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About this guide

This guide provides information about using HP Email Archiving software for Microsoft Exchange, also
known as HP EAs Exchange.

Infended audience
This guide is intended for:

* HP EAs Exchange program users
* HP EAs Exchange system administrators

Prerequisites

Prerequisites for using this product include:

* Knowledge of Microsoft Windows
*  Knowledge of Outlook and/or Outlook Web Access
* Knowledge of Web browsers

Related documentation
In addition to this guide, HP provides the following document for users:
* HP Integrated Archive Platform User Guide
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Documentation conventions and symbols

Convention Element
Blue text: 222 Cross-reference links and email addresses
Blue, underlined text: http:// | Web site addresses
www.hp.com
Bold text * Keys that are pressed
* Text typed into a GUI element, such as a box
e GUI elements that are clicked or selected,
such as menu and list items, buttons, tabs,
and check boxes
ltalic text Text emphasis
Monospace text * File and directory names
*  System output
e Code
*  Commands, their arguments, and argument
values
Monospace, italic text * Code variables
e Command variables
Monospace, bold text Emphasized monospace text
A WARNING!

Indicates that failure to follow directions could result in bodily harm or death.

A CAUTION:

Indicates that failure to follow directions could result in damage to equipment or data.

i IMPORTANT:

Provides clarifying information or specific instructions.

& NOTE:

Provides additional information.

S TIP:
Provides helpful hints and shortcuts.
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http://www.hp.com
http://www.hp.com

HP technical support

Telephone numbers for worldwide technical support are listed on the HP support Web site:
http://www.hp.com/support/.

Collect the following information before calling:

¢ Technical support registration number (if applicable)
*  Product serial numbers

*  Product model names and numbers

* Applicable error messages

* Operating system type and revision level

¢ Detailed, specific questions

For continuous quality improvement, calls may be recorded or monitored.

Subscription service

HP strongly recommends that customers register online using the Subscriber’s choice Web site:
http://www.hp.com/go/e-updates.

Subscribing o this service provides you with email updates on the latest product enhancements, newest
driver versions, and firmware documentation updates as well as instant access to numerous other product
resources.

After subscribing, locate your products by selecting Business support, selecting Storage under Product
Category, and then selecting Storage Archiving.

Other Web sites

For other product information, see the following HP Web sites:

e http://www.hp.com

e http://www.hp.com/go/storage

e http://www.hp.com/service locator

e http://www.hp.com/support/manuals
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1 Overview

This chapter introduces the HP Integrated Archive Platform (IAP) and the HP Email Archiving software for
Microsoft Exchange (HP EAs Exchange).

* |AP and HP EAs Exchange, page 7
* Understanding document archiving, page 7
* Understanding searching and document indexing, page 8

IAP and HP EAs Exchange

IAP is a faulttolerant, secure system of hardware and software that archives email messages and
attachments for your organization, and lets you search for archived messages. It includes:

* Automatic, active email archiving
* Inferactive querying to search for and retrieve archived messages according to various criteria

HP EAs Exchange is management software that can be used with the IAP. To interact with the system, your
company may provide access to the programs shown in this table.

Application What you can do

HP EAs Exchange When the Outlook Plug-n is installed, you can view and open archived messages
Outlook Plug-In using Outlook. If the Archive Cache feature is configured, you can use the cache to
(customer option) access archived messages offline. You can also export messages from the IAP to

an Outlook PST (Personal Folder) file.

OWA Extension When OWA Extension is installed, you can view and open archived messages
using Outlook Web Access in your Web browser.

In addition to the EAs Exchange software, HP provides an IAP Web Interface that lets you use your Web
browser to search for and view documents that are archived on the IAP system. This guide describes
simple searches in the IAP Web Inferface. For information on using the Web Interface advanced
functions, see the HP Integrated Archive Platform User Guide.

The IAP Web Interface is available to all users. The EAs Exchange Outlook Plug-ln and OWA Extension
are independent customer options. Depending on the configuration of your company’s system, these
options may or may not be available to you.

Understanding document archiving

The IAP system archives email messages based on rules that are set up by your system administrator.
For example, messages can be archived after they have been in your mailbox for a certain number of
days, or they can be archived after your mailbox reaches a certain size. A special icon, called a stub or
tombstone icon, appears in Outlook and OWA to show that a message has been archived.

