays the list of
groups with its owner
and other properties

UserName,GroupName, Description, Owner
Name, AllowMembersto EditMembership Allow
RequesfloJoinLeave, AutdAcceptRequesiloJoin
Leave, CaturrentUserEditMembership, Can
CurrentUserManageGroup, CarCurrentUser
ViewMembership, IsHidden

Limited Access
Permissions

Displays the effective

permission of the user

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

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

Report Display Name

Report Description

Field Name

List Inventory

Displays inventory
information about the
list.

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

List Iltem Inventory

Displays inventory
information about the
list item.

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

Site Inventory

Displays inventory
information about the
site.

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

Report Name

Description

Field

OneDrive User
Permissions Report

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

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

OneDrive NorOwner
Permissions Report

Displays the users whq
has access tfolders
and files within the
personal site.

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

Site Collection
Administrator Access

Displays the users whq
are the site colletion
administrators in
OneDrive personal site

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

OneDrive Permissions
Report

Displays the users whq
has access to selected
OneDrive personal site
within Office 365.

Personal Site Of (UseBersonal Site URL, User ol
Group Name, Type, Permissions Levels

Top OneDrive Users

Displays top OneDrive
Users based on ltem
Count.

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

OneDrive Storage

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

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

Inactive OneDrive
Users

Displays Inactive
OneDrive Userbased
on last accessed date.

User Name, OneDrive Creation Date, Number O
ltems, Last Accessed Date, First Name, Last Nai
Mobile, Title, Department, Office, City, Location,
Address
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Office 365 Export Overview

Office 365 Export allows you to export ydexchang®©nlinemails contacts tasks andeventsto the file
adadsSy ra I o0l O1dzZlJd LG | NODKA@GSAE YIFAfta FyR NBfIFGSR
spending valuable dollars to retain your old mails in yourdlmased mail system. Since the tool uses
file system to archive your maijlthere is no need to paipr expensive thireparty 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 analso view assigned licensesWisersor byLicenseTypes It helps you to manage all
the license related operations. You can atsanagemailbox permissions such &sillAccessSendAs,

and SendOn Behalf. Migrate all mailbox permissions from gmemisesto Office 365 angberforma
complete\Becurity Audiibf all your Office 365 users.
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ConfiguratiorSettings

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 Settings t(
the reports coresponding to given tenant

SharePointOnline Settings

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

OneDrive Settings

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

Database Settings

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

Email Settings

Vyapin Office 365 Management Suitdlwse the SMTP Server and Fr
Address to amail the reports to the respective recipients

ProxyServerSettings

Vyapin Office 365 Management Suite can store your proxy S¢
settings. The proxy server settingdl be used to connect to Exchan
Online.

Data Retention Settings

Vyapin Office 365 Management Suite retains the report data for r¢
during subsequent runs. You can specify the number of idatyetaining
this data.

Module Listing

Module Listing allows you to view/hide the license expired module
Vyapin Office 365 Management Suite.
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The Navigation Pane

Tenant Settings

Use Tenant Setings 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 Setfings
Exchange Online Settings
SharePoint Online Settings
OneDrive Setings
E-mail Settings
Datzbase Settings
Proxy Settings

Data Retenftion Setfings

Module Listing

BhAdd | BrEdit | (G, Delete

: Tenant List

Tenant Name

User Mame
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Tenant Settings

Vyapin Office 365 Management Suite will uBenant Setting —=>to manage Vyapin Office 365
Management SuiteYou can addenantSettings by clickingConfiguration TenagtSettings  Add
it in the Vyapin Office 365 Management Suite main application window, 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 Setfings Bl Add | G Edit | [, Delete
Exchange Online Setings Tenant List

SharePoint Online Settings
OneDrive Setfings

E-rmail Settings

Datzbase Settings

Proxy Settings

Data Retention Setings

Cacel

Add New Tenantvindow will be shown. Enter Tenant name, User name, Pass@andiDescription.

44



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

Description: |H1'sisa new tenant

User Name: |usanane@mnpa1ymmscﬂm
e.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
Datzbase Settings
Proxy Settings

Data Retention Settings
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Exchang®nlineSettings

Vyapin Office 365 Management Suite will EBsehange Setting® view reports ormailboxes public
folders, etc.

1. You can connect texchangeOnline by clickingConfigurationSettings ==> ExchangeSettings
in the Vyapin Office 365 Management Suite main application window, as shown below:

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

3. ClickOK the ExchangeOnline will be connected after validieon.

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/powershelliveid/

G
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SharePoinOnlineSettings

Vyapin Office 365 Management Suite will use 8tearePointSettingsto view reports for the specified

site.

You can connect to a SharePoint site by clicKiagfiguration Settingd:>8harePoint Setting the

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

Configuration Settings ﬂ

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

Tenant Setfings

Exchange Online Settings

SharePoint Online Settings Tenant Name: |exchg v

Onelrive Setfings

Site URL: W
E-rmail Settings
) Authentication: | Office 365 Cloud Idertity b
Database Settings
Proxy Settings User Name: |devuserl@vyapinsoftwar onmicrosoft. com W

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

——————

Password:

Cancel

Select a tenanfrom already saved tenants Fenant settinggo use its settings and credentials
Select or Enter the SharePoint site URL and its credentials to view the reports for the site.

SelectFederatedlidentity in Authentication Type combo to connect to a $faint site (SharePoint ©n
premise or SharePoint Online) using federated identity configured using ADFS. Also, select this option to

connect to Office 365 SharePoint Online configured using federated identity provider.
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To connect to Office 365's SharePoBnline environment, you can use Web Single -Sigmoption for
both Cloud Identity (Office 365 Online User Credential e.g., johndoe@vyapin.onmicrosoft.com) and
Federated Identity (configured via ADFS gaipndoe@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 Setfings

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

shown below:

48


mailto:johndoe@vyapin.onmicrosoft.com

1] Office 365

Sign in with your organizational account

someone@example.com

| Password

[] Keep me signed in

Can't access your account?

Don't have an account assigned by your organization?

ﬁ Ov:&&?izatipna: aQCéounts that work here can be used anywhere you
AP KEGa Méqgé 2 Tﬁcﬁ?&?@oﬁ Legal Privacy Feedback

Provide ID and Password in the respective textboxes andSitickinbutton to proceed.
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OneDriveSettings

Vyapin Office 365 Management Suite will use @reeDrive Setting$o view reports for the specified site.

You can connect to an admin site by clickianfiguration Settings =£2=>Drive Settings 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 Setings

SharePoint Online Settings Tenant Name: |emh

OneDrive Settings
Admin URL:

E-mail Settings

User Name: |SamD@vyapindemoE.onmimsoﬂ.com

Datzbase Settings

€.g., username@domain.onmicrosoft.com
Proxy Settings

Data Retention Settings

Select a tenant from already saved tenant3 @nant settinggo use its settings and credentials

Select or Enter the admin URL and its credentials to view the refoortise 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::’;"wapinderno&admin.sharepnirrt.com

E-mail Settings

B |SamD@vyapindemoE.onmimsoﬂ.com

Datzbase Settings

€.g., username@domain.onmicrosoft.com
Proxy Settings

Data Retention Setings

ClickOK the OneDrive settings will be saved after validation.
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Email Settings

Vyapin Office 365 Management Suite provides the optiontoadl the reports generated usirigeports
Module. For emailing reports, Vyapi®ffice 365 Management Suite requirBMTPServer Frome-mail
address, Toe-mail addreses(recipients separated by semicokrand the email report format. Vyapin
Office 365 Management Suite maintains a sir8\&TPServerand aFrome-mail addressfor use by all
reports. You can specify a separate set 0é-mail addresses (recipientsyneail report format, subject
and bodyof the message for each report

You can seBMTPServe and Fromaddress by clickin§jools=—> ConfigurationSettingsmenu in the
Vyapin Office 365 Management Suite main application window, as shown below:

Configuration Settings ﬂ

E-mail Settings

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

Tenant Setfings
Exchange Online Settings

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

OneDrive Setings

SMTF Server:  |SMTP Server Name
E-rmail Settings |

) ‘when you send e-mail, your name will appear in the 'From’ field of the
Database Settings outgoing message. Type your name as you would like it to appear.

Proxy Seftings From Address: |SarD@contoso.onmicrosoft.com|

Data Retention Settings £.0., someone@example.com

Maodule Listing

G
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Database Settings

Vyapin Office 365 Management Suite may be configured to use é&itBekccess MDBr SQLServer
database for its data storage to generate reports. If you ch@@k server settingg requires aSQL
Serverrunning SQL Server 2005 / 2008 / 2012 (Enterprise / Standard / Express editions) to connect and
create a new application database. Vyapin Ofi6& Management Suite will connect to the specified
SQLServerbased on authentication mode and user credentials to manage its own application database.

Configuration Settings

Database Settings

Select an option for storing the application data either in M3 Access or SQL server. If you choose SQL server,
enter a SQL server name and the credential having sufficient privileges to connect, create and delete database

Tenant Setfings

) . (® M5 Access
Exchange Online Settings

SharePoint Online Setdngs L
OneDrive Settings

E-rmail Settings

iz

Proxy Setfings

Datz Retenfion Setfings

Cancs

Subsequently, Vyapin Office 365 Management Suite maintains its application s€TemgstSettings,
Exchangesettings, SharePointSettings, DatabaseSettings, EEmail Settings, Proxy Settings Data
Retention Settings Module Listing ExportTasksandHistory) in a set of XML files created in the
application installation folder.

You can also speciBatabaseSettingsto use by clickindools==> ConfigurationSettingsmenu in the
Vyapin Office 365 Management Suite main application window, as shown below
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User Authentication

To connect to SQL Server, Vyapin OfficeN&Bagement 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
runningQuickReports(under interactive mode) and us&nAsaccount while running?owerReports
task (run as a scheduled task or uditunNow option) to authenticate the user in SQL Server.

B. SQL Authentication
In this method, Vyapin Office 365 Management Suite uses theifsgk SQL user account and password
for runningQuickReportsand PowerReportstasks. Vyapin Office 365 Management Suite stores the
SQL user name ammassword as a user profile 8tored User Names and Passwomsplet for its usage.
Note: Vyapin Offic865 Management Suite expects the user account to have sufficient privileges to
create, addto, anddelete database in the SQL server.

Database Creation

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

Reports

Reports feature in Vyapin Office 365 Management Suite creates a single application database in the
default data storage location used by the SQL Server during application launch. Vyapin Office 365
Management Suite uses the following naming corignfor its Quick Reportsiatabase:

Vyapin Office 365 Management Subata<RUNNING SERVER NAME

For example: Vyapin Ofi865 Management Suite creat@yapin Office 365 Management Suifeata
RD61with data {/yapin Office 365 Management SuieataRD61mdf) and logVyapin Office 365
Management SuiteDataRD61_log.LDFHiles stored in the default SQL data folder in the SQL server
(Path:C\Program FilesMicrosoft SQL ServeMSSQLXIMSSQ1Data).

