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Legal Notices
This Documentation, which includes embedded help systems and electronically distributed
materials, (hereinafter referred to as the “Documentation”) is for your informational pur-
poses only and is subject to change or withdrawal by Arcserve at any time.

This Documentation may not be copied, transferred, reproduced, disclosed, modified or
duplicated, in whole or in part, without the prior written consent of Arcserve. This Docu-
mentation is confidential and proprietary information of Arcserve and may not be disclosed
by you or used for any purpose other than as may be permitted in (i) a separate agreement
between you and Arcserve governing your use of the Arcserve software to which the Docu-
mentation relates; or (ii) a separate confidentiality agreement between you and Arcserve.

Notwithstanding the foregoing, if you are a licensed user of the software product(s)
addressed in the Documentation, you may print or otherwise make available a reasonable
number of copies of the Documentation for internal use by you and your employees in con-
nection with that software, provided that all Arcserve copyright notices and legends are
affixed to each reproduced copy.

The right to print or otherwise make available copies of the Documentation is limited to the
period during which the applicable license for such software remains in full force and effect.
Should the license terminate for any reason, it is your responsibility to certify in writing to
Arcserve that all copies and partial copies of the Documentation have been returned to Arc-
serve or destroyed.

TO THE EXTENT PERMITTED BY APPLICABLE LAW, ARCSERVE PROVIDES THIS
DOCUMENTATION “AS IS” WITHOUT WARRANTY OF ANY KIND, INCLUDING WITHOUT
LIMITATION, ANY IMPLIED WARRANTIES OF MERCHANTABILITY, FITNESS FOR A
PARTICULAR PURPOSE, OR NONINFRINGEMENT. IN NO EVENT WILL ARCSERVE BE LIABLE
TO YOU OR ANY THIRD PARTY FOR ANY LOSS OR DAMAGE, DIRECT OR INDIRECT, FROM THE
USE OF THIS DOCUMENTATION, INCLUDING WITHOUT LIMITATION, LOST PROFITS, LOST
INVESTMENT, BUSINESS INTERRUPTION, GOODWILL, OR LOST DATA, EVEN IF ARCSERVE IS
EXPRESSLY ADVISED IN ADVANCE OF THE POSSIBILITY OF SUCH LOSS OR DAMAGE.

The use of any software product referenced in the Documentation is governed by the applic-
able license agreement and such license agreement is not modified in any way by the terms
of this notice.

The manufacturer of this Documentation is Arcserve.

Provided with “Restricted Rights.” Use, duplication or disclosure by the United States Govern-
ment is subject to the restrictions set forth in FAR Sections 12.212, 52.227-14, and 52.227-19
(c)(1) - (2) and DFARS Section 252.227-7014(b)(3), as applicable, or their successors.

© 2018 Arcserve, including its affiliates and subsidiaries. All rights reserved. Any third party
trademarks or copyrights are the property of their respective owners.



Contact Arcserve
The Arcserve Support team offers a rich set of resources for resolving your tech-
nical issues and provides easy access to important product information.

Contact Support

With Arcserve Support:

You can get in direct touch with the same library of information that is shared
internally by our Arcserve Support experts. This site provides you with access to
our knowledge-base (KB) documents. From here you easily search for and find
the product-related KB articles which contain field-tested solutions for many
top issues and common problems.

You can use our Live Chat link to instantly launch a real-time conversation
between you and the Arcserve Support team. With Live Chat, you can get imme-
diate answers to your concerns and questions, while still maintaining access to
the product.

You can participate in the Arcserve Global User Community to ask and answer
questions, share tips and tricks, discuss best practices and participate in con-
versations with your peers.

You can open a support ticket. By opening a support ticket online, you can
expect a callback from one of our experts in the product area you are inquiring
about.

You can access other helpful resources appropriate for your Arcserve product.

https://arcserve.zendesk.com/hc/en-us
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Chapter 1: Features
The Auditor role is designed for the person who needs access to all messages
of the organization. The auditor can be an internal compliance person, Human
Resources Administrator or internal or external legal counsel. Each messages
are retained as a corporate record and all messages are retrieved as they are
sent or received. Once received the messages are indexed (including attach-
ments) to include as part of searchable records, and policies are applied. For
example, retention, exception rules, and legal holds that are all set by the sys-
tem administrator for the company.

For more information of Auditor role in UDP Archiving, refer Using Arcserve
UDP Archiving as Auditor topic in Administration Guide.

The login screen of Auditor in UDP Archiving is displayed below.

Description:

1. Settings & Help Drop-down: Help link, change password, choose lan-
guage, download Outlook plug-in.

2. Basic Search: Quick Text, Wildcard and Boolean (AND, OR, NOT)
searches of all records.

3. Save Search: Saves your search to the Saved Search tab.
4. Advanced Search: See details in Chapter 2.
5. Identifiers: Displays if there is an attachment, note or tag associated

with the message.
6. Selections: Select all or specific messages for further action.
7. Downloads: Download all or selected messages in a zip file or convert

to PDF first.
8. Tag: A tag is a folder. Select message(s) and tag them to a new or exist-

ing folder.
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9. Audit log: Displays the actions taken in the system.
10. Saved Searches: All saved searches are stored here.
11. References: Displays the notes and tags used and employees on Legal

Hold.
12. Tag Management: Folders with tagged messages is displayed and man-

aged.

Note: If you log into UDP Archiving as Compliance Officer, a advanced feature
named GDPR (General Data Protection Regulation) is avaialable that allows to
modify the retention period of messages under the tag tab.

6 UDP Archiving Auditor Quick Start Guide



Chapter 2: About Advanced Search

The Outlook Plug-in Advanced Search screen of employee in Microsoft
Outlook is displayed below.

Description:

1. Email Address(s): Add single or multiple email addresses for searching.

2. Subject Line: Text, Boolean and wildcard searching on the subject line.

3. Body: Text, Boolean and wildcard searching on the body of a message.

4. Tags: Search within one of your stored folder of tagged messages.

5. Notes: Search on messages containing notes you applied.

6. Random Sample: Request a random sample of the results. Ideal for
Supervisory requirements.,

7. Attachments: Isolate search results to messages with a specific attach-
ment type.

8. Date Range: Select the date range for the search.

9. Save Advance Search: Save your advanced search setting for future
searches.
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Chapter 3: Best Practices
When having a legal, regulatory, corporate governance or other search to per-
form, follow these steps:

1. Navigate to the Tag tab and create a new folder for the search.

2. Perform an advanced or basic search. We recommend using multiple
searches depending on the complexity of the search request. Some
search criteria that may help include:

a. Comma separated text: Text separated through comma helps to
get both the searched results at a time.

b. Boolean connectors: AND, OR, NOT. For example, Cat OR Dog,
CAT OR DOG NOT Mouse.

c. Quotation marks: Isolate phrases or exact words in “ “.

3. Once the search results are ready, perform one of the following steps:

a. Select all of the messages, then tag them into your folder.

b. Review each message, then tag them individually to the folder if rel-
evant.

We recommend to create a common set of Notes for the specific email
message that helps to perform search using Notes.

4. Once the search and tagging the messages into folder is completed, you
can access the folder anytime.

a. Under advanced search, select a tag. All the search fields will isolate
results from the folder. One example is applying a date range of
messages within the folder.

b. Go to the tag tab, select your folder and see the results. You can
un-tag messages to remove them from the folder.

This process allows to maintain many different searches, manage them and
export or print the results when ready. You can add new messages, remove
them and if a Compliance Officer, even change their retention period to meet
regulations which may require the removal of messages.
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