Archiving involves physically storing copies of email messages and attachments, but also virtually storing
messages in one or more virtual document collections, known as repositories. Your individual repository
includes archived copies of the messages you send and receive.

Some users have access to repositories besides their own. For example, your manager or supervisor
might have access to your repository.

HP Email Archiving software 7



Understanding searching and document indexing

You can search for and retrieve messages and attachments that are archived in your repository (or
any other repositories to which you have been granted access). When you search for a message or
attachment, your query is checked against an index of words that is updated each time a message
is archived.

Indexing the contents of a message and attachment involves cataloging the words to prepare them for
later searching. Separators (such as punctuation) between words are ignored during indexing. Message
formatting also has no bearing on indexing. Invisible source-code words, such as HTML markup tags,
are ignored.

& NOTE:

There can be a delay from the time messages are archived to the time they are indexed. Messages
archived very recently might not be immediately available for query and search.

Indexed document types

You can search the contents of a message or attachment only if the contents have been indexed.
In addition to email messages, the following files are indexed:
* Plain text files
*  Rich text files (.rtf)
¢ HTML (HyperText Markup Language) files
* Files used by the following Microsoft Office programs: Word, Excel, PowerPoint, and Access
* PDF (Portable Document Format) files viewed with Adobe Acrobat Reader
* Zip files
For zip files and embedded messages, the content inside the files is expanded and indexed.
* Embedded messages (RFC 822 messages)
The following types of attachments are not indexed:
*  Graphic files
* Music files
* Video files

These attachments can be archived, but you cannot search for them.

8 Overview



2 Accessing archived email with
Outlook and OWA

When the HP EAs Exchange Outlook Plug-In is installed on your computer, you can search for and view
archived email messages in Microsoft Outlook.

You can also view archived messages in Outlook Web Access (OWA) if your company makes this option
available. If you use OWA 2007, OWA Premium is required to access archived email.

The following topics explain how to view and search for archived messages:
* Viewing archived email messages, page 9

* Searching for archived messages, page 10
* Using Archive Cache, page 12

Viewing archived messages

When your company installs HP EAs Exchange in combination with the IAP, email messages are archived
automatically based on rules that are configured by your system administrator. For example, messages
might be archived after a particular time period or atter your mailbox reaches a certain size.

Email messages that have been archived are represented in Outlook with a special icon known as a Stub
(or Tombstone) icon. In OWA, the icon appears when you open the message.

th

When you are connected to your company’s network, you can open an archived message in your
mailbox by double-clicking it. The message opens in its own window. You can also view the message
from the preview pane.

When a file is attached to a message, the original attachment is not visible in the preview pane. Instead,
a proxy attachment appears. In Outlook, the proxy attachment is named Archivelnfo.htm. In
OWA, it is named Attachment Info.htm.

MxXPoHBLM-McPP100katt.msg
Ksfrzozaa UHCLEM
: | To:  DUO-Baovige; KsFEraalaa UHCLEM; Ksf2rdvran LHCLEM
] Ksfarzdtas UHCLEM Wed 7:57 AM Lo KsFarZdSas UHCLEM; KsfZr2qpas UHOLEM; KsfZragiss LHCLEM
bl P B-OUEE L AER  fieie =] | Attachments: {lﬁl{"i\’!‘]l’fﬂ.ﬁl‘ﬂ[ﬁmﬁj
) kefzrawhba UHCLEM ‘Wiad 7:48 M
Dot -ouostk.mso ' This i u By Srpiod maseape; & bas o pol weeromible smoad of 1ed Samating.
=] KsF2rigoba UHCLEM Wied F:48 AM
P R W Do L Al s ]
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Open the message to display the original attachment.

{Ble Edt Yew [romt Fgmat [ooks  Actiors  Heb

i | Reply | (giRoply bo o) | (4 Forward | (g A T -"‘fﬂl
Frof: Wl drosas LHCLEM Serk: Wid 422008 8:20 &M
Toi DLCHBaoviary; Kefarad |aa LIHCLEM; Exfr dvrsa UHOUEM
<] Ve 2r2q5an UHCLEM; Kifir24pan LIMCLEM; K6f 2r 2gias UHOLEM

Sulact:  WOPSHELN-MPP1D0kAE iy

etachments: PP 006 Pt

Thi i o By Hrpiol meniagy; £ har ooct Ervuonatl smoat of Lot bonSing, wd « Axly Hpkal Sachmad.