Database Cleanup
Vyapin Office 365 Management Suite will delete Blt-in Reportsdatabase 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 seeténgs. The proxy server settings will
be used to connect t&xchangenline.

1. You can adéProxy settingdy clickingConfiguration Settings=——> Proxy Settinge—> Add
in the Vyapin Office 365 Management Suite main application window, as shown below:

Configuration Settings

_ Proxy Settings
ﬁ’ Vyapin Office 365 Management Suite can store proxy settings and credential to access Exchange Online.

Tenant Sefiings Proogy Settings

Exchange Online Settings e e

(®) Use |E proxy settings

SharePoint Online Settings )
() Use manual proxy settings

OneDrive Setfings
E-mail Settings

Database Setfings

Proxy Setfings

Data Retention Setfings

Proocy Credentials
(@ Use cumertly logged on credentials

() Use specific credentials

Cancel

2. Specifythe Proxy Server Settings to use:

a. Do not use proxy serverThis option will not use the proxy settings to connect to the
ExchangeOnline.

b. Use IE proxy settingsThis option will use th®efaultProxy Settings used by Internet
Explorer (IE).

c. Use manual proxy settingsThe proxy server specified in this option will be used by
Vyapin Office 365 Management Suite connect to theExchangeOnline. Enter the
Address Port, and Exceptiondist as you do in Internet Explorer to specify the proxy
settings.

d. Bypass proxy server for local addresghis option controls whether requests for
resources on thé&.ANare sent to the proxy server or sent directly to the host whige
resource resides.
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x

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

Tenant Setfings Proxy Settings

() Do not use proxy server
() Use |E prosy settings

(@) Use manual proxy settings

Exchange Online Settings

SharePoint Online Settings

OneDrive Setings Address: |12:,.‘_-”]1

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

Datzbase Settings

(Use semicolons | ; Jto separate entries)
[] Bypass proxy server for local address

Proxy Settings
Data Retention Setiings
Proxy Credentials
(®) Use cumently logged on credentials
() Use speciic credentials
Profile Name:

3. SelectProxy Credentiad when connecting to the proxy server and request authorization to
connect tothe Exchange Online:
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__ 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 Setdngs )
(@) 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
Proxgy Credentials
() Use cumently logged on credentials
(®) Use specific credentials
Profile Name: ~|calebs1@VYAPINSOFTWAR onmicrosoft. com| v/

Cacel

Configuration Settings ﬂ

a. Use currently logged on user credential his option will use the currently logged
on user account to connect to the proxy server and request aightion to
connect to the resource.

b. Use specific credentialYou can specify a different user credential, which is stored
in Windows CredentialManagerto connect to the proxy server and request
authorization to connect to the resource.

4. ClickOKbutton to save theProxy Server Settings



Data Retention Settings

Vyapin Office 365 Management Suite will retain the report data for a certain number of days for
during subsequent runs. You can select the number of days for whiclawoiito retain the report
data.

Configuration Settings

Data Retention Settings
{, Specify the duration to retain report data

Tenant Settings When a report is first run, the application retains the report data for a certain
number of days for reuse during subsequent runs of the report, after which data
Exchange Online Setfings 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 Setings time of data collection is available as part of the report.

Onelrive Setings
E-mail Setfings

Database Setiings

Proxy Settings Retain report data for |3 +| day(s)since the time a report was last run
Data Retention Settings
Goosi
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Module Listing

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

Configuration Settings H

Module Listing

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

Tenant Setfings

Exchange Online Settings
SharePoint Online Settings
OneDrive Setfings

(@) Show all modules
E-mail Settings
() Show licensed modules only
Database Setfings
Proxy Settings

Data Retention Setfings

Module Listing

Goca

1. UseShow all module®ption to view all available modules in Vyapin Office 365 Management
Suite.

2. UseShow licensed modules onlyption to hide the license expired modules in Vyapin Office
365 Management Suite.
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Vyapin Office 365 Management Suite features

Office 365Reports

Office 365 Export

Office 365 Manager
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Office 365Reports(Exchange Online Repgrts

How to generate Dddboard Summary repor?

How to generatéMailbox report?

How to generatéMail ltem report?

How to generate Group report?

How to generatéPublic Folder report?

How to generatéMail Contact report?

How to generatéMail User report?

How to generatdicense report?

How to generate a Mailbox Usage Report?

How to Email data?

How to Expordata?

How to Refresh data?

How to use Filter?

How to schedule an Exchange Report Task?
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How to generat®ashboardSummanReport?

Perform the following steps to generatelmshboard Summary Report

1. SelectExchange Online Reporfeom the available vertical tabs. Then from left pane
application, selecbashboard Summary

For demonstration purposd,op Users # Mailbox Sizeeport has been chosen.

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

Vyagen Office 365 Management Suite - o IEN
Exchange Orline Reports  SharePoint Online Reports  Office 365 Export  Office 365 Manager

Setiingy  About

T e By Mo g =

B bpot ™ Emel D Bebuh Ciata Collaction Tome : O8-Oct-15 125134 M
Top Lisews. by Mallbox Size

PR
Catedd Liwagrvaser
MO0 Ay |"i".-r.
e arat ok
|
ot For ;
® + : % & & & r & % W n
Mailbox Sira{MB)

Burrmany

Ut vith el bt Sasw uets Dt

Wlgelbuin Sapr DR ME

U wtts Smplrit Waalbern Suter A Higouneh

Masiban Son 033 ME
[Datails s Gt ey b i)

. . i Hism

Liser N Last Lagin Ladt LogO# Daleted Mors Comuril tin Count Masilbax Typss i AE
Sars Dupid BOVE/BOH S 1180605 AR 118 203 Prreate 10,85
Katek Pordan POVSZME 125530 PM B0MEZ0N S 121556 PM T3 337 Pereand BA1
Towrwy Korignaen BTG TR B 1 179 Private a6
Garth Fodt BOVE/ZON S 1205005 PR B0/E20 5 121604 PM 59 352 Pereate a9
Molly Dempsey TSRS Tk P i 254 Prvane 277
Janid S BTS2 S 0506 FM 31 109 Peraane 193

Columns to be displayed on thédjcan be selected from the dropdowBYy default, all columns are
displayed.
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Details

User Name

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

Last Login

Last LogOff

Deleted Item Count

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

9/28/2015 9:58:07 AM

]

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

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

Item Count

65
67
67
67
69

m

<-- Select Columns --» B

User Name

Last Login

Last LogOff €

Deleted Item Count B

Pri Item Count .
. Mailbox Type

Prit ] Total Deleted Ttem Size(ME) H

Pri{[¥] Total Itern Size(MB)

=

=

Private 0
Private 0

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

Details

Total Deleted Item
Size(MB)

o o o o o o

Total Item Size(MB)

0.0993
0.1021
0.1027
0.1027
0.1051
0.1057

<-- Select Columns --> B

[C] User Name

[C] Last Login

[C] Last LogOff

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

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

4. Follow the above mentioned steps to run the otligsishboard Summargeports.
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How to generate Mailbox Report?

Performthe following steps to generateMailbox Report

1. SelectExchangéOnline Reportsfrom the available vertical tabs. Then from left side of the
application, selecMailbox Report

For demonstration purposéviailbox General Informatiorand AddressDetailsreport has been
chosen.

2. On selectingviailbox General Informatiorand AddressDetailsreport, a pop- up window is
displayed as shown below:

Select the desired recipient mailboxes

Enumeration time:

02-11-2015 18:25:52

C

Users [ Groups: | All Users

[
|
|
|
[
|
[
[
[
|
|
|
M
<

Allie Bellew

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

Ciznsid | Ao ir

Email

Allie Bi@vyapindemob onmicrosoft .com
AnneW @vyapindemo5.onmicrosoft.com
AzizH@vyapindemo5.onmicrosoft.com
BelindaM @vyapindemob onmicrosoft.com
BonnieKiEvyapindemo5.onmicrosoft .com
BrianJ@wyapindemo5.onmicrosaoft .com
Adams@vyapindemob.onmicrosoft.com
Baker@wyapindemao5.onmicrosaft.com
Crystal @vyapindemob.onmicrosoft .com
Hood@vyapindemob.onmicrosoft.com
Rainier@vyapindemob.onmicrosoft .com
Stevens@vyapindemo5.onmicrosoft.com

Cizwrid | fFhnaranindama R anmicrnonf ~am

>

[ ]Select I [ ] Use this selection for all the reports in this session 0K

|| Cancel

0 selected of 33

3. Select the desired mailbox and Cl@Kbutton to display the respective mailbox details.
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Select the desired recipient mailboxes

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

Users [ Groups: | All Users

Email

Robin Courts RobinC@wyapindemaob.onmicrosoft com
Denis Dehenne Denis @wyapindemob.onmicrosoft com
Alex Damow AlexDi@vyapindemob.onmicrosoft.com
Allie Bellew AllieB@vwapindemob.onmicrosoft com
Anne A Wallace AnneW@vyapindemo5.onmicrosoft.com
Aziz Hassouneh AzizH@vwyapindemo5.onmicrosoft .com
Belinda Mewman BelindaM @ wyapindemo5.onmicrosoft .com
Bonnie Keamey Bonnie Ki@vwyapindemo5.onmicrosaoft.com
Brian Johnson (TAILSPIN) BrianJ@vwyapindemo 5.onmicrosoft.com
Conf Room Adams Adams@vyapindemaob onmicrosoft.com
Conf Room Baker Baker@wyapindemo5 onmicrosoft.com
Conf Room Crystal Crystal@vyapindemab.onmicrosaft .com

Crrd Banrm Hend HrndFhamnindama R anmicrnosf cmm

MName
L]
L]
O]
]
]
1
<

[ ] Selectll [ ] Use this selection for all the reports in this session
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Collecting Report Data

During data collection, the witow is displayed as shown below:

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

Settings  Help About
L Favorites o

i Dashboard Summary hd

; Mailbox Reports -

=

=0 Mailbox General Information and

Pl Address Details

Mailbox Created and Modified
Dates

Mailbox E-mail Addresses
Mailbox Exchange Settings

Mailbox Message Size
Restrictions

Mailbox Message Delivery BTty
Restrictions.
Current mailbox: Aziz Hassouneh
Mailbox Messaging Records

Processing mailbox: 4in 7
Management

Cancel

Mailbox Storage Quotas

Mailbox Delivery Options
Mailbox Permissions

Mailboxes hidden from Address
Book

Mailboxes with duplicate display
names

Mailboxes with no Quota Limits
Mailbox Size

Mailbox Default Folder Security
Disabled mailboxes

Mailbox Folder Properties

Mailbox Attachments Summary -

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

L Favorites o

g Dashboard Summary -
I Mailbax Reports -

4 Mailbox General Information and
P Address Details

Mailbox Created and Modified

Mailbox E-mail Addresses
Meailbox Exchange Settings

Mailbox Message Size
Restrictions.

