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Email Management& Outlook Web App (OWA)
 Presented by:
 Jennifer Winkler, City Records Manager
 Joanne Anton, Office 365 Training Coordinator
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What We’re Covering
 • Key Terms - mailbox migration and archiving
 • Quick review on How to Manage Email
 • Introduction to the new Policy Folder names
 • Introduction to ZyLAB, the City’s new archiving system
 • The NEW OWA
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Key Terms• Exchange Online – The City’s backend email system
 that is made up of email servers, mailboxes, and
 email data storage areas that reside in the
 Microsoft “Cloud” environment.
 • Outlook – The name of the software client installed
 on City computers used to access email stored in
 the backend Exchange Online environment
 • OWA – “Outlook Web App” the web-based Outlook
 client used to access email from an Internet
 Browser (Internet Explorer 10 and above)
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Key Terms, cont.
 • Archive – A 3rd party email storage system that retains email for business, regulatory, and legal purposes, even after they have been deleted from Exchange. This includes emails, contacts, meetings and appointments
 • ZyLAB – the new Archiving system (replacing Mimosa)
 • Retention – A rule for how long an item should be kept
 • Policy/Retention Folder – A location for retaining email which has a specific retention applied to it. May be in the Exchange or Archive system environment.
 • AutoDelete - A policy set in Exchange that automatically deletes email from your mailbox at a set time
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• I only need to keep my email 45 days since that is the retention period
 • IT can recreate my email anytime from their back-up tapes
 • I’m not sure I need the email, so I’ll just delete it and hope someone else keeps it
 • Personal email sent via my City account is my own business and not a public record
 Misconceptions About Email
 All of the Following Statements are INCORRECT:
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Email IS a Public RecordAccording to State laws, email is a record because:
 • it documents substantive public business – OR –
 • you used public equipment to create or receive email
 In other words: Any email that comes in or goes out of a @seattle.gov address is a public record including:
 • Lunch appointments • Personal photos • Jokes
 • Email from family/friends • Coffee dates • Recipes
 • Messages to: doctors/lawyers/contractors/babysitters/teachers, etc
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What Do I Need to Retain?Emails that document SUBSTANTIVE City business:
 • What purpose does the email serve?
 • Does it make a financial, legal, contractual decision?
 • How does the email affect:
 – A project
 – A policy
 – A procedure
 • Would I be unable to make a decision or complete an action if I didn’t have the information in the email?
 How you answer the questions above will determine if the email is substantive
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How Long Do I Need To Retain It?
 • What is a retention policy?
 – How long the record needs to be retained to ensure compliance with regulations
 • Where do I find the retention policies?
 – City Records Management Program InWeb
 – http://inweb/clerk/RecordsManagement/RecordsRetentionSchedule.htm
 http://inweb/clerk/RecordsManagement/RecordsRetentionSchedule.htm
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What CAN I Delete?• Miscellaneous notices or memoranda
 → Broadcast e-mail notices of holidays or special events
 → Local news roundups
 → Who is out of the office today
 → Updates
 • Informational copies→ External organization newsletters
 → “FYI”
 • Preliminary drafts→ Letters, memoranda, or reports and other informal notes
 which do not document substantive changes in the preparation of a final document
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What CAN I Delete? cont.
 • Personal messages → Coffee breaks, lunch appointments, etc.
 • Publications → Informational newsletters, catalogues, and
 pamphlets received which are for general information only
 • Unsolicited advertising materials
 → Vendor spam, menus, etc.

Page 11
						

What About?
 • Emails where I am a cc?
 – Project leads should retain official project documentation
 • Attachments?
 – Does the email offer additional information?
 • Sent mail?
 – Does your reply have the most information?