To save a message, open the message, select File > Save As and then select a location.

To save a message attachment, open the message, click the attachment file name, select File > Save
As and then select a location.

B NOTE:

If you use OWA 2007, archived calendar items such as appointments and meetings cannot be viewed in
OWA. However, these items can be opened in Outlook or the IAP Web Interface.

Searching for archived messages

When you are connected to your company’s network, you can search from your Outlook mailbox for
archived email messages that are stored in the IAP.

There are three methods you can use:

Pple Edt ew Go ook Aciors el
i yibew = | o | i tisendfRegeve - | ZoFpd | W T o oo

Qmmm @ ....9.,

Favoribe Folders

L) Inbaox
= St Thems

Al Mall Folders

= Fak Malbax .
. Archive Search
Ta) Dadeted Ttems
LA Drafes
L3 Folder 1
| Inbox

1. Click the Archive Search button in the Archive Search toolbar.
2. Enter search text in the Archive Search toolbar, then click the Quick Search arrow.
3. Click the Archive Search folder in the navigation pane.

To display the Archive Search toolbar, click View > Toolbars > HP Archive Search.

Depending on the way your company’s environment is configured, you might need to log into the system
when you perform a search. If so, enter your user name and password, and then click Login. (Ask your
system administrator for the user name and password to use.)
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All three search methods display the Archive Search window.

Archive Search - Llser

SearchFor

'

Subgect

Distes P e U AT

[
= Today- 2ibem|s)
f "Edf2Zeba UHCLEM"
| “Fafh2giss UHCLEM™

o

=
Ini Fodder I ey

A=t M gl o
NG v -

& Items (5 Unique)

Subyect Seri In Folder
SERmgFs0U-oups<l sl ;s Wedrmadey, Masch 12, 2008 inbax
iaPyilic]-cupshl sl mag Wedramsdey, Maech 12, 2008 Inbax

You can search for messages using any of the criteria below.

Query field

Description

Search For

Enter the text to search for in the message body or inside message attachments.

Subject

Enter the text to search for in the message subject.

Date Range

Click the arrows and select a date range for the search.

Specifying a date range limits the search to the messages received within the
date range.

From

Click From and select the sender.
Specifying a sender limits the search to messages sent from the specified user.

Sent To

Click Sent To and select the message recipients. This includes recipients listed in the
To, Cc, and Apparently-To message fields.

Specifying one or more recipients limits the search to messages sent to the specified
user(s).

In Folder

Click In Folder and select the folder where the message was located. You can
select more than one folder.

If there is a space in the folder name, add double quotation marks around the
name. For example, “Folder 1” or “2nd Quarter.”

Note: If you copy a message to another Outlook folder after it has been archived,
the message entry in the IAP is updated fo show the folder where it was copied.
For example, if a message was archived while it was in Folder 1 and then moved
to Folder 2, its IAP entry would show Folder 2.

Attachment Name

Enter the file name of a message attachment. (The contents of indexed document
attachments are searched using the Search for field.)

Click Find Now to start
part of the window.

the search. A list of the messages that are found is displayed in the lower

Open an archived message by selecting it in the list and double-clicking it.

To save a message, open the message, select File > Save As and then select a location.

To save a message attachment, open the message, click the attachment file name, select File > Save
As and then select a location.

HP Email Archiving software
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B NOTE:

You cannot search for archived messages from OWA.

Using Archive Cache

It you frequently travel on business, you might want to request that your system administrator enable the
Archive Cache feature of the Outlook Plug-In on your mobile computer.

Archive Cache runs in the background when Outlook is open. When your computer is online, it retrieves
copies of archived messages from the IAP and stores them in a folder specified by the system administrator.

When your computer is offline, you can still access archived messages that have been stored locally.
Simply select the message in Outlook and it appears just like any other message.