Meailbox Message Delivery
Restrictions

Meailbox 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 mailbaxes

Mailbox Folder Properties

Meailbox Attachments Summary

SharePoint Online Reports  Office 365 Export

. Number of records: 7

Office 365 Manager

Miailbos General Information and Address Details

W ccor | T bt W Emai | G Refresh | <o Selectcolmms >+ (@
Object Mame Display Name First Name | Last Name
admin admin admin admin admin
AllieB Allse Ballew Allie Bellew
AnneW Anne Wallace Anne Wallace
AzizH Aziz Hassouneh Aziz Hassouneh
Belindal Belinda Newman Belinda Newman
Bonniek Bonnie Kearney Bonnie Kearney
Brian Jehnson (TAILSPIN) Brian Johnson (TAILSPIN) Brian Johnson

Initials

Seings  Melp  About

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

Assistant

Office Manager Departn
Name

18/2107 ToryK Finance

15/1102 Exacutive

98/2202 Tanyk Finance

201109 Julianl Legal

13172105 AnneW Sales &

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

9 Export

T Fiter | W Emmail | 2 Refresh

[e]

<-- Select columns —> |~

[¥] Object Name =
Object Name Display Name isplay Name Name Initials
First Name
admin admin admin E Last Name
. . Initials
AllieB Allie Bellew [ Office
AnneW Anne Wallace [C] Manager re
AzizH Aziz Hassouneh E gSSiSta”t Name _|luneh
rti t =
BelindaM Belinda Newman B C:fnapar::n an
Bonniek Bonnie Kearney [T Phane ey
Brian Johnson (TAILSPIN) Brian Johnson (TAILSPI| -] Home Phone on
[] Mabile Phone
[ Fax
[T Pager
[] Cther Home Phone ||

[] Cther Mabile Phone
[ Cther Fax

[ E-mail

[C] Notes

[C] Web Page -

Office

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

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

Manager Department
TonyK Finance
Executive Management
TonyK Finance
JulianI Legal
AnneW Sales & Marketing

After selecting the desired column from the dropdown, prBsdreshbutton 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
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How to generate Mail Item Report?

Perform the following steps to generateMail Item Report:

1. SelectExchange Online Reporfsom the available vertical tabs. Then from left side of the
application, selecMail Item Report

For demonstration purposé&iead Mail ltemgeport has been cheen.

2. On selectindread Mail Itemgeport, a pop- up window is displayed as shown below:

Select the desired recipient mailboxes

Enumeration time:

02-11-2015 18:25:52

C

Users [ Groups: | All Users

|
|
[
|
[
[
[
|
|
|
[
|
=
£

Allie Bellew

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

Cizveid | A ir

Email

Allie B@vyapindemob.onmicrosoft.com
AnneW@Ewapindemo 5. onmicrosoft .com
AzizH@vyapindemo5.onmicrosaoft . com
BelindaM @vyapindemaob.onmicrosoft.com
BonnieKiEvyapindemo5.onmicrosaft .com
BrianJ@wyapindemo5.onmicrosaft .com
Adams@vyapindemob.onmicrosoft . com
Baker@vyapindemo5.onmicrosoft.com
Crystal @vyapindemob.onmicrosoft.com
Hood@vwyapindemob. onmicrosoft com
Rainier@vyapindemob onmicrosoft.com
Stevens@vyapindemo5.onmicrosoft.com

Mizwid ] fFnmnindama R ammisrnonft ~am

[] Select Al

[ ] Use this selection for all the reports in this session
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{0 selected of 33

3. Select the desired mailbox and Cl@Kbutton to display the respective maiem details.



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

MName Email Type |
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@wyapindemo? onmicrosoft.com  USER

] Building 1 Rooms Building1Rooms2217152@vyapinde...  GROLUP

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

[l  Corf Room Adams Adams@Evyapindemao? onmicrosaft. com USER

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

[l Corf Room Crystal Crystal@vyapindemo2 onmicrosoft com  USER

[ Corf Room Hood Hood @vyapindemo2.onmicrosoft.com  USER

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

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

(] David Longmuir DavidL@vyapindemoZ onmicrosoft.c...  USER

= Nenis Nehenne NenisNi@Ewanindema? onmicrosoft o LISFR i

1selected of 36 | Ok || Cancel |
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Collecting Report Data

During data collection, thevindow is displayed as shown below:
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Once the data collection process is complete, the report data will be displayed in a report window as
shown below:
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Number ofcolumns to be displayed on theig can be selected from the dropdown. Bgfault, all
columns are displayed.

'b Export
Object Name
admin
admin

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

7 Filter

W Emai

(_: Refresh

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@vyapindemoZ.onm

admin@vyapindemoZ.onm

admin@vyapindemoZ.onm

admin@vyapindemoZ.onm|

Select columns --»

Chject Name
Display Name
E-mail

[T First Name

[C] Last Name

[C] T0.SessionIndex
[C] Folder Name

admin@vyapindemo2.onm{[] Folder Path

[E] Count
[E1 From
ElTeo

admin@vyapindemo2.onm|[7] gypject
admin@vyapindemo2.onm{ [ Item Size (KE)

[ Has Attachments
[ Ttem Created Date

admin@vyapindemo2.onm ] Item Received Date
admin@vyapindemo2.onm{ | Item Sent Date

[] Ttem Last Modified Name
[ Ttem Last Modified Time

admin@vyapindemo2.onm|[[] T1.Sessionlndex

admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemoZ.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemoZ.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin
admin@vyapindemo2.onmicrosoft.com admin

C

Last Name

admin

admin

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

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

Folder Name

Folder P;

{06967759-274D-40B82-A3EB-D7F9E73727D7} \Contacts

D7FSET3]

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

Calendar

Clutter

Contacts

Conversation Action Settings
Deleted Items

Drafts

GAL Contacts

Inbox

Journal

Junk Email

Notes

Organizational Contacts
Outbox
PeopleCentricConversation Buddies
Recipient Cache

Sent Items

Tasks

After selecting the desired column from the dropdown, prBedreshbutton to display.
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B egort | T Fiter | W Email | 22 Refresh | <= Select columns >+ E| Data Collection Time: 29-Sep-15 6:48:43 PM

Object Name Display Name E-mail

admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemo2.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com
admin admin admin  admin@vyapindemoZ.onmicrosoft.com

Follow the above mentioned steps to run the other reportd/Aafil Item Reports

How to generatéroupReport?

Perform the following steps to generateGroup Report

1. SelectExchange Online Reporfeom the available vertical tabs. Then from left pane of the
application, selecGroups

For demonstration purposé&roup General Information and Address Detaiéport hasbeen
chosen

2. On selectingsroup General Iformation and Address Detaileeport, a popup window will be
displayed as shown below:

73



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] 2l Employees Employees@vyapindemo 5.onmicrosoft.com

[ ] Building 1 Rooms Building 1Rooms 1536705 &vyapindemaoZ.onmicros:
[ ] Building 2 Rooms BuildingZRooms 1337533 @ vyapindemob. onmicro:
[ ] Executives Executives@vyapindemob. onmicrosoft.com

[] Finance Team Finance@wyapindemo5.onmicrosaoft.com

[] Legal Team Legal @vyapindemob.onmicrosoft.com

[] Medical Team Meds@vwyapindemo 5. anmicrosoft.com

] Mgmt O Team Magmt @vyapindemob.onmicrosoft.com

[ ] Morthwind Traders MNorthwind @vwyapindemob.onmicrosoft .com

[ ] Project Falcon Project Falcon @vyapindemoS.onmicrosoft.com

CalasiFhnrmanimAdama R ammicraceft ~omn

M1 Calae Tazm
<

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

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

3. Select the desired group(s) antlak OKbutton 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@vyapindemaob.onmicrosoft.com
Building 1 Rooms Building1Rooms 1936705 @ vyapindemof. onmicro:
Building 2 Rooms BuildingZRooms 1937533 @vyapindemob. onmicro:
[] Executives Executives @vyapindemab. onmicrosoft.com

[] Finance Team Finance @vyapindemo.onmicrosoft.com

[ ] Legal Team Legal @vyapindemob.onmicrosoft.com

[ ] Medical Team Meds @vyapindemob.onmicrosoft.com

[ ] Mamt O Team Mamt @vyapindemo 5. onmicrosoft.com

[] Morthwind Traders Morthwind @vwyapindemo5.onmicrosoft .com

[] Project Falcon Project Falcon@vyapindemo5.onmicrosoft.com

[ Salas Tazm CalapfFunmaninAdama R amminrnosdft ~om

£

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

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

Collecting Report Data

During data collection, the witow is displayed as shown below:
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Exchange Online Reports  SharePoint Online Reports ~ Office 365 Export  Office 365 Manager

Settings  Help  About

23 Favorites -

B

g ashboard Summary -

E‘s Mailbox Reports -

£ Mail Item Reports -

A Mailbox Usage -
Groups -

Group General Information and
Address Details

Group Created and Modified
Dates

Group E-mail Addresses

Group Exchange Settings Collecting report dats..

Current group: Building 1 R
Group Message Size Restrictions crren sraup: Bulldng 1 Reems

Processing group: 1in 2

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders -
Mail Contacts A
Mail Users -
Licenses -
Schedule -

Once the data
collection 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  Help About
Pl Favorites + |[ Group General Information and Address Details ™\
% Dashboard Summary v (& Bgort T fiter | W Emal | D Refresh | <-- Selectcolumns > v Data Collection Time: 30-Sep-15 11:46:04 AM
bl Mail -
i Mailbox Reports Object Name  Display Name  Alias E-mail ?“""e”t Group Type
2 ype
2 il -
S [EiEmRET S Building 1 Rooms Building 1 Rooms Building1Rooms2217152 Building1Rooms22171! nmicr MailUniversal Distri Universal ¢
Y Mailbox Usage - osoft.com
Building 2 Rooms Building 2 Rooms Building2Rooms2219652 Building2R 196 nmicr MailUniversal Distri Universal 4
Groups o osoft.com

Group General Information and
Address Details

Group Created and Medified
Dates

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

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders v
Mail Contacts -
Mail Users ~
Licenses v
Schedule v

al i ,

Number of records: 2

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

Settings  Help About

< [ + || Group General Information and Address Details ™\
E Dashboard Summary - (3 eport T Fiter W Email | 5 Refresh | < Select columns —» ||| @& Data Collection Time: 30-Sep-15 11:46:04 AM
< | [¥] Object Name Recipient
‘5 Mailbox Reports 7| | Object Name Display Name  Alias Display Name ! Group Type
-l ] 9] Alias Type
S |EDET Ry v Building 1 Rooms Building 1 Rooms Building1Ro E E-mail oms2217152@vyapindemo2.onmicr MailUniversalDistributionGroup Universal
Recipient Type
| Mailbox Usage ~ =] Gmupp Typgyp
* Building 2 Rooms Building 2 Rooms Building2Ret [ pjanaged g 0ms2219652@vyapindemo2.onmicr MailUniversalDistributionGroup Universal

Groups -

Group General Information and
Address Details

Group Created and Modified
Dates

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

Group Message Delivery
Restrictions

Groups hidden from Address
Book

Group Members

Group Restrictions

Public Folders =
Mail Contacts hd
Mail Users &
Licenses =

Schedule hd

< . »

Number of records: 2

After selecting the desired columns from the dropdown, priesfreshbutton.
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Exchange Online Reports  SharePoint Online Reports  Office 365 Export  Office 365 Manager

Settings  Help  About

- . « | Group General Information and Address Details
E Dashboard Summary v @ eport | T Fiter | ® Email | D Refresh | < Selectcolumns >+ Data Collection Time: 30-Sep-15 11:46:04 AM
-4 Mailbox Reports +| Object Name  Display Name  Alias
5 |
£ [V—— | Building 1 Rooms Building 1 Rooms Building1Rooms2217152
gl "ot tem fepo | Building 2 Rooms Building 2 Rooms Building2Rooms2219652
< e
Mailbox Usage -
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 <

Number of records: 2

Follow the above mentioned steps to run the otl&roupReports

78



How to generaté’ublic Folder Report?

