Arc Mail Instructions

1. In your Internet Explorer browser (it only works with IE) type: “arcmail”

Type in your network user account: mdugas and password: ***x#x*xkxx
(You use this user account and password every day when you log-on to your PC)
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2. The following window will show up. You can choose “Yes” or “No” if you want the browser to

remember your password.
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3.

The Arcmail screen will come up. You can search Arc Mail for any deleted mail messages by certain

categories, the more specific you are the easier it will be to find a message. If you do not recall the date or the

subject, select the all dates category and all the messages for that user will appear.
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4. Inthe example below, | am going to choose messages from LTurner that | deleted

October 2008 . | have filled the following fields with this information:

FROM: lturner ( | could have put the words turner if | did not know the sender’s name or

SEARCH DATE RANGE:

START DATE for SPECIFIC RANGE:
Specific month

Oct 1, 2008
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5. Click on the Search button:



6. A list of messages that were sent by LTurner and were sent in the month of October 2008 will appear.
Click on the The message you wish to restore.
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[[] Revise Search

Displaying 1 to 10 of 10 results.

d From: To: Cec: Subject Date

@ Turner, Linda Dalembert, Awens Ce: Webmaster Public Folder 10/16/2008 12:11:35
@ Turner, Linda Dalembert. Awens Ce: Webmaster Public Folder 10/16/2008 12:11:35
G Turner, Linda Hart, Mary 10/16/2008 12:05:25
@ Turner, Linda Hart, Mary 10/16/2008 12:05:25
@ Turner, Linda Maollet, John Ce: RE: OracleMetalink 3: Essential Training Mow Av...  10/16/2008 11:51:47
@ Turner, Linda Mollet. John Cc: RE: CracleMetalink 3: Essential Training Mow Av...  10/16/2008 11:51:47
@ Turner, Linda Hart, Mary FW: [SPAM] Planning your Vaoice-over-IP Strategy 10/16/2008 09:29:50
@ Turner, Linda Hart, Mary FW- [SPANM] Planning your Voice-over-IP Strategy 10/16/2008 09:29-50
0 fumer. Lind2 Dugas. Mike webmaster email 10/M15/2008 12:28:52
G Turner, Linda Dugas Mike webmaster email 10/15/2008 12:28:52

|"Turner, Linda" lturner@cambridgema. gov l
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7. You will see a copy of the actual message
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Restore This Mail to mdugas@cambridgema.gov

I Show Headers
From: "Turner. Linda"” lturner@cambridgema _gov
To: "Dugas. Mike"” mdugas@CambridgeMA_ GOW
Subject: webmaster email
Date: Wed, 15 Oct 2008 12:28:52 -0400
Message Status: Imported. Indexed. Body Indexed, Backed Up
Attachments: image001._jpg
Mike,
Just so we can start fresh, someone should delete all the spam in there. There are a lot of unopened older emails that are real.

If you want me to do it, | will. You can give me permission for a day and 1 will take care of it.

Linda

Linda Turner | IT Project Manager

831 Mass Ave, Cambridgs., MA 02139 | P 617.349.4147 | F 617.349.6165
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8. Click “Restore This Mail to: your email.cambridgema.gov
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Restore This Mail to mdugas@cambridgema.gov

[T Show Headers
From: "Turner, Linda" lturner@cambridgema.gov
To: "Dugas. Mike" mdugas@CambridgeMA GOV
Subject: webmaster email
Date: Wed. 15 Oct 2008 12:28:52 -0400
Message Status: Imported, Indexed. Body Indexed. Backed Up
Attachments: image001_jpg
Mike,
Just so we can start fresh, someone should delete all the spam in there. There are a lot of unopened oclder emails that are real.

If you want me to do it, 1 will. You can give me permission for a day and 1 will take care of it.

Linda

Linda Turner | IT Project Manager

831 Mass Ave, Cambridge, MA 02139 | P 617.349.4147 | F 617.349.6165 | lturner@cambridgema.gov
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9. You will get the following message.
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Email has been restored to mdugas@cambridgema.gov.
Press your BACK button to continue.
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10. When you log-in to your Outlook Inbox, the messages you restored should appear with subject (Defender
Restored) to alert you that the message was restored from Arc Mail:
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11. Once you are done with the messages that have been restored and you delete them again, they will not
duplicate in Arc Mail again. Messages that are restored to your Inbox still remain in Arc Mail.