It is likely that the cache is limited by size and/or by time period. For example, you might be able to
open cached messages in your mailbox only if they are less than six months old.

Archive Cache provides a status by displaying an icon in the system tray.

Q.th F‘/ '} m 10:39 PM

Hold your cursor over the icon to display status information. The following icons are used:

lcon | Description

Default icon.

Archive Cache is analyzing your mailbox for messages to download and/or
downloading them.

Archive Cache has completed downloading archived messages and is waiting for
the next time it should scan for messages.

Warning. Double-click the icon to display more information.

Alert. Double-click the icon to display more information.

&g dded

You can also display a status report or stop Archive Cache from caching archived messages.
To access the cache status window:
1. Double<click the EASE Archive Cache icon in the system tray.

The status window displays information on the messages cached. Scroll to view the report.

2. To stop Archive Cache from processing, click Stop. To resume Archive Cache processing, close
and then reopen Outlook.

3. To close the cache status window, click Close.
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3 Accessing archived email with
the IAP Web Interface

The IAP Web Interface, which is accessed via your Web browser, can be used to disrlay and send
archived messages. Before logging in for the first time, ask your system administrator for the URL to use.

¢ logging in, page 13
* Completing simple searches, page 13
* Exporting search results, page 15

logging in
The IAP Web Interface can be accessed with any of the following supported Web browsers:

*  Microsoft Internet Explorer for Windows 6.x and 7.x (recommended)
* Firefox 2.x and 3.x

To open the IAP Web Interface:

1. In the Address field of your Web browser, enter the URL (Web address) that was provided by
your system administrator.

The Web browser displays a login screen.
2. Enter your user name and password.

Ask your system administrator for the user name and password to use. In most cases, the user name
will be your Windows user name or your email address. The password is usually your Windows
password. Note that both the user name and password are case-sensitive.

3. Click Login.
The Simple Search page is displayed.
4. To log out, click LogOut in the toolbar.

Completing simple searches

The Simple Search page searches for email messages containing words you enter in the Search for field.
In the Search for field, you can enter simple words, words with wildcards (*), or a more sophisticated
query involving Boolean expressions or word sequences.

To complete a simple search:
1. Click New Search in the toolbar.
The Simple Search page is displayed.

HP Email Archiving software 13



Content Types I Erriail - ﬂ
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Search for: | | Find How Advanced J

2. Search using the following fields on the Simple Search page:

* Content Type: Email messages (email).

* Timeframe: The time period to search, based on the date an email message was sent.

*  Where to Search: The repository to search. A repository is a virtual collection of documents
(email messages and attachments). Only the repositories to which you have access are
displayed. At a minimum, you have access to your own repository.

* Search for: Searches for words in the message body, but not in message fields such as
Subject, From, or To. It also searches inside message attachments.

Make your search text as specific as possible. In general, the more information provided

in the Search for field, the narrower the search. If the field is blank (empty), all documents

within the specified date range of the query are returned.

3. When you have finished defining your query, click Find Now to start the search.
The Query Results page is displayed with the first 50 results. You can click the other bars to display
additional sets of 50 results.
."lll-' Eaarch -'."-J!"n HManagar .'—"!
———— e ———
A e i e e e ) e e e b e M
Humibigr of hitgy S00 [351 - 400]

RasprosiBory | S0 ampanmy £ o Rapogitany

: Fromi Subje<t: Falder Dafn:

] cﬂé:::m“mﬂ_::;: Ol vlizfroupr Lt mieg WFoidar 1 CIL/ 2000 171027

] *_ﬁr';:“"‘“‘hg::‘:gl::_: Ol usfeupeLast.meg YInbax CHIL/Z000 L7127

m = gt avpitha UHELEN" AW WEME-oupsdk. meg Yinbax CHILI 008 8T T4

< Eal b T i P v >

] = “Kefirdglaa WHT LES" BEI 3 * HrivPawe -oupsiLart. meg Wnbiow SHILII008 $TIAT06

<Kl e by basbliresigndov >
j‘ﬁ"‘::f:{if- I o ErWIZ IO s 2k g Wnbas CHEIT008 BT 114147
O f.ﬂF::f:::ﬁ-- ""“;::_’ RE T * thbarmuu-supsdk, meg nbas CHEL2008 1713100
tﬂl‘l:;?::;::-lr;\li:} RE 1 ¥ pERedsuni-aupidh mag \inbax SHALIS008 1711183
] cﬁF:me‘L";:l EVFsRIRbH-oupath.masg \inbax SIL/2008 17111148
Ef NOTE:

When the results are retrieved, the most recent documents are displayed first.