Perform the following steps to generatdPaublic Folder Report

1. SelecteExchange Online Reporfeom the available vertical tabs. Then from left pane of the
application, selecPublicFolders

For demonstration purposéublicFolder General Settingeport has been chosen.

2. On selectind’ublic Folder General Settingsport, a popup window is displayed as shown
below:
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Select the desired public folders for which report has to be generated.

IEI Eind... | | m

Enumeration time: 03-11-2015 17:21:25

Display Mame Email Address
[ ] public 1 public1@vyapindemo 5. onmicrosoft.com
[ ] public? public2@vwyapindemo 5. onmicrosoft.com

£

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

0 public folder(s) selected.

Selectthe desired public folder andick OKbutton to display the respective public folder

details.



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

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

Display Mame Email Address

public 1 public1@vyapindemaod onmicrosoft com
[ ] public2 public2@vwyapindemo5.onmicrosoft.com

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

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

Collecting Report Data

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

Settings  Help  About

B3 Favorites -
E Dashboard Summary -
% Mailbox Reports -
KN Mail Item Reports -
M Mailbox Usage -

Groups -

Public Folders -

Public Folder General Settings

Public Folder Created and
Modified Dates

Public Folder E-mail Addresses

Collecting repert data.
Public Folder Limits
Current public folder: Fublic Folder1

Public Folder Exchange Settings Pracessing public folder: 2in 2

Public Falder Message Size (]

Restrictions

Public Folder Message Delivery
Restrictions

Public Folders hidden from
Address Book

Public Folder Client Permissions
Public Folder Size

Empty Public Folders

Mail Contacts =
Mail Users =
Licenses =
Schedule =

Once the data collection process is complete, the report data will be displaye@poda window as
shown below:

Exchange Online Reports ~ SharePoint Online Reports  Office 365 Export  Office 365 Manager
Settings  Help About

< [—— + || Public Folder General Settings

% Dashboard Summary v @ eport | T riter | W cmail | Refresh | < Select columns > v Data Collection Time: 30-Sep-15 12:33:06 PM

(4 . . .

7= Mailbox Reports b NETER DS T TR e | e e S

2 address type membership

5 [EEiEm s | Public Folderl Public Folderl PublicFolderl PublicFolderl@vyapindemoZ.onmicrosoft.com Public Folderl PublicFolder  \MailPublicFolders(VLV) \All Rec

bl Mailbox Usage - \Default Global Address List \Of

Address List
Groups ¥ | Public Folder2 Public Folder2 PublicFolder2 PublicFolder2@vyapindemo2.onmicrosoft.com Public Folder2 PublicFolder ~ \MailPublicFolders(VLV) \All Rec
\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
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 -

Number of records: 2
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Columns to be displayed on thedjcan be selected from the dropdown. By default, all columns are

displayed.
3 Export  Fiter | % E-mail o Refresh || <-- Select columns --> [ c
Object Name Recipient
Object Name Display name Alias name Display name Folder name f
Alias name type
Public Folderl Public Folderl PublicFolderl |[C] E-mail address no2.onmicrosoft.com Public Folderl PublicFalder
Folder name
] Recipient type
[7] Address list membership
Public Folder2 Public Folder2 PublicFolder2 UblicFolderZ@vyapindemo2.onmicrosoft.com Public Folder2  PublicFolder

After selecting the deésed column from the dropdown lick Refreshbutton.

gExport T Fiter | " E-mail > Refresh | <-- Select columns --> « |

Object Name Display name Alias name
Public Folderl Public Folderl PublicFolderl
Public Folder2 Public Folder2 PublicFolder2

Follow the above mentioned similar steps to run a differeoblic FoldeReport.
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Address list

membership
WailPublicFolders(VLV) “All Rec
“WDefault Global Address List \Of
Address List
YWailPublicFolders(VLV) “All Rec
\Default Global Address List \Of
Address List

Data Collection Time: 30-5ep-15 12:33:06 PM



How to generate Mail Contact Report?

Perform the following steps to generaseMail Contact Report

1. SelectExchange Online Reporfeom the available verticaktbs. Then from left side of the
application, selecMail Contact report

For demonstration purposévail Contact General Information and Address Detaiport has
been chosen.

2. On selectingviail Contact General Information and Address Detaiport, a pop- up window
is displayed as shown below:

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

Enumeration time:  03-11-2015 17:15:48 @ Eind... | || P2

Display Mame Email Address

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

L4

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

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

3. Select the desiredhail contactand ClickOKbutton to display the respectivail contact
details.
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Select the desired contacts for which report has to be generated.

Enumeration time:  03-11-2015 17:15:43 IEI Eind... | || P

Display Mame Email Address

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

L4

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

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

Collecting Report Data

During data collection, the witow isdisplayed as shown below:
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Exchange Online Reports  SharePoint Online Reports

2N Favorites -
E' Dashboard Summary v
; Mailbox Reports -
Kl Mail Item Reports -
N Mailbox Usage -
Groups -
Public Folders -
Mail Contacts -

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates

Mail Contact E-mail Addresses
Mail Contact Exchange Settings.

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users >
Licenses -
Schedule =

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

Exchange Online Reports

]
£
o

Favorites
Dashboard Summary
Mailbox Reports
Mail Item Reports
Mailbox Usage
Groups

Public Folders

Mail Contacts

Mail Contact General Information
and Address Details

Mail Contact Created and
Modified Dates

Mail Contact E-mail Addresses

Mail Contact Exchange Settings

Mail Contact Message Size
Restrictions

Mail Contact Message Delivery
Restrictions

Mail Contact hidden from
Address Book

Mail Users

Licenses

Schedule

SharePoint Online Reports

Office 365 Export Office 365 Manager

Collecting report data...
Current mail contact: Bob Kelly (TAILSPIN)

Processing mail contact: 1in 1

Office 365 Export  Office 365 Manager

~ [ Mail Contact General Information and Address Details

< e

T Fiter | Email | 2 Refresh | < Select columns >~ [ @

. ; Recipient
Object Name Display Name Alias E-mail e

+ | Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKTAILSPIN - bobk@tailspintoys.com MailContact

Settings  Help  About

Settings  Help  About

Data Collection Time: 30-Sep-15 2:5%:01 PM

Max Use Mapi Use Prefer

™

Recipient Per  Rich Text Message LS
Format

Message  Format Format

Unlimited  Never False Mime

<[ i

Number of records: 1

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

columns are displayed.
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3 Export T Fiter | ' Eomail ,?; Refresh | <-- Select columns --> [ [ Data Collection Time: 30-5ep-15 2:59:01 PM

= o0
[¥] Object Name Max Use Mapi Use Prefer

Display Name Recipient Message
Object Name Display Name Alias Mlias * Recipient Per Rich Text Message <
. Type Format
] E- Message Format Format
.com MailContact Unlimited MNever False Mime

Bob Kelly (TAILSPIN) Bob Kelly (TAILSPIN) BobKT
ob Kelly (T JBob Kelly (T JBo [¥] 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, prBsfreshbutton to display.
W) eport | T Fiter | W 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 differstail Contect Report.
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How to generate Mail User Report?

Perform the following steps to generateMiail User Report

1. SelectExchange Online Reporfsom the available vertical tabs. Then from left pane of the
application, selecMail Users

For demonstration purposévail User General Information and Addre&etailsreport has
been chosen.

2. On selectingviail User General Information and Address Detaiéport, a popup window will
be displayed as shown below:

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

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

Display Mame Email Address
[ ] Mike Erian Mike B@vyapindemo5.onmicrosoft.com

L4

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

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

3. Sdect the desired mail user andick OKbutton to display the respective user details.
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Select the desired users for which report has to be generated.

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

Dizplay Name Email Address
Mlke Erian Mik:e B@vyapindemo5.onmicrosoft.com

£

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

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

Collecting Report Data

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

23 Favorites -
% Dashboard Summary -
; Mailbox Reports -
4 Mail Item Reports -
Y Mailbox Usage -
Groups -
Public Folders -
Mail Contacts -
Mail Users -

Mail User General Information
and Address Details

Mail User Created and Modified
Dates

Collecting report data

Office 365 Manager

Current mail user; Mike Brian M,

Mail User E-mail Addresses

Frocessing mail user: 1in 1

Mail User Exchange Settings

Cancel

Mail User Message Size
Restrictions

Mail User Message Delivery
Restrictions

Mail Users hidden from Address

Book
Licenses -
Schedule -

Settings  Help  About

Once the data collection 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

P c.orites + [ Mail User General Information and Address Details
§ Dashboard Summary v @ epor | T Fiter | email | D Refresh
; e Object Name  Display Name  First Name
e Mail Item Reports Mike Brian M. Mike Brian M. | Mike Brian
W Mailbox Usage -

Groups -

Public Folders -

Mail Contacts -

Mail Users -

Mail User General Information
and Address Details

Mail User Created and Modified
Dates

Mail User E-mail Addresses
Mail User Exchange Settings

Mail User Message Size
Restrictions.

Mail User Message Delivery
Restrictions

Mail Users hidden from Address

Book
Licenses v
Schedule -

‘Office 365 Manager

N
< Select columns —> v

Last Name Initials Office

Brian M NMKL

‘1 i

Number of records: 1

Manager

Settings  Help  About

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

Assistant

Department
Name -

Company

QA

Columns to be displayezh the gid can be selected from the dropdown. By default, all columns are

displayed.
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W email | 27 Refresh

T Filter g

5 Export
Object Name Display Name First Name

Mike Brian M. Mike Brian M.  Mike Brian

<-- Select columns -->

Object Name
Display Name
First Name
Last Name
Initials

Office
Manager
Assistant Name
Department
Company
Phone

Home Phone
Mobile Phone
Fax

Pager

Other Mobile Phone
Other Fax

Motes
Web Page

m

QOther Home Phone ||

Office

NMEL

Manager

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

Assistant

Department
Name B

Company

QA

After selecting the desed column from the dropdown lick Refreshbutton.

b Export

Object Name
Mike Brian M. Mike Brian M.  Mike Brian

Display NMame First Name

T Filter % E-mail ';;Refresh <-- Select columns —->

Object Name
Display Name
First Name

[ Last Name

[T Initials

[ Office

[C] Manager

[C] Assistant Name
| Department

[C] Company

[Tl Phone

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

[C] Pager

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

[ E-mail

] Motes

[C] Web Page

m

[e]

Follow the above mentioned steps to ranother Mail User report
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How to geerate License Report?

