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How To Start Email Detail Archive
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Dear user!

This document is developed to guide you how to use Email Detail Archive. Should you have any questions,

contact us. We will be glad to help you!

Email Detail Archive Help

First, download a copy of Email Detail Archive on your computer following these steps:

1. Visit the Product page, scroll down the page and click on Download button to download the

software. We offer 2 versions: free and business. If you have to process just a few emails, select

Email Detail Archive Free. If you back up thousands of emails, get Email Detail Archive Business

version. To access the full unlimited ED Archive Business, kindly buy the license which has been

explained in other document name: “How to buy the license for the software and register the

product”.

5://emailindetail.com/products/email-deta

age cour

Email Detail Archive Free

$0
Up to 50 emails
Eml, msg, pst, Outlook, Gmail, mbox.
PDF
Save attachments in original file types
no
no

no

Download ¥

Email Detail Archive Business

$159
No limits
Eml, msg, pst, Outlook, Gmail, mbox.
PDF, PDF/A
Embed into PDF, ZIP, save, etc.
yes
yes

yes
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2. Once you have completed the download process, you can find the download file in prescribed

download path in your system. Simply double click on the file to install it on your system.

R ——iiii————————————————i — T
v Local Disk (C:) » Users » ankie » Downloads » MNew folder

Share with - Burn Mew folder
Mame . Date medified Type Size
i5 EDArchive 8/21/202012:45 PM  Application 122,670 KB

3. Search for the software by using keyword “EDArchive” in start button of your system.

"\

-

Microsoft Office Excel 2007

Documents
Googte Chrome

Pictures
Microsoft Office Word 2007

Mussac

Computer

Control Panel
Sticky Notes
Devices and Printers

VLC media player
Default Programs
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4. Click the software icon. You will find the below user interface of the software home page as shown

below in the snapshot.

&' Email In Detail Archive

\ \ \
Add files @ > About } Video guides E Contact
/ ! !
Q, Search View: Names only | Sort: Custom order v
+ ADD MAIL
Click to preview, drag to change order Move up Maove down x Remove
I File fist Order~ Type Title  Folder Author Date
Destination
File name

Page Counters
Text Watermarks
Image/Logo
Attachments
Appearance
Document »

Start conversion

Back Next »= Cancel

5. Now once the software is open, you are ready to convert your emails to pdf to use it later on,
whenever required. Click on the Add Mail blue button to explore various ways to add emails you
want to process. You can add: eml and msg files, Outlook account, PST, OST file, emails from your

Gmail or Zoho.

A Add mail
EML/MSG [ ] F~ Date  Sender To Subject Filet.. Modif... Files.. CC BCC Attachments
Outlook (PST, O5T)
B _
Webmail (Gmail, Zoho, etc.)
|- Desktop ‘

[ 173 Ubraries

[ ]#& Homegroup
[]/2 ankie

[ computer

[ ] € network
["]E8 control Panel
[1"8 Recycle Bin
[]}) Desktop
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Archiving .eml and convert it into pdf.

Now let’s archive one sample .eml and convert it into pdf format to save on your personal system by
following below steps.

1. Click on EML/MSG button on the left panel and then select the folder in your machine where the
eml/msg file is stored. You click on a folder and the right panel shows if there any .eml or .msg files.

Select one email or all of them. Selected emails will be processed. Press ‘OK’ button.

A" Add mail

— O X
File name « Date Sender To Subject Filetype Modify date File size CC BCC Attachments
EML/MSG
Finish setting..] 8..] "6o.. e. Finis... eml 8/22/2... 48,232

Outlook (PST, OST)

Thunderbird/Mbox

Webmail (Gmail. Zoho, etc.)
Ml Desktop
4 Libraries
+% Homegroup
A ankie
1M Computer
€l Network
[E control Panel
£ Recycle Bin
| Desktop
| Olga Email in Details
Sample Email to archive
) Uw

Check Uncheck | Check All Uncheck all Found: 1
N -

We help you process emails for e-discovery, litigation, forensic analysis, FOI or archival

www.emailindetail.com



file:///C:/olga1/Email%20In%20Detail/Site%20Content/Help%20Files/ED%20Archive/www.emailindetail.com

EMAIL=X¥

IN DETAIL Email Detail Archive Help

2. Upon pressing ‘OK’, you will be taken to the main screen. You can review the file content before

converting into pdf format on theh right panel. Now, Press ‘START’ button.