4. From the Query Results page, you can display the contents of an email by clicking the item in the list.

For more information about using the search features, including the Advanced Search feature, see
the HP Integrated Archive Platform User Guide.
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Exporting search results

Overview of the export process

Export is an advanced feature that is often used by a company’s legal or compliance officers to export
copies of archived messages from the IAP to an Outlook PST (Personal Folder) file. The original messages
remain on the IAP.

Microsoft Outlook and the Outlook Plug-ln must be installed for the export function to work. Messages
cannot be exported to Outlook Web Access (OWA) mailboxes and exported messages cannot be
viewed in OWA.

Messages can be exported to a single, default PST folder, or to a set of folders in the PST file.

When messages are exported to a set of folders:

¢ The following folders are created in the PST file: Inbox, Sent ltems, Calendar, Tasks, Journal,
Junk E-mail, Contacts, and Drafts.

*  Messages are exported to folders with the same name as the folders where the messages were
originally located. For example, if a message was located in the Inbox folder before it was
archived, it is exported to the Inbox folder in the PST file.

*  Messages archived from user-created folders are exported to folders of the same name in the PST
file. For example, if you created an Outlook folder named Folder 1, messages that were located
in Folder 1 before they were archived are exported fo Folder 1 in the PST file.

Note: If you copy a message to another Outlook folder after it has been archived, the message is
exported to the folder where it was copied. For example, if a message was archived while it was
in Folder 1 and then moved to Folder 2, it would be exported to Folder 2.

*  Messages archived from an Outlook Data File (such as an Archive Folder or other Personal Folder
File) are exported to a structure that corresponds to the original data file.

* Archived calendar items such as appointments and meetings are exported to the Calendar folder
in the PST file. Archived task lists are exported to the Tasks folder in the PST file.

* Messages archived without a folder name are exported to the default PST folder.

Deleting a message removes it from the PST file, but does not delete it from the IAP.

Exporting messages
To export copies of archived messages:

1. Llog into the IAP Web Interface and search for the relevant messages using the instructions in
“Completing simple searches” on page 13.

If your search is a complicated one, use the Advanced Search instructions in the HP Integrated
Archive Platform User Guide.

2. On the query results page, select the check box next to each item you want to export. Skip this step
if you are exporting all items in the query results.

3. Click More Options to open the options menu.

HP Email Archiving software 15



H Save Current Search Critaria
E Sava Currant Results

Sand | All Items
Export | all Items

_Export ]thn:le.d Items

| Send | Checked Items

4. To export all results, click Export All ltems. To export selected items, click Export Checked Iltems.

If this is the first time you are exporting messages, the File Download dialog box is displayed.

File Download X

Do pou want to open or save this file?

@ MName:  dewnbosdists, did
Type: Unknown File Type
From  LAF . compary.com

[ open ][ save | [ Cancel

[C] Abways ask bafore opering this type of s

‘wikile filas rom the | rtemet can be usal, some fles can pobantall
T your computer. [IF you do not kst e sounce, do not open o

5. Clear the Always ask before opening this type of file check box if it appears. (This option depends
on the version of Windows you are running and the security level you have set.)

When you clear the check box, the File Download box will not appear when you export messages in
the future.

6. Click Open in the File Download dialog box.
The PST Export window appears.

PST Export

Procassing Messags 0 (%) /15
L& Herst Mame: L&P1 , company.com
Otk Profie: Licer
Drefoull PST Folder: |m,
W Cresbe folders
External Location Properies
[ Save to External Location Browse
Foler |
Pretoc |
Derwriosd Cloza
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7.

10.

11.
12.

In the Default PST Folder box, enter a new name for the default folder.

The default folder name is Default. Any messages previously exported to the Defaul t folder are
deleted unless you change the folder name. A new PST folder is created automatically when a new
name is specified in the Default PST Folder box.