Perform the following steps to generatd_&cense Report

1. Selectexchange Online Reporfeom the available vertical tabs. Then from left side of the
application, selecLicenses

For demonstration purposé)rganizationreport has been chosen.

2. On selectingdrganizationreport, a window is displayed as shown below:

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

Seitings  Help  About

M Favorites + | Organization "\
g Dashboard Summary - @ooor | T oriter | ® el | 2 Reesh | < Selecteolumns >+ (@) Data Collection Time: 01-Oct-15 2:17:59 PM
[ . - A
= Mailbox Reports Aceount Account id Activeunits  Consumed - Lockedout o i ime Service type
o ; name units units
& e s T \yapindemoS  wyapindemoS:ENTERPRISEPACK 25 25 0 EXCHANGE_S_ENTERPRISE Exchange
8| Mailbox Usage | vyspindemoS  vyapindemoS:ENTERPRISEPACK 25 5 0 INTUNE_0355 sco
T K25 5 0 MCOSTANDARD MicresoftCommunicationsCnline
T 7| vyapindemoS  vyapindemoS:ENTERPRISEPACK 25 25 0 OFFICESUBSCRIPTION  MicrosoftOffice
Public Folders ~ | \yspindemoS  vyapindemoS:ENTERPRISEPACK 25 25 0 RMS_S_ENTERPRISE RMSOrline
\yapindemo3  vyapindemoS:ENTERPRISEPACK 25 5 0 SHAREPOINTENTERPRISE SharePoint
Mail Contacts -
T K25 5 0 SHAREPOINTWAC SharePoint
Mail Users ~ | \yspindemoS  vyapindemoS:ENTERPRISEPACK 25 2 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
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Columns to be displayed on thedjcan be selected from the dropdown. By default, all columns are
displayed.

‘5 Export

Account
name
vyapindema5
vyapindemao5
vyapindema5
vyapindemao5
vyapindemao5
vyapindema5
vyapindemao5
vyapindema5

= Filter

W Email | 27 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
Locked out units
Service name
Service type
ervice status
Part number
Suspended units
Warning units

vyapindemo5:ENTERPRISEPACK 25 25
vyapindemo5:ENTERPRISEPACK 25 25

e]

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_5_ENTERPRISE Exchange

INTUNE_O365
MCOSTANDARD
OFFICESUBSCRIFTION
RMS_S_ENTERPRISE
SHAREPOINTENTERPRISE
SHAREPOINTWAC
YAMMER_ENTERPRISE

After selecting the desiredolumnfrom the dropdown, tick Refreshbutton.

'b Export

Account

name
vyapindemo3
vyapindemo3
vyapindemo3
vyapindemo3
vyapindema3
vyapindemo3
vyapindemo3
vyapindemao3

7 Filter

W Email | 27 Refresh

Account id

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

<-- Select columns —->

-

Account name

Account id

[E] Active units

[C] Consumed units
Locked out units

[C] service name

[C] service type

[C] Service status

[C] Part number

[C] Suspended units

I Warning units

[e]

SCO
MicrosoftCommunicationsOnline
MicrosoftOffice

RMSOnline

SharePoint

SharePoint

YammerEnterprise

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

Follow the above mentionesteps to run the otheticenseReports.
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How to generata Mailbox UsagReport?

Perform the following steps to generateMiailbox Usage Report

1. SelecteExchange OnlinReportsfrom the available vertical tabs. Then from left pane of the
application, selecMailbox Usage

For demonstration purposéviailbox Activity report has been chosen.

2. On selectingMailbox Activity report, a popup window is displayed as shown belto select
the scope of the report:

Mailbox Statistics =

Start Date:  Wednesday, [REC=d 07, 2015 [E~

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

Report Type: @ Daily
71 Weskly
1 Monthly
) Yearly

| 0K || Cancel |

3. Set theStartDate, End [ate, andReport ype on the pop-up window. Once the data
collection process gets completed, the report data will be displayed in the window as shown
below:
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' Vyapin Office 365 Management Suite 20 (B P

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

Settings  Help  About

v | Maibox Activity » ~Recently added Users/Groups »

<
§ Dashboard Summary o ®egot T Fiter W Emal | ZRefresh | < Selectcolumns >+ | Q| Data Collection Time: 08-Oct-15 53645 PM
mb
=4 Mailbox Reports Bl | Tenant Name Date . 2
E Mait 1tem Re = mailboxes d
Z ExoTemplateld28f852-74b4-427a-2a2a- 9/24/2015 5:30:00 AM 1 1 0
Mailbox Usage * cf98c595b38e.com
demos. . 9/25/2015 5:30:00 AM 1 1 0
e wapindemoS.onmicrosoft.com /25/2015
% vyapindemos.onmicrosoft.com 9/26/2015 5:30:00 AM 32 32 0
Wik sk Scxranary vyapindemoS.onmicrosoft.com 9/27/2015 5:30:00 AM 32 0 (]
vyapindemoS.onmicrosoft.com 9/28/2015 5:30:00 AM 32 o 0
Mailbox Usage Details vyapindemoS.onmicrosoft.com 9/29/2015 5:30:00 AM 32 0 0
Groups -
Public Folders -
Mail Contacts -
Mail Users -
Licenses -
Schedule -

Number of records: 6

from the dropdown. By default, all columns are displayed.

%) Bport | T Filter ' E-mail | 2 Refresh || <= Select columns —> [
-[r)::m Name number Number of Number of
Tenant Name Total number of active mailboxes IV€ accounts accounts
MNumber of accounts created pxes created deleted
ExoTemplateld281852-74b4-427a-2a2a- LMt Gl S Emr e S S A 1 0
cf98c595b38e.com
vyapindemo5.onmicrosoft.com 9/25/2015 5:30:00 AM 1 1 0
vyapindemo35.onmicrosoft.com 9/26/2015 5:30:00 AM 32 32 0
vyapindemo5.onmicrosoft.com 9/27/2015 5:30:00 AM 32 0 0
vyapindemoS5.onmicrosoft.com 9/28/2015 5:30:00 AM 32 0 0
vyapindemo5.onmicrosoft.com 9/29/2015 5:30:00 AM 32 0 0

After selecting the desed column from the dropdown lick Refreshbutton.

Columns to be displayed
on the gid can be selected

Data Collection Time: 08-Oct-15 5:39:41 PM

$ Export — Filter | "™ E-mail | %% Refresh || <-- Select columns —-> i: Data Collection Time: 08-Oct-15 5:39:41 PM
Number of ~ Number of [JTenant Name
[[] Date
TEETII TERLILS [C] Total number of active mailbaoxes
deleted created MNumber of accounts created
0 1 Number of accounts deleted
0 1
0 32
0 0
0 0
0 0

Follow the above mentioned steps to run othdailbox UsageReports.
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How to generate SecurityReport?

=

Perform the following steps to generate Security Report
2. Select Exchange Online Reports from the available vertical tabs. Then from left pane of the
application, select Security Reports.

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

3. On selecting "Non-Owner Mailbox Access" Report, a window is displayed as shown below:
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Exchange Online Reports  ShacePoint Online Reports  Office 385 Export  Office 365 Manager

<

<

Favorites
Dashboard Summary
Mallbox Reports
Mail term Reports
Mailbox Usage

Public folders
Mail Contacts
Mail Users
Licerser
Security Reports
Non-Owner Mailbox Access
Shared Maibox Access
Mailox Audn

Usar Reterticn Polcy

User Password Settings

Schedule

Calechng repant data
Currert madten: Bran Jobrace (TALSPN)
Processayg madicx 7w 1)

Canced

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

Exchange Online Reports

4 Features A

Favorites
Dashboard Summary
Mailbox Reports
Mail ltem Reports
Mailbox Usage
Groups

Public Folders
Mail Contacts
Mail Users
Licenses

Security Reports

Non-Owner Mailbox Access

Shared Mailbox Access

SharePoint Online Reports

<

Kl

<

| Bonnie Kearney

+ Bonnie Kearney

Schedule

Conf Room Baker

Office 365 Export Office 365 Manager

|| Non-Owner Mailbox Access %

% Bport | T Fiter | ™ E-mail | 22 Refresh
| Mailbox E-mail
Mailbox N Identit
ailbox Name oy entity
Belinda Newman BelindaN@vyapindemo8.onmi BelindaN
crosoft.com

BonnieK@vyapindemaos.onmic Bonniek
rosoft.com
BonnieK@vyapindemaoB.onmic Bonniek
rosoft.com

| Brian Johnson (TAILSPIN) Brian)@vyapindemo8.onmicro Brian Johnson

soft.com (TAILSPIN)

Brian Johnson (TAILSPIN) Brian)@vyapindemo8.onmicro Brian Johnson

soft.com (TAILSPIN)

| Brian Johnson (TAILSPIN) Brian)@vyapindemo8.onmicro Brian Johnson

soft.com (TAILSPIN)
Conf Room Adams
osoft.com
Conf Room Adams
osoft.com
Conf Room Adams
osoft.com
Conf Room Baker
soft.com
Conf Room Baker
soft.com

soft.com
Conf Room Crystal
osoft.com

Conf Room Crystal

Number of records: 34

Adams@vyapindemog.onmicr Conf Room Adams
Adams@vyapindemo8.onmicr Conf Room Adams
Adams@vyapindemo8.onmicr Conf Room Adams
Baker@vyapindemo8.onmicro Conf Room Baker
Baker@vyapindemog.onmicro Conf Room Baker
Baker@vyapindemo8.onmicro Conf Room Baker
Crystal@vyapindemog&.onmicr Conf Room Crystal

Crystal@vyapindemog.onmicr Conf Room Crystal

Settings Help About

Data Cellection Time: 01/29/2016 4:07:44 PM

User E-mail .
User Name Address AccessRight
Sara Davis SaraD@vyapindemo8.onmicrosoft.com FullAccess
Sara Davis SaraD@vyapindemo8.onmicrosoft.com FullAccess
Sara Davis SaraD@vyapindemo8.onmicrosoft.com SendAs

MOD Administrator admin@vyapindemo&.cnmicrosoft.com FullAccess
MOD Administrator admin@uwyapindemo8.onmicrosoft.com SendAs
Sara Davis SaraD@vyapindemo8.onmicrosoft.com FullAccess
MOD Administrator admin@vyapindemo&.cnmicrosoft.com FullAccess
MOD Administrator admin@vyapindemog.cnmicrosoft.com SendAs
Sara Davis SaraD@vyapindemo8.onmicrosoft.com FullAccess
MOD Administrator admin@vyapindemog.onmicrosoft.com FullAccess
MOD Administrator admin@vyapindemog.onmicrosoft.com SendAs
Sara Davis SaraD@vyapindemo8.onmicrosoft.com FullAccess

MOD Administrator admin@vyapindemo&.cnmicrosoft.com FullAccess

MOD Administrator admin@vyapindemog.cnmicrosoft.com SendAs
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How to Email data?