Q, Search View: Names only | Sort: Custom order ~
+ ADD MAIL
| Move up Move down > Remove

Click to preview, drag to change order

I File fist Or..~ Type Title Folder
1 EMail Finish setting up your new Google Account | C:\Users\ankie\Desktop\Sample Email to
Destination
File name

Page Counters
Text Watermarks
Image/Logo
Fields
Attachments
Appearance

Document b

Start conversion

<< Back Next >> Cancel

3. Once it is done, it will show the process is completed and will share the process status along with

the final converted document path in your machine as shown in the snapshot below.

HLLLLIL . Conversion complete

File list

Destination Files processed 1 of 1

File name

Page Counters Google Community Team Finish setting up your new Google Account

Text Watermarks Process complete!

Image/Logo
Attachments

Appearance

Document » Open converted files in the Windows Explorer
BT G L Open conversion log

Destination: C:\Users\ankie\Documents),

4. Note that email will be converted with default settings: attachments will be embedded into PDF,
the file will have no page counters or text watermarks. You may use the settings to customize the
output to your needs browsing left-hand list of inlays. We will describe most of them in other

chapters.
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5. You may open the converted file directly by clicking “Open converted files in the Windows Explorer”

button and it will take you directly to your converted file location.
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How to buy the license for the software

and register the product?

al
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Hello Customers!

Since the free version has limited functionality and can process only 50 emails at a time, some users need
more power. Below we describe how to buy the license key for the complete Business version.

1. First of all, you need to visit the Product page, scroll down the page and click on Buy now button

over down there.

emailindetail.com

Email Detail Archive Free Email Detail Archive Business
Price $0 $159
Batch P Up to 50 emails No limits
Input formats Eml, msg, pst, Outlook, Gmail, mbox. Eml, msg, pst, Outlook, Gmail, mbox.
Output formats PDF PDF, PDF/A
Attachment processing Save attachments in original file types Embed into PDF, ZIP, save, etc.
Page counters no yes
Cc no yes
T termarks no yes
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2. Once you have completed the payment process. The license key of the product will be delivered
your electronically on your email address, which you provided for registration.
Note: The license key is an alphanumeric code mix of alphabets and numeric digits.

3. The key will turn the trial version into the registered one.

1) Download the trial version. Open it.

2) Click License button and select — Enter registration code.

Buy license
[ Enter registration code ]

About

Register EDLitigation X

Enter your registration code:

C3SQQDQA-AIO6MDEK -GPVBB2AF -
IDGRIYQL -O3UUUMBN-ATKQB64Y -
JCASAWEE - SDWSBUYM-S6CS50SPF -
XDYN2AQU-MGIBTMV2 - FO2MHMCO -
HKFZLNGB -QHNIQDSX

s o - -

3) Copy the alphanumeric license key received in the email and paste in it.

4) Click Register button.

5) Now just restart your application to start using it with complete features.
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6) To double check, if you are registered successfully and check your details, you can click on
About button. You will see a window with your name and details as shown in below

shapshot.

|
About

Q Search S
/)(\

Click to previ¢ le

orders. Type EMAIL =¥
IN DETAIL

Email In Detail Archive

Version: 1.3.0.2

Web site: www.emailindetail.com
Registered to: John Doe

Active from: Friday, August 14, 2020

Any questions?

Contact Us

Once you have completed all the steps and registered the product successfully, you will be able to access
the complete features of the Email In Details Archive software i.e. unlimited files for batch processing,

page counters, cover pages and text/ image watermarks and many other features as described on the

Product page.
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How to archive outlook PST or OST

files to PDF format?
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This document is developed to help you archive outlook PST or OST files to PDF format.
Please follow below steps to in case you have any concern or doubts regarding the same.
1. Open ED Archive software by searching in the start button menu.

2. Click on Add Mail Button present on top of the left panel as shown in the snapshot.

Add files @ > >> :} )} About > Video quides E Contact

View: Names only 7 Sort: Custom order ~
r Move up Move down ¥ Remove

I File ist Order~ Type Title  Folder Author Date

Destination

File name

Page Counters

Text Watermarks

Image/Logo

Aftachments

Appearance

Document »

Start conversion

Back Next >> START Cancel

3. Now Click on Outlook PST/OST option in middle of the left panel and browse select the PST/OST
file from your system. If you have an Outlook account, the app will detect it automatically.
Note: You must have the PST/OST archived file on your machine. Or a valid Outlook account.