Messages are automatically exported to the default folder if the Create folders check box is not
selected.

(Optional) Select the Create folders check box for messages to be exported to folders in the PST file.

The folders will have the same name as the folders where the messages were originally located. For
more information on the folder option, see “Overview of the export process” on page 15. Note that
any messages archived without a folder name are exported to the default PST folder.

(Optional) To export messages to an external location (such as a folder on your hard drive or
network), follow steps a—c below.

If you do not specify an external location, messages are automatically exported to IAP Search Results
(IAP Search Results.pst), which you can view in the Outlook Folders List. (See step 13.)

PST Export

Processing Message 0 (0%) /115

&P Hiast Mame: L . cOMmpsany Com
Couthosnd: Profibe Liser
Dwefoult PST Folder. |CM3

W Creste tolders

Extermal Location Propenies

¥ Save to Externsl Location Browse
Folder.  [copsTFies
Pretis [complancesearch

D\'.\‘wr‘bad| Cloda I

a. Select the Save to External Location check box.

b. In the Folder box, specify a location for the PST file. Enter a path manually or click Browse
to select a location.

Note: If you add a folder that doesn’t currently exist, a dialog box appears at the time the
messages are downloaded. Click Yes to create the new folder.

c. In the Prefix box, enter a name for the PST file to be generated when you export the messages.

If the PST file contains more than 64,000 messages or the file size exceeds 1.7 GB, a new
PST file is created. The PST files are numbered sequentially (for example, XYZ_001.pst,
XYZ_002.pst, and so forth). If there is one file, it is numbered _001 (for example,
XYZ_001.pst)

Click Download to begin the export process.
A progress bar is displayed while the results are downloading.

If you exported the messages to an external location, the Message Export Facility dialog box
appears when the download is complete. Click OK to review the export log.

Click Close to close the PST Export window.

Click Close Options to close the options menu in the IAP Web Interface.
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13. If the messages were not exported to an external location:

a. Open Outlook.
b. Expand IAP Search Results in the Folder List, then open the folders to view the messages.

Favorke Folders

Al Mal Fodders
= 267 psilboc - Liser
L #nchive Search
fa) Deleted Ihems
# # Drafts
_ Folder 1
- Do
@ Junk E-mad
) Cuitben:
L= Senit e
4 [ Search Folders
A~ Compharcesesrch D01
A 9 18P Search Results
_l Complasncs
# (o Deleted eems
i Drafts
|3 Folder 1
| Db
3 Junk E-mad
(l Serd Dtems
L)l Search Folders

14. If the messages were exported to an external location:
a. Open Outlook.
b. Select File > Open > Outlook Data File.
c. Browse fo the location where you exported the PST file.
d. Select the PST file, and then click OK.
The folder containing the exported messages appears in the navigation pane Folder List.

e. Expand the PST folder, then open the subfolders to view the messages.

3 Ljl Search Folders
= £ ComplianceSearch 001
o Coripliarcs
18] Dwlstad Ttesns
L Crafts
(23 Folder 1
3 I
L Jurikc E-mad
[ Serk Ierms
Ll Search Folders
H S IAP Search Results
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Problems exporting messages

If you receive an error while exporting messages or opening exported messages, verify that your
Windows system has not associated the .dld file type with another application.

To verity the file type:

1. Open My Computer.

2. Select Tools > Folder Options.
3. Click the File Types tab.

The .dId file type should be associated with HPBatchExport, which is used to export archived
messages.

4. If _dld is associated with another application, change the association:
a. Select the DLD extension, and then click Change.
b. In the Open With dialog box, click Browse.
c. Browse fo the following location:
\Program Files\Hewlett-Packard\HP EAsSE Outlook Plug-In.
Select HPBatchExport.exe, and then click Open.
Click OK to associate the .d1d file type with HPBatchExport.

Folder Options
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Exlensions  File Types
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TYOMP  Crash Dump File
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Dtz For TLD" enderision
Dpers with: [ HPBatchExport

Files with extension DLD' ane of type DLD Fie', To changs
settings that affect sl LD Fils' e, chek Advanzed

[ ok [ Cowce |

EY NOTE:
The HPBatchExport file association can only be performed if the Outlook Plug-In is installed.
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