Vyapin Office 365 Management Suite provides the option-toead reports generated usinthe Built-in
Reportsfeature.

1. CIic in the toolbar to email the report to email recipientsTheEmail Report
dialog will be displayed as shown below:

o 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.
I

SMTP Server:

From:

_ To:
Send
Subject:

Attachment Format: | HTML W Compress the attachment

2. For emailing reports, Vyapin Office 365 Management Suite requ8iM3 P ServeFromE
mail AddressTo Email Addresses(recipients separate by semicolors) and the report
Attachment Format.

Specifythe SMTP &rver name,Fom address,Toaddress Subjectof the mail the content of
the mail,Attachment Format and option to compress the attachment.

to send the report by email to the selected recipients.
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How to Export data?

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

=1
1. Clicko in the report window or seledExportoption underFilemenu to export

report data to a file in the desired format.

[ Export @

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

Export Path: ments*\iyapin Office 365 Management Suite’Export

File Format: |HTML -

File Mame:  Mailbox Created and Modffied Dates

| Export to timestamped subfolder

[ 8], ]| Cancel |

2. Specify &ileNameto export report data to or accept théefault file name. Specify thexport
Path and select a desed File Format. TheExportPath refers to the destination location where
the output file generatd should be stored. It can be given using Brewsebutton.

By default, the report will be exported to a tirsamped sukfolder in the formatYYYYVM-
DD HH.MM.S&nder the specifiedExportPath. This will be useful to avoid overwriting of

existing fles, if any, in the specifidaxportPath.

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

InHTMLand XLSXile formats, the information is stored irhtml and .xIsxfiles respectively.
For each report, a file corresponding to the selected file format will be generated. The name of

the file will be the name of the report.
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How torefreshdata?

Refreshthe current repat data to view the latest information from thExchangeOnline.

Clic (2] Refresh in the toolbar available in the report window to refresh report data. The existing data
will be cleared and latest data will be loaded in the report window.
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How to useFilter?

Vyapin Office 365 Management Suite catefithe report data based on Elter condition. The-ilter
criteria can be specified based on columns in the report to match certain values of the data.

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

1. CIickFiIter| N Fitter ‘ in the toolbar available in the report window to launEfiter window.
Filter window will be displayed as shown below:

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

Select any operat from the Operatordropdown.

Select any value from théaluedropdown.

ClickAdd To Flter button to add condition to théilter list.

TheAdd To Filter will change t)ANDTo Filter. TheORTo Hliter button will be enabled. The
selected condition will be set as a filter and displayed (as shown below).

? Filter Criteria E'@

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

o0k wnN

Field Operator Yalue
| [Object Name] -|[= v | calebs7 -
| awoToFiter | [ oORToFiter |
( ) & kI X

[Chiect Mame] = 'calebs’
OR [Cbject Mame] ='"calebs?

Clear Filter I Ok I I Cancel I

7. UseANDTo Filterand ORTo Filter, parenthesis(,) etc., to build an enhanced filter condition
as shown in the above figure

ClickOKto apply the @ven filter settings and generate the filtered report output.

9. ClickCancelo abort the filter action.

10. The various operators available in Vyapin Office 365 Management Suite are given below:

o
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Operator Applicable Data Types| Description Example
= String,Numeric, Value of olumn name | [Display Name] =
Boolean, Date matching exactly with | 'Administrator'

the specified value
data

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

Boolean, Date not matching exactly | 'Administrator'

with the specified
value data

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

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

< Numeric, Date Value of olumn name | [Issue warning at (KB)]
lesser tharthe <5000
specified value data

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

starts with String Value ofcolumn name | [Member of] starts
starts with the with "Admin’
specified value data

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

does not start with String Value of olumn name | [Member of] does not
does not start witlthe | start with ‘Domain’
specified value data

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

contains String Value of olumn name | [Member of] contains
contains specified ‘Al
value data

does not contains String Value of olumn name | [Member of] does not

does not contain
specified value data

contains 'A'

Is Null String, Numeric, Value of olumn name | [Alias Name] Is Null
Boolean, Date does not contain
specified value data
Is Not Null String, Numeric, Value of olumn name | [Alias Name] Is Not Nu

Boolean, Date

is not null
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The various operations that can be performed in the Filter window are given below:

Operation Description

Add to Filter ClickADD '® Filter button to add a condition to filter list, if the filter list is emp

AND to Filter Click ANDA@ Filter button to add a condition with logical AND operator to filte
list.

OR to Filter Click ORdFilter button b add a condition with logic&@Roperator to filter list.

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

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

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

Delete ')’ Select any condition in the filter list and CI$:to insert an existing close

parenthesis in the selected condition.

Delete Condition

Select any condition in the filter list and Cl#:to delete the selected
condition.

Delete All

Clicdm, to delete all the conditions in the filter list.
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How to schedule an Exchange report task?

Report Selection

Exchange object selection

Delivery Options

TaskSettings

Main Screen: Manage Tasks

Allows you to
create list of

favorite tasks

Run an existing task
immediately

Edits an
existing task

Office 365 Export

Ll Farvarites w | Mansge Tasks =

g- R . =0 i Taak A edn Tk Copy Tk D Dtete Tk O Fum Mow B Tank Detaiy ﬂ Tatk Hittary

= Mailbox Reports

El Mail 1o Repoits

ol Mailbon Usage
Groups

n arsd Address Details Maslbox Reporis 3
Dashiboaed Sumanary diadd

Paibilic Folderi

Mall Contacts

Creates a new
task

Copies an existing tas
with a new name and
to a new location

Wil Lsers.

Licenses

Schadule

Marsge Tasks
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Displays task settings
and export details

Lists all previous
reports that have
been run

yapindemab.onmicresoftoam Chllsers\hp\Deskiapih
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1. Report Selection

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

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 Roles
List of Groups,Distribution Groups
List of Mobile Devices
List of Users/Mailboxes
List of Shared Mailboxes

Active and Inactive Mailboxes

Recentlv added | leer=iGronns

Finish
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2. Exchange object selection

Based o the type of report selected list of Mailboxes Groups PublicFolders Contacts andUsers
will be displayed in this window.

This selection window will appear asosvn below for aMailbox Report

Mailbox Selection
Selectthe desired mailboxes to generate the reports

Enumeration time: 09-0ct-15 3:42:46 PM @ Users [ Groups: | All Users

Display Mame

Alex Damow

Allie Bellew

] Anne A, Wallace
[] Aziz Hassouneh

[] Belinda Mewman

[ ] 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

AMlexD @vyapindemob onmicrosoft com
AllieB@vyapindemo5.onmicrosoft.com
AnneW @vyapindemo5 onmicrosoft com
AzizH@Evyapindemob.onmicrosoft .com
BelindaM@vyapindemaob.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@vyapindemob onmicrosoft com

lamat CiFhnranindamah ammicrae~f ~om

[] Select All

107

.

Finish




For aMailbox Usage Bport, the following window Wl appear. You can select tiStart Date and End
Date for the scope of data, also the type of reparhether Daily, Weekly, Monthlyor aYearlyreport.

Specify Search Criteria

Specify a suitable search criteria to generatethe report

StartDate: | Friday , October 9,2015 [F~ |

EndDate: | Fiday ., October 92015 [~ |

Report Type: (@) {Diaily}

() weekly
() Monthly
() Yearly

Finish
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3. Delivery Options

In this window, select a delivery option, ¢xport/ e-mail 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. -

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
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If you want to email the generated report on scheduled run, spe8MTPServer name From Address
ToAddress, Mail Subject, Mail Content, AttachmentFormat, and option tocompress the attachment

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

| Export| E-mail |

E-mail this report

SMTP Server: |server name

Fram... |admin@company.onmic:‘osaﬂ.mm|

Tou. |

Subject: |

Attachment Format: |_::3\r v| Compress the attachment

Body Content:

Finish
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4, Task Settings

To pecify theTaskName and TaskSettings, perform the steps given below.

1.  TaskSettingsscreenwill appear as shown below:

Task Scheduler

x|
Task Settings ﬂ

Enter a name for the task and spedfy scheduler settings

Task Mame:

Description:

Schedule Settings:

Schedule: | Dily w | StartTime: 04:59 PM

4k

Schedule Daiy
Every |1 = day(s)

2. Enter a unique task name Trask Nameextbox.
3. ClickFinishto create awindows Scheduleddskand save the corresponding task settings.
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Office 365 ReportSharePoint OnlinReport$

How to generate a SharePoint Configuration report?

How to generate a SharePoint Security report?

How to generate a SharePoint Inventory regort

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:

1.  SelectSharePoint Online Reportsom the available vertical tabs. Then from left pane of the
application, selec€onfiguration Report

For demonstration purposé.ist General Settingseport has been chosen.

2. On selectind.ist General Settingseport, a pop- up window is displayed as shown below:

P o

Report Scope @

Report Scope:

|§hl| lists in the specified site . |

QK | | Cancel

3. Once the data collection process gets completed, the report data wiidmayed in the
window as shown below:

113



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

Exchange Online Reports

A List of Reports A

Favorites
Configuration

List General Settings
List Templates

Site Collection Workflow
Templates

Site Columns
Site Content Types
Site Settings

Site Templates
Site Workflows.
Web Parts

Security

SharePoint Onlit

s
-

Inventory

Schedule

displayed.
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e Reports  Office 365 Export  Office 365 Manager

List General Settings

ﬁﬁxpun/Pubhsh T Fiter | ' E-mail % Refresh this report

Fss Scope: List:

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

Base

Web URL Template

Web Title
hittps://vyapindemos.sharepcint.com Contoso Team Site AppDataCatalog
https://vyapindemos5.sharepoint.com Contoso Team Site GenericList
https://vyapindemos5.sharepoint.com Contose Team Site DesignCatalog

https://vyapindemos.sharepoint.com Contoso Team Site GenericList

https://vyapindemos5.sharepoint.com Contoso Team Site GenericList

https://vyapindemo5.sharepoint.com Contoso Team Site DocumentLibrary
https://uyapindemos.sharepoint.com Contoso Team Site DocumentLibrary

hitps://vyapindemoS.sharepaint.com Contoso Team Site 851

<-- Select columns --> v

List Name

appdata

Cache Profiles

Composed Looks

Content and Structure Reports

Device Channels

Documents
Form Templates

Images

https://vyapindemos.sharepaint.com Contoso Team Site MasterPageCatalog Master Page Gallery

hittps://vyapindemos.sharepoint.com Contoso Team Site 544
https://vyapindemos5.sharepoint.com Contoso Team Site GenericList
https://vyapindemos5.sharepoint.com Contoso Team Site 170

MicroFeed
Notification List
Office365Demos

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

Use this page to create and manage mobi
alternate device channels. Channels allow
to classify visitors based on the devices th!
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
MysSite MicroFeed Persistent Storage List



) Export / Publish T Fiter | " E-mail | 7 Refresh this report | <= Select columns > [ c

Regcts Scope: LaiE Wek Title
List General Settings |All lists in the specified: » | |Content and Structu B_‘“El\lTEmPltabe
ist Name

Description

Attachments Enabled
Base n Quick Launch Bar

Web URL Web Title Template Permission Inheritance

ersioning Enabled

Minor Versions Enabled

Unigue Role Assignments

orce Check Out

Allow Content Types

Is Site Assets Library

https://vyapindemao5.sharepoint.com Contose Team Site AppDataC
https://vyapindemob5.sharepoint.com Contoso Team Site GenericLis{

https://vyapindemob5.sharepoint.com Contoso Team Site DesignCatalog Composed Looks

https://vyapindemob5.sharepoint.com Contoso Team Site GenericlList Content and Structure Reports

https://vyapindemo5.sharepoint.com Contoso Team Site Genericlist Device Channels

https://vyapindemao5.sharepoint.com Contose Team Site Documentlibrary  Documents
https://vyapindemob5.sharepoint.com Contoso Team Site Documentlibrary  Form Templates

https://vyapindemob5.sharepoint.com Contoso Team Site 851 Images

https://vyapindemob5.sharepoint.com Contoso Team Site MasterPageCatalog Master Page Gallery

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

Number of rows: 31

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. Thes
looks can be applied to this site by naviga’
to Site Settings and choosing Change the
Use the reports list to customize the gueri
that appear in the Content and Structure 1
views

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.