4. After Browsing the PST file in the Outlook mail added option, you will get to see the below screen as

shown in the below snapshot.
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5. After Selecting the desired batch of files to be archived by selecting the file folder, Press ‘Start’

button on the right bottom of the screen and you are good to go.

[7] Avoue

P Video guides

B contaa

a Sender Subjpd To CC 8CC Submit dete Delvery dote Crestion dote Modification date Altachments f

Webmall (Grall, Zoho, etc)

=1 ©) SamplePST

= F§ % Outiook Data File
o) SPAM Search Folder 2
£ B & Top of Outiook data file
7 Delated Rems
SEP mbox
o meg
E @ outbox
B\ sent 2ems
, Calendar
B & Contacts
% Drafs
& O Searth oot
B & Contact Seacch
) Trackec Mail Processing

6. You may check the converted archived file by clicking the blue button “open converted files in the

Window Explorer”.

ARl Conversion complete

File list
Destination

File name

Page Counters
Text Watermarks
Image/Logo
Attachments
Appearance
Document »

Start conversion

Files processed 1 of 1

Google Community Team Finish setting up your new Google Account

Process complete!

Open conversion log

Open converted files in the Windows Explorer

Destination: C:\Users\ankie\D
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What are the different ways

to process attachments in ED?

0
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Find the different ways to process attachments in Email Detail Archive while converting emails to PDF.

By default, you are on files list, where you can see all the imported files. Now, click Attachments inlay

in the left panel and you will see three options for processing the attached files: Convert, Save, Ignore.

o You can choose one of the three options for processing attachments

Convert attachments (= Save attachments () Ignore attachments
to PDF “— in original form - process emails only

I. Convert Attachments to PDF. In this method, we have 3 further different options:

Convert attachments (= Save attachments () Ignore attachments
to PDF =/ in original form “—/ process emails only

o Save as a separate file

Attachment file name template:

[mail]y[attach] ?

e Insert into final document

|| insert before mail

|:| Add mail body to each attachment

o Attach to final PDF

Email Detail Archive is very flexible. You can use different combinations of settings to get perfect
results. By default, all attachments are converted to PDF and inserted into the final PDF. However,
there are other settings.
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1) Save as a separate file: you may save the attachment as a separate PDF file with a customized

name. Converting 1 email with a Word file attached to it, you will get 2 PDF files.

d poch SN - - @
o e Por | Por

2) Insert into final document: or you can also insert the attachment into the final output document.
Converting 1 email with a Word file attached to it, you will get one multi-page PDF file with all the
data.

3) Attach to final PDF: this option will convert the attachments to PDF and attach to the PDF with the
email body. Converting 1 email with a Word file attached to it, you will get one PDF with the email
and a PDF file (former Word file) attached to that PDF.

. =2
4@00' - iy
VN == | PDF

Il. Save Attachments in original form. You can save the attached files in their original form. If you have a
Word file attached, it will still be the Word file after the conversion. You can save these attachments in a
new folder with new names or attach them to the final PDFs.

i Pt
4@01‘:" - 13 - ,L-
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lll. Ignore attachments process emails only. This is the simplest option, you may choose, in case you

don’t need the attachments in the output PDF archives.

|_'Fc'\.1"
Er.m.u:m.u
|

d poc h

%
g = =

Note that you can select the zip option if you want to zip your original emails with your PDF output files.

This way you have both the originals and the PDF copies in one place.
Click START button to proceed.

Once the process is successfully completed click Open converted files in the Windows Explorer button

to open the target folder.
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How to give output PDF descriptive

names and destination folder?

A
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This document is developed to guide you how to customize the name of final output PDF document and set

its destination folder.

| hope you have downloaded the software and know how to use it. If you still confused, please read the

above chapters.

Now let’s proceed with steps about the name and destination of final output pdf document. After importing

the files in the software and selecting them in the preview section, follow below steps:

1. By default you are on files list, where you can see your all the imported and selected files for

conversion.