Page 12
						

Tips For Managing E-mailDelete emails immediately if they have no retention value – WHY? – AutoDelete in Inbox & Sent Items will be increased to 90 days
 (3 months). Don’t let email sit - will increase the number of emails in those folders and may result in lost email
 Use personal email to subscribe to external organizations that do not relate to your job
 – Example: newsletters, mailing lists, subscriptions
 Sort your Inbox so new email is at the end
 – Scrolling through pages of email will help you realize you need to organize
 Move/copy email to Policy Folders as soon as possible
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Tips for Managing Email
 • Set up subfolders within policy folders
 • Use Rules to move emails from specific addresses to special folders
 • Use block sender
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ZyLAB – A Brief IntroductionZyLAB is an email archive system that reviews Outlook each night for specific policy/retention folders
 Email in Outlook is COPIED to ZyLAB every night and retained based on the retention assigned to the folder
 NEW! Email will be viewable in Outlook in the Policy Folders 2.5 years (instead of 45 days) and then via ZyLAB for entire retention policy
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• Why are we implementing ZyLAB?
 – Mimosa being phased out
 – Mimosa is incompatible with Exchange Online
 • What does it mean for users?
 – New policy folders based on function
 – Longer viewing period in Outlook
 – Increased autodelete policy on Inbox/Sent Items
 – Increased mailbox storage/size
 Why ZyLAB?
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• How does ZyLAB work?– Same as Mimosa, drag and drop items to
 policy/functional folders, ZyLAB does the rest
 • New Feature to Help Organize– 7 day Buffer (or “Grace”) period
 • If you move an email to policy folder, and realize it was not the correct folder, you have 7 days to move it to the correct folder before ZyLAB locks down the retention policy
 More ZyLAB
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1. Email is only deleted from ZyLAB when the retention policy assigned to the policy/functional folder expires
 2. Law and Public Disclosure Officers (PDOs) will have the ability to search the ZyLAB archives
 – They can see all email in the archives for specific users, including email that is personal
 3. ZyLAB will retain email even after an employee leaves the City
 More ZyLAB
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A Glance at Standard FoldersFolder Name Deleted from Outlook Retained in ZyLAB
 Inbox 90 days 90 days unless deleted earlier
 Sent Items 90 days 90 days unless deleted earlier
 Calendar 2 years 2 years
 Junk Mail 14 days 14 days unless deleted earlier
 Policy Folders 2.5 years Retention policy in () prior to folder name Ex: (13 yr) Levy
 Reference 2.5 years Only in ZyLAB as long as email is in Outlook
 Note: Subfolders inherit
 the retention period of the parent folder
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Major ZyLAB NO NO!Do NOT rename, move or delete the policy/retention folders. If you do, ZyLAB will not ingest and retain the email for the intended retention schedule. Email will be retained for only 2.5 years.
 Don’t Rename Parent Folder !!!
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Policy Folders in Outlook2013 2010
 May take to 24-48 hours for the Mimosa Archive to migrate
 To access Mimosa via Internet: Start Menu – All Programs – City of Seattle – Mimosa
 In 2013, Mimosa Archive appears as:Online Archive – [email protected] 2010, appears as: Archive – [email protected]
 mailto:[email protected]
 mailto:[email protected]
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STOP USING OLD POLICY FOLDERS 1 WEEK PRIOR TO MIGRATION
 • Everything from Mimosa will copy over to ZyLAB in the original folders and structure
 • 2 options
 – Clean and/or move
 – Leave as is
 • Shortly after you migrate, the former Mimosa Policy Folders will be deleted from Outlook and replaced with the ZyLAB folders
 • DO NOT move mail into the old Mimosa folders
 Mimosa Migration
 YOU decide which option works best for you
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Example of Re-Managed Folders
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During and After Upgrade and Migration
 ITEM 2015 2016
 Inbox Increases to 90 days Will stay at 90 days
 Sent items Increases to 90 days will stay at 90 days
 Policy folders all items viewable until 2016 items viewable for 2.5 years
 Mimosa Archive all items viewable until 2016 in the Online Archive.
 Online Archive Folder will be deleted and former Mimosa items NOT MOVED can only be viewed via ZyLAB plug in
 In 2016, the City will implement an Outlook plug-in that will show up on the Ribbon. This tool will allow users to see items in their ZyLAB archive after the auto-delete policy has removed the items from Outlook.
 Until that time, all policies in Outlook have been modified to accommodate our daily activities.
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A Quick Look at Outlook 2013 and the New OWA
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First Peek: Full Look of Outlook 2013
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Clarification – “Retention” MessageActually Means “AutoDelete” in InBox
 Outlook 2010Appears at bottom of the page
 Outlook 2013
 Appears in the To/From
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Login to Outlook Web App 2013In Browser of your choice, enter:
 http://email.seattle.gov
 Or from a City computer clickthe OWA Icon on your desktop
 Enter your Domain\User Name & Password
 http://email.seattle.gov/
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Login to Outlook Web App 2013
 Click the Link
 Sign into Click WORK if you have aOffice 365 personal Microsoft account
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Login to Outlook Web App 2013
 Enter your emailaddress andpassword
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Overall View of Old OWA
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OWA – Outlook Web App 2013
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How to Navigate in OWA
 Click the App Launcher in the left corner and select function

Page 33
						

OWA Views – Mailbox FoldersOWA 2010
 OWA 2013
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OWA Views – Send New Message
 Old OWA New OWA
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OWA Views – Email General Options
 Old OWA New OWA
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OWA ViewsOut of Office/Automatic Replies
 Old OWA New OWA
 Out of Office Assistant
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OWA Views – Email SignatureOld OWA (partial view) New OWA
 Email Signature
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OWA Views – Message Format
 Old OWA (partial view) New OWA
 Message Format
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OWA Views – Calendar Appearance
 Old OWA New OWA
 Calendar Options
 Calendar Appearance
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Navigate to People

Page 41
						

People -The City Directory in OWA
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Need Technical Help?
 • Check out the Office 365 Learning Portal at:http://www.seattle.gov/office-365-learning-portal
 • Call the Service Desk at 4-HELP– Or your dept specific helpdesk
 Please report issues immediately so the proper individuals can begin coordinating a fix
 http://www.seattle.gov/office-365-learning-portal
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Call Records Management 684-8154
 Visit inweb page:
 http://inweb/clerk/RecordsManagement/default.htm
 NEED HELP ON WHAT TO RETAIN
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