This library contains administrator-approw
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

4. After selecting the desired column from the dropdown, pr€iskbutton.
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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
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://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://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
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

[C] Description

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

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

[E] Allow Content Types

[T] Is Site Assets Library |

C

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

Follow the above mentioned steps to run otheonfigurationReports.
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Howto generate a SharePoiStcurityReport?

Perform the following steps to generate a SharePoint Security Report:

1. SelectSharePoint Online Reportsom the available vertical tabs. Then from left pane of the
application, selecBecurity

For demonstration purposdeffective Permission of Sitagport has been chosen.

2. On selectind=ffective Permission of Sitegport, a popup window isdisplayed as shown
below to select the scope of the report:

o "y

Report Scope @

Report Scope:

|Epecified site only |-

QK | | Cancel

3. Once the data collection process gets completed, the report data will be displayed in the
window as shown 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

Office 365 Export

Office 365 Manager

+ | Effective Permissions of Sttes | List General Settings

-

3 Export / Publish

Report:

Effective permissions of sites

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
Rebin Counts
Rob Young
Sara Davis
System Account
Tony Krijnen
Zrinka Makovac

Scope: List:

Specified site only | Content and Structure

Web URL Web Title

https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo3.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo3.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https:/fvyapindemo3.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo3.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemo5.sharepoint.com Contoso Team Site User

Account Type

T Fiter | " E-mail | % Refresh this report || <= Select columns —> ~ | €

Show permissions for:

Settings  Help About

Data Collection Time: 13-09-2016 10:29:08

internal and external users  ~

Permission

. Permission
Inherited
Levels
From
View Only

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 Owners Full Contral
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

] 0

Mumber of rows: 200

4. For a user based report like Effective permissiondsafr andGroups, you will be asked to
select theusers / 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 Listltems ™
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 I ["] Designers L
5‘@5 with no unique securable [ Anne Wallace [T] Excel Services Viewers r
objects [C] Aziz Hassouneh [C] Hierarchy Managers
Unique securable objects with 0 Belmt.:ia Newman Bl Qulck. Deploy Users
) [] Bonnie Kearney [] Restricted Readers
empty permissions
[ Company Administrator - [7] style Resource Readers -

Group Ownership

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

@ Sites (@ Lists O Listltems

Inventol -
Inventory | Report Scope:

Schedule v | Specified site only ~

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 / Publish

Report:

Effective permissions of the sites |Specified site only -

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 Makaovac

Scope:

Account Type
il

[¥] Permission Inherited From
‘ermission Levels

Web URL

https://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemob.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://vyapindemao5.sharepoint.com Contoso Team Site User
https://vyapindemo5.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://vyapindemao5.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://vyapindemo5.sharepoint.com Contoso Team Site User
https://vyapindemob5.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
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

T Aiter " Email ,T; Refresh this report | <- Select columns —> [ e

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. o

nm

Number of rows: 200

5. After selecting the desired column frothe dropdown, ClicRefreshbutton.
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3 Export / Publish

T iter | " E-mail ZRefreshthierport <-- Select columns —> [ (¢

ser or Group

Report: Scope: List: Web Url
Effective permissions of the sites Conte| L] Web Title Data Collection Time: 01-Oct-15 3:01:40 PM
[7] Account Type

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

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

Julian Isla https://vyapindemo5.sharepoint.com
Junmin Hao https://vyapindemo5.sharepoint.com
Kari Furse https://vyapindemo5.sharepoint.com

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://vyapindemob5.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

[C] Permission Inherited From

[C] Permission Levels
O Description

m

Number of rows: 200

Follow the above mentioned steps to run otH&ecurityReports.
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Howto generate a SharePoilntventoryReport?

Perform the following steps t@enerate SharePoint Inventory Report:

1. SelectSharePoint Online Reportsom the available vertical tabs. Then from left pane of the
application, selecinventory.

For demonstration purposé.ist GeneraBettingsreport has been chosen.

2. On selectind.ist General SettingReport, a popup window & displayed as shown below to
select the scope of the report:

- "y

Report Scope @

Report Scope:

|’;|:|.II lists in the specified site i r|

QK | | Cancel

3. Once the data collection process gets completed, the report data will be displayed in the
window as shown below:
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| hange O Beports  ShamePoms Ovine Baparts  Offce 365 gt Oice 35 Mamager

‘u'-.
Biorthain T Bhos DShees o lemaome—s - (3

e ot e e 1A
it PO, Norom S, [ e oo o
Documerns 152 " mbarbed View Ovdy Lneet Sornces Vewset 04 -
Docwmens 1R ” hites ol Commod Umtnd Actess Toors 5800 Owrars e
Documenes 132 » retted Fass Teae S0 Vistces wd
Docenenss 1R " orected 156 Lmted Adcess Tear Sae Mot e
Dex w » hertea Full Conrot Conmridute. Limed Access 109 Smeetanhi “d
Oocemerss 152 " crerees 1 Commrex Commriute. Limied Acoens =00 frmembeninl m“
Oocumerst 182 £l herted Mcmtmwmmmw o
Documerts 132 " rerred Mcmmwm#»&m “t
Documerns 12 Ll whwtted A oot Cormritutn Limind Acoss 100 fmamsteniiegl e
Docwmerny 12 " wretted ucmcm;mm-msw‘n;mu LR
Docemensy 1R ” wheceed Full Comarok Conmritute Limiond Acomss 609 fmembenigl e
Docemensy 12 " wrerrea Full Conroh Conmridete, Limted Access 109 Smambenihgl e (7e]
Docemeres 152 ” e res Ful Conrt Contribute. Umioed Access 50% membentisl 40
Docemeres 132 ” nhected Fut Comtrod Comtritute. Lmited Acoes 100 fmamsberihg| L)
Docwrwens 152 ” whacted il Compes Commrtute. vwmm»-:-‘-m %)
Docemwess 1R » rette Full Comok Contrbnt. Gt Adces 00 Symembansiogl LS
Ooowmrns 132 Ll rartes Tl Comek Comnae Lmnd Actess 09 frmembenine| (78}
Oocemerss 1R » recte Full Contok Contrbite. Limted Access 100 fimamtenigl - 5047
Docamene: L) »”

b tes Futt Controll Contribata. Limited Access 09 fmembenig| =0

Mhumsber of rowe: 35 Total irw of o Mot = S04.7734 M8

Columns to be displayed on the Grid can be selected from the dropdowdef8ylt, all columns are
displayed.
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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:

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
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

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

Descrip{

List Title

List URL

Description

Created Date
Modified Date

List Template

Base Type

MNumber Of List Items
MNumber Of Colurnns
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

4. After selecting the desired column from the dropdown, CRefreshbutton.
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Number Of
List ltems

o o o o o

Number (
Columns

63
63
63
63
63

63

63

63

63

63

63

63

63

63

63

63

63

63

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

-
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&) Export / Publish | | Filter

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

W Email | 2 Refresh this report

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 otH&ecurityReports.
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<-- 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



Howto generateOneDriveReport?

Before generating a®@neDriveReport, a valid admin site should be connected with proper credentials in
the Configuration Settings. Perform the following steps to genesat®neDriveReport:

1. SelectSharePoint Online ReportBom the availablevertical tabs. Then from left pane of the
application, selecOneDrive

For demonstration purposé@neDrivePermissiongeport has been chosen.

2. On selectingOneDrivePermissiongeport, a popup window will be displayed as shown below:

Select the desired users

Select Users: Find..
All Users - Display Name Email Address
Users who have Admin Roles

Users based on Groups

Moaobile Device Access

Users based on Attributes

Select All  [] Include Files

o |[Gma |

0 user(s) found.
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Select the desired users

 Users who have Admin Roles
EUsershmdonGrmps
Mobile Device Access

Users based on Attributes

Find... |

JOo000000oo0ooooag

Display Name

Gary Sobers

Brian Johnson [TAILSPIN)
David Longmuir
MOD Administrator
Belinda Newman
Junmin Hao

Julian Isla

Allie Bellew

Fabrice Canel

Katie Jordan

Alex Darrow

Tony Krijnen

Cman Pha n

| [ SelectAll [] Include Files

-
>

Email Address
Gary5@vyapindemol.onmicrosoft.com
Brian)@wyapindemof.onmicrosoft.com
DavidL@wvyapindemof.cnmicrosoft.com
admin@vyapindemol.onmicrosoft.com
BelindaN@wyapindemo8.onmicrosoft.com
JunminH@vyapindemod.onmicrosoft.com
Julianl@wvyapindemof.onmicrosoft.com
AllieB@vyapindemad.onmicrosoft.com
FabriceC@vyapindemod.onmicrosoft.com
Katiel@vyapindemof.onmicrosoft.com
AlexD@vyapindemo8.onmicrosoft.com
TenyK@vyapindemo8.cnmicrosoft.com

[ RPN T PR AN e ey ey

| ok || Concel

0 user(s) selected.

35 user(s) found.