\ \ \
Add fles Ij‘ > About P video guides E Contact

! / /

Q, Search ‘Vizw: Names only V‘ ‘Snrt: Custom order V|
+ ADD MAIL
‘ Maove up ; Move down X Remove

Click to preview, drag to change order

I File fist Or..~ Type Title Folder
1 EMail Finish setting up your new Google Account | C:\Users\ankie\Desktop\Sample Email to

Destination 2 EMail Fwd: Weekly Wrapup: The big questions C:\Users\ankie\Desktop\Sample Email to
File name
Page Counters
Text Watermarks
Image/Loga
Fields
Attachments
Appearance
Document »
Start conversion

< bl

We help you process emails for e-discovery, litigation, forensic analysis, FOI or archival

www.emailindetail.com



file:///C:/olga1/Email%20In%20Detail/Site%20Content/Help%20Files/ED%20Archive/www.emailindetail.com

EMAIL=X¥ . . .
IN DETAIL Email Detail Archive Help

2. Now, select Destination inlay in the left panel, and you can set the output file destination path in
your system. You get a choice here to decide whether you want to save all the files in single

PDF or create a new PDF for every input file.

About ’ Video guides B Contact

=\ s\
D _.5 Customize 2282 /

/ /
@ Select the destination folder for your output files

File list (®) Each email into a separate file
Destination |k::\Users\ankia\Documents\ H Browse H Use current
File name Keep folder structure

Page Counters

Combine all emails into one document
Text Watermarks

File name:
Imae/Fong C:\Users\ankie\Documents\Google Community Team Finish setting up your new Google Account. pdf _m
Fields
Attachments
Appearance Limit file size to: <no limit>| Kb Set this path as default
Document »

Start conversion

Next >> Cancel
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3. Now let's move onto next step of setting the output file name standard.

Set destination file name template

@ Maodify name ﬂ-j:‘l Keep original file names ﬂ ::'l Replace file names with starting and ending Bates number
Insert macros and / or custom text Available macros (type them manually or click to insert):
[name] V| name] - source file name

subject:<chars to use>] - mail subject
Example:
John's stuff - [subject:50] [name] [sender:50] [sender: <chars to use=] - mail sender
recipient: <chars to use=] - first mail recipient
Preview:

date: <format>] - mail date
01. Sample e-mail.pdf
page] - first document page number

last page] - last document page number

1) Use Keep original file names option if you don’t want to modify file names. This is the default

behaviour o fthe app.

2) You can change the name adding the macros or your own text. For example, you can add
Sender to the file name. Or Date. Once you click on the macros, it will be added to the file name

path. You can preview the file name below.

Set destination file name template

File list
Destination @ Modify name 1'15) Keep original file names \']::) Replace file names with starting and ending Bates number
File name
Page Counters Insert macros and / or custom text Available macros (type them manually or click to insert):
Text Watermarks Ankit [recipient][sender] V‘ [name] - source file name
Image/Logo subject: <chars to use>] - mail subject
Example:
Fields John's stuff - [subject:50] [name] [sender:50] sender: <chars to use>] - mail sender
Attachments recipient:<chars to use>] - first mail recipient
Preview:
Appearance date: <format=>1] - mail date
T D Ankit EMail-in-Detail development teamEMail-in-Detail development team.p

page] - first document page number

Start conversion last page] - last document page number

Clear subject of prefixes (RE, FWD, etc.)

<< Back Next >> Cancel
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Note that you can limit the length of the name by setting <chars to use>. For example: [sender:10]
will turn email from John Doe Junior into John Doe J. Normally we recommend set 30-40

characters. This helps you avoid extra long names.

3) Insert starting and ending bates numbers to the file name. This option is great if you prepare

emails for litigation.

You can also type any word or phrase that you want to be included into the file name.
In the snapshot the output file name has been set with a combination of both customized text and

macros, i.e. Ankit+ recipient name + sender name.

-

MName Type Date modified Size
Ankit emailarchiveindetail@gmail.comGoogle Community Team Adobe Acrobat D..  8/22/2020 8:21 PM 20 KB
Ankit emailarchiveindetail@gmail.comankit Adobe Acrobat D...  8/22/2020 8:21 PM 30 KB
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Contact Us

If you still have any doubt or questions, you can reach out to us.

Contact Us Feel free to contact us if you have pre-sales questions about our email solutions or

need technical support for any of our products. We are happy to help.

2
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