Agency Pre-Vault Readiness Guide Version 2


Vault Retention Policy Form

	Agency:
	

	Vault Retention Policy Form Contact (Name)
	

	Vault Retention Policy Form Contact Email
	


Instructions
The Agency Vault Project Team will work together with the SSEP Vault Project Team to identify and document the agency’s preferred Vault configuration based on the agency’s records retention policy.
Bold-face font and a pre-filled checkbox indicate a default or recommended setting. Certain options may require an exception request and approval.  This form should be submitted to your Implementation Liaison no later than 60 days prior to Exchange 2010 migration.

Section 1: Mailbox Policy

1.1 Basic Policy Information

	Vault items older than
	 FORMCHECKBOX 
 30 days     FORMCHECKBOX 
 45 days


1.2 Mailbox Shortcuts and Reading Pane View
	Create shortcut to item after Vaulting 
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	If shortcuts are selected: Delete shortcuts older than
	 FORMCHECKBOX 
1 Year      FORMCHECKBOX 
2 Years     

	Outlook Reading Pane Content (Shared)
	

	     Custom – Include banner 
	 FORMCHECKBOX 
 Yes

	     Custom – Include link to Vaulted items
	 FORMCHECKBOX 
 Yes

	     Custom – Message characters to include 
	250

	     Custom – Display of attachments 
	Display Attachments as Links


Section 2: Items to Vault
2.1 Message Classes
Identify which of the below message classes and item types should be vaulted.

	Item
	Outlook Item Type
	To Be Vaulted

	Calendar 
	IPM.Appointment
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Contact
	IPM.Contact
	 FORMCHECKBOX 
 No

	Document 
	IPM.Document
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	E-mail message
	IPM.Note

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Journal folder contents 
	IPM.Activity

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No 

	Message posted to folder 
	IPM.Post

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Notes 
	IPM.Stickynote

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No  

	Task
	IPM.Task

	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No  


2.2 Folders to be Excluded from Vault
Identify which of the below Outlook folders should not be vaulted.

	Outlook Folder
	To Be Vaulted

	Deleted Items 
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Drafts 
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Junk e-Mail 
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	RSS Feeds
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	Sync Issues
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No


List any additional Outlook folders which should not be vaulted.

	

	

	

	

	


Section 3: Enterprise Vault Outlook Toolbar Icons
A number of commands may be available on the Tools > Enterprise Vault menu in Microsoft Outlook. These commands may also be available as buttons on the Outlook Standard toolbar. 
	Outlook Toolbar Icon
	Display Icon

	Search Vaults 
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Expiry Report (No)
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Archive Explorer (Yes)
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Store in Vault (Yes)
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Restore from Vault (No)
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Cancel Operation (Yes)
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No


Section 4: Mailbox-Level Retention Categories 
Specify the desired mailbox-level retention catetory(-ies). The standardized list was developed based on the Office of the Secretary of State Records Retention categories most in use by agencies. For each category you wish to use, specify which agency Active Directory group should be targeted, and if that folder’s items should be expired based on the date the email went into the Vault (Archived Date) or was last modified (Modified Date). The standard naming convention is shown in the Sample line item, below. Leading zeros are recommended for proper sorting.
	Retention period
	Retention Category Name as Displayed in Archive Explorer
	Agency Active Directory Security Group

Provisioning Group(s) to be Targeted
	Base Expiry On

	
	
	
	Archived Date
	Modified Date

	006 Year Retention
	006 YR Vault Archived Date
	U-S-[Agency Identifier] 006 YR Vault
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	001 Year Retention
	001 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	002 Year Retention
	002 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	003 Year Retention
	003 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	004 Year Retention
	004 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	007 Year Retention
	007 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	008 Year Retention
	008 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	009 Year Retention
	009 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	010 Year Retention
	010 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	012 Year Retention
	012 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	015 Year Retention
	015 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	020 Year Retention
	020 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	025 Year Retention
	025 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	030 Year Retention
	030 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	035 Year Retention
	035 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	040 Year Retention
	040 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	050 Year Retention
	050 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	060 Year Retention
	060 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	075 Year Retention
	075 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	100 Year Retention
	100 YR Vault [Archived or Modified] Date
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Section 5: Custom Retention Folders

5.1 Retention Folder Information
Identify any agency-specific retention folders your agency wishes to have displayed in Outlook and Archive Explorer. The standard naming convention is shown in the Sample line items, below. For each folder, specify which agency Active Directory group should be targeted, and if that folder’s items should be expired based on the date the email went into the Vault (Archived Date) or was last modified (Modified Date). 

Leading zeros are recommended for proper sorting.  An underscore may be used to force folders to the top in Outlook as in the case of _010 Month Retention.  Other sorting options may be discussed.

	Folder Name
	Retention Period
	Active Directory Security Group: Provisioning Group(s) to be Targeted
	Base Expiry On

	
	
	
	Archived Date
	Modified Date

	Sample:  _006 Month Retention
	006 months
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Sample: 006 Year Retention
	006 years
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



You may select additional folders from the list below, if desired. The standardized list was developed based on the Office of the Secretary of State Records Retention categories most in use by agencies. For each category, specify which agency Active Directory group should be targeted, and if that folder’s items should be expired based on the date the email went into the Vault (Archived Date) or was last modified (Modified Date).

	Folder Name
	Active Directory Security Group: Provisioning Group(s) to be Targeted
	Base Expiry On

	
	
	Archived Date
	Modified Date

	_003 Month Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	_006 Month Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	001 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	002 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	003 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	004 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	007 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	008 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	009 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	010 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	012 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	015 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	020 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	025 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	030 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	035 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	040 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	050 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	060 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	075 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	100 Year Retention
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Section 6: Welcome Message

6.1 Welcome Message

A standard welcome email message will be sent to users upon activation into the Vault.  This will alert the user to the new service.   
Standardized Welcome Message: 

Your Microsoft Outlook mailbox is now part of WaSERV (a.k.a. the Vault). You will notice some changes to the way your mailbox looks and works. The Vault will store email based on your agency’s or department’s records retention requirements as you manage your email in compliance with your department’s policy and Washington State law.
You can learn more about the Vault by contacting your Help Desk or by opening Enterprise Vault Help topics, which can be reached from the menu bar in Outlook. Click on Help then select Enterprise Vault Help Topics.
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Help for Enterprise Vault will open.  From here you may browse the Contents or go to the Search tab and look for information such as Enterprise Vault Commands.  This search will bring up commands that may be available from your Tools Menu:

[image: image2.png]& Help for Enterprise Vault

o &

Hde oo New

& O

Pant__Opions

ontns | e | Sere|

= @ Working offine

15) Abou Enteprse Vaut
2 Abouselecionofems oo
2 About shotuts o srchived |
2 Enteprise Vault and Outool
5 @ Entrprise Vaul commands an|
@ Arhiving.restoring.and delt|

& symantc.

Introducing Symantec
Enterprise Vault

T section includes the falowing
topics:
+ ahout Enterorise vault

 About ssiscton of tems to
Srehie

+ hout shortcurs to archived





Shared Services Email Project    10
Bold face font indicates a default or recommended setting.