3. Select the desired user(s) and QDdbutton to display the respective user details.
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Find... |

Select the desired users z

Display Name Email Address

Tony Krijnen TonyK@vyapindemo8.onmicrosoft.com
Sara Davis SaraD@vyapindemo8.onmicrosoft.com
Rob Young RobY@vyapindemo8.onmicrosoft.com
Garth Fort GarthF@vyapindemo8.onmicrosoft.com
Conf Room Baker Baker@vyapindemo8.onmicrosoft.com
Robin Counts RobinC@vyapindemo8.onmicrosoft.com
Conf Room Hood Hood@vyapindemo8.onmicrosoft.com
Aziz Hassouneh AzizH@vyapindemo8.onmicrosoft.com
Pavel Bansky PavelB@vyapindemo8.onmicrosoft.com
Conf Room Adams Adams@vyapindemo8.onmicrosoft.com
Conf Room Stevens Stevens@vyapindemo8.onmicrosoft.com
Molly Dempsey MollyD@vyapindemo8.onmicrosoft.com

B S e EELIE TR B L

>

Users who have Admin Roles
Users based on Groups

Mobile Device Access

Users based on Attributes

JO000000ROOOAEE

[[] Select Al [] Include Files

| Ok || Cancel |
3 user(s) selected. 35 user(s) found.

During data collection, the window is displayed as shown below.
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Exchange Online Reports  SharePoint Online Reports  Office 365 Expont  OFfior 365 Mange:

Farvostited -
Configuration -
Serunty =
Ierebrlory =
Cirvelirie =

Onelirve Yeer Peemasions
Report

QrDrive Man-Chmar
Pamiscons Feport

Site Collection Administrator
Aeee

Qrnelrive Permissiona Regart l
| {ofetng report datn
Top Onelree Users Civent User Sasn Cavas
Pestnidang Uner 10 35
OrsDive Sbar b —

Carcel
Inactive Oinelinve Vs

Schadule =

Once the data collection process is complete, the report data will be displayed in avieadow as shown
below:
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Office 65 Mamager

Data Colection Time: 11,/03/2015 55549 PM

- ey ,’W’
. X With Every
demas3_ X fConfs 2 Detads-2013
- o 1
- 'O "‘ wfo
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Folder of file UL
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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 | . . .
1. Clickor b F in the report window or seledExportoption underFilemenu to

export report data to a file in the desired format.

o

» Export “
Export to local drive

[ Publish to SharePoint library

® Use the same SharePaint site used to generate the report

Use a different SharePoint site

Site URL:
Authentication type:  Office 365 Cloud Identity
User name: | y5spRO\deepak

Password: |esssssssssssssses

Library name: -

File name: Extension:  cop

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 dle Nameto expat report data to. Specify th&xportPath and select a desired file
format. The path refes to the destination location where the output file gentrd should be
stored. It caralsobe given using thé&rowsebutton.

You can also publish the report data totea&Point library. Specify théle name, file format,
SharePoinsite URL. credentids, and a library to publish the report.

In File Conditionsspecify a condition t@verwrite or Renamethe report data file, if the file
with the same name already exists in the export location or SharePoint library.



How to Email data?

Vyapin Office 365 Management Suite provides the option-hoad the reports generated using Biitt
Reports.

W E-mail
1. Click in the toolbar to email the report to email recipients. Enail dialog will be

displayed as shown below:
E-Mail Report “_

— e 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...
=1
To..
Send
Subject:  |Site Columns
Attachment format: | .html * | [+] Compress the attachment

2. For emailing repots, Vyapin Office 365 Management Suite requB&TPServer From
Address To Addressegrecipients separate by semicolog) and the reportAttachment
format.

SpecifySMTPServer name,From Address ToAddress mailQubject, mail content,
Attachment format and option toCompressthe attachment

(=1
3. Clickl =™ Jto 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 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:
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1.

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

window will be displayed as shown below:

FilterDialog

Filter Conditions:

kW

Column name: | Web Url -
Condition: | Equals v
Walue:
Logical condition: | R w

add || Finish

In the Filter window, select any column from tHéolumnnamedropdown and select a
condition from theConditiondropdown.

Enter a value in the given value field.

ClickAdd button to adda condition to theFilter list.

UseLogical ondition dropdown to add multiple filter conditions to the list and to form a
complex filter query if needed.

On clicking=inishthe filter dialog window will be closed and you can view the filtered data in
the report viewer.You can now export, publish, omeail the filtered report based on the
requirement.



How to schedule a SharePoint report task?

SharePoint site details

Report Selection

Delivery Options

Task Settings

Main Screen: Manage Tasks

Allows you to
create list of
favorite tasks

Lists all previous
reports that have
been run

Run an existing task
immediately

Edits an
existing task

Exchainge Reports  SharePoint Onling Repsdts  Office 365 Ex Oiffice 365 Maruge

Creates a new
task

Copies an existing tas
with a new namend
to a new location

Displays task settings
and export details
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1: SharePoint site details

You can create SharePoint report scheduled task to geneegtarts at specified intervals. The
generated report calsobe exported publishedor mailed using this wizard.

1. Specify theSharePoint Site detailbke SiteURL,. credential, and Tenant nameto store the
generated data. This window will appear as shown below.

Task Scheduler | x |
Specify the SharePoint site details =

Spedfy the URL and aredentials of a SharePoint site to view the reports —

URL: hitps://vyapinrandtest sharepoint.com

SharePoint user credential:

Authentication type: Office 365 Cloud based identity v

Use the following credential to connect to SharePoint:

User Name:  devuser@vyapinrandtest.onmicrosoft.com v

{lohndoe @contoso .com)

Password e—

Tenant name:

rancdtest v

Next Cancel

2. SelectFederatedidentity in Authentication Typecombo to connect to a SharePoint site
(SharePoint Oipremise or SharePoint Online) using federated identity configured using ADFS.
Also, select this option to connect to Office 365 SharePoint Online configured using federated
identity provider.
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3. To connecto Office 365's SharePoint Online environment, you can use Web SinglenSign
option for both Cloud Identity (Office 365 Online User Credential e.g.,
johndoe@vyapin.onmicrosoft.com) and Federated Identity (configured via ADFS e.g.,
johndoe@vyapin.onmicrosoft.com

Task Scheduler EX
Specify the SharePoint site details ﬁ |

Spedfy the URL and credentials of a SharePoint site to view the reports —

URL: hitps//vyapinrandtest sharepoint.com

SharePoint user credential:

Authentication type: Federated Authentication v

Use the following credential to connect to SharePoint:

Next Cancel

4. Upon clickindgNext button, you wil be prompted for credentiall{ser Name and Passworg 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 Org nizational agcgounts that work here can be used anywhere you
AP 2002 MITSGE A%RYBLm Legal Privacy Feedback
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5. ProvidelDandPasswordn the respective textboxes and cli€ign inbutton to proceed.



2: Report Selection

1. Select areport from the list of available reports which you like to be scheduled. The report
selectiaon windowwill appearas shown below:

Task Scheduler ﬂ

Report Selection j
Select a report to view and also specify the scope of the report

= & Configuration Reports
"W st General Settings
List Templates
Site Collection Workfiow Templates
Site Columns
Site Content Types
Site Settings
Site Templates Selected Report:
Site Workflows
Wb Parts List General Settings
ity Rieparts
Effective permissions of the sites Report Scope:
Effective permissions of the lists Connected list only w
Effective permissions of the list items )
Effective Permizsions of Users and Groups
Lists with no unique securable ohjects List:
Sites with no unique securable objects
Ursgue securable objects with empty permissions
Group ownership
Limited access permissions
= % Inventory Reports
ok List Inventory
s List Itemn Inventory
sk Site Inventory

FEFEEFEEFEFErEEE

¢

a L

rFEEFEEFFEFERrE

Back || MNew Cancel

2. Select theReportScopeto be generated and the list, if the refdds a list context report.
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3. If the selected reportsiHfective permissions of users and groupgu will be asked to select
the Userand Group on clickingNextas shown below:

User / Group Selection ﬂ
Select Users or Groups to fetch the effective permissions:
Users: Groups:
[] select all "~ [] select all

[] calebss sillse [] Excel Services Viewers

[ calebs7 sills7 [] Team Site Members

[] caleb sills [] Team Site Owners
[] Company Administrator [] Team site visitors

[] Development Team
[] Development User
[] Everyone

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

() Sites (@ Lists () List tems

Report Scope: Select List:
Connected list only W a

QK Cancel
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3: Delivery Options

1. Inthis window select a delivery option, tBxport/ Publish/ Email the generated report on
scheduled run. This window appears as shown below

Task Scheduler n
Delivery Options ﬁ

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

Export | Publish | Email
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 Hent Cancel

2. You can also publish the report data t&harePoint library Specify thd-ilename, Fle format,
SharePoint sitdJRL. credentials and alibrary to publish the report
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Delivery Options
Select the report delivery option. You can Export, Publsh or E-mail the report using the options given below,

| Bxport | Publish | Emai |

[+ Publish to SharePoint library:

{®) Use the same SharePoint site used to generate the report
(O Use a different SharePoint site
URL:
Authentication type: Office 365 Ooud based identity
User Name: VESFRO deapalk
johndoe@contoso com)

Password:

Library Name: |

File Conditions:
If the file with same name already exists,
(®) Overwrite the existing file

() Rename the existing file by appending the time stamp value.
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3. If you want to email the generated report on scheduled run, speS8MTP servename,From
address,Toaddressmail Subject mailContent, Attachment Format and option toCompress

the attachment

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

Bxport | Publish Emai

[ E-mail this report
SMTP Server:

From...

T

Subject:
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4. Task Settings

To specify the task name and task settings, perform the sjeEnbelow.
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1.

N

Task Settingscreenwill appear as shown below:
Task Scheduler

Task Settings

UH

Enter a name fior the task and spedify scheduler settings

Task Mame:

Description:

Schedule Settings:

Schedule:  |Daily w | Start Time: 04:59 PM

L

Schedule Daiy
Every 1 + day(s)

Enter a unigue task name frask Nameextbox.
ClickFinishto create a Windows Scheduled task and save the corresponding task settings.



Office 365 Export

Export Mail Items / Public Folders to file system
Export Mail Items / Public Folders to another mailbox

Export mailboxeand Public Foldets PST
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Export Malil Iltems / Public Folders to filestem

Create a taskFolder / Folder Type selection

Create a taskltem Search

Create a taskDestination Settings

Create a taskTask Settings

Edit a task

Task manager
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Create a taskFolder / Folder Type Selection

1. On selecting thé&ew Tak from the ribbon of theTask Managerthe llowing dialog will be
shown:

Export Options

() Export Mail Items to File System

Create a task to extract and export all the relevant mail items from user mailboxes in
your Office 365 Exchange Online to your file system.

(") Export Mail Items to another Mailbox
Create a task to extract and export mail items from message folders to another mailbox

() Export Mailboxes and Public Folders to PST
Create a task to export mailboxes and public folders as PST files.

(@) Export Public Folders: (@ 7o File System () To another Mailbox

Create a task to extract and export all relevant mail items from your Public
Folders in your Office 365 Exchange Online to your file system.

{®) Export all Public Folders (") Export specific Public Folders
[] Include sub-folders

Ok Cancel

2. If you want to Export the folders frofublic FoldersSelecExport Public Foldersption.
3. You can seleaither All Public Foldersr Specific Public Foldegption.
4. If you selecSpecific Public Foldeisption, folder selection screen will appear as shown below
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Folder Search
Select fobders from the st of avaksble foiders
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5. If you select the&export Message Foldeption, Recipient mailboxeselection window will
appear as shown belaw
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