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Add 0365 Backup + Archiving

e Sign in to your account and you will be redirected to your Dashboard.

Partner Logo 3= .

Start Your Email Backup.

Add at least one email account to enjoy our backup & archive service

+ Add Backup

e C(lick on the “Add Backup” button on the top right-hand corner.

Partner Logo w E-. @ >

© Add New Backup
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Office 365 Hosted Exchange Gmail

Do not know Email Account Password ?

te the credentia der via email to Add Backup on your behalf

e Click on “Sign in with Office 365".

For archiving you must add sign in with the global admin credentials of the O365 tenant
account.
e Sign in to the 0365 global admin account accordingly.
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B® Microsoft

Sign in

k'vnn\ address, phone number or S

No account? Create one!

Can't access your an,um‘

e Please accept the permissions

BS Microsoft

steve-upn@dropmyserver.com

Permissions requested
Accept for your organisation
Dropsuite Email Backup - EUW

App info

This app would like to:

Read zll usage reports

Read znd writz items in all site collections (preview)

Read and write all OneMNote ooks

Sign in and read user profile

Accesz d a5 the signed in user

Acesz uzar's dats amytime

Read and write mail in all mailboses
Send mail as any user

Read and write contacts in all mailboxes
Read znd writz 31l groups

Read and write directory data

Read all users’ full profiles

Read and write calendars in all mailboxes

Read znd write files in 21l site collections

and delete items and lists in all site

K

Creatz 2
collections

Have full control of all site

<

e Once accepted, you will be given a choice:
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Add Manually
If you select this option, you will need to select the users that you want to add to
backup/archiving.

In future if you add more users to your 0365, you will have to add them to the backup/archiving
manually.

1. Inthe next step you will need to select the user(s) that you want to add to
backup/archiving.
a. The status “Available” shows that have not yet been added to our backup/archiving.

b. The status “Added” shows that have already been added to our backup/archiving.

Add New Backup

All (139)

Available Emails (7)
Active Emails (132)
Excluded Emails (0)

2. You can also choose to add user(s) to exclusion list, if you do not want to be added to
archiving ever.
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Add New Backup Account Information

R Q

b
Add to exclusion list

T
a. The status will change from Available to Excluded once they have been added to

exclusion list.
3. Click Start Backup once you have selected all users.

Add Automatically by AutoDiscover

If you select this option, we will automatically add all the users to the archiving. In future also if
you add more users on your 0365, we will add them to the archiving automatically.
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1. You can add users to exclusion list if you don’t want them to be excluded from
Autodiscover process.
= Simply select the users from “Select an option” dropdown. This will add them to
the exclusion list
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Auto Discover

All new and available email account from this domain ( ) will be

automatically added by AutoDiscover, except for inactive and excluded account.

139 Total Emails:
7 Available.

132 Added

0 Excluded

Select Excluded Account:

Excluded status can be edited in Account Settings section after Add Backup process is
completed.

e C(lick Continue - this will add all remaining users to the backup.
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Add 0365 Backup Only

e Sign in to your account and you will be redirected to your Dashboard.

=
Partner Logo e~ @ v

Start Your Email Backup.

Add at least one email account to enjoy our backup & archive service.
+ Add Backup

0 seats available

e C(lick on the “Add Backup” button on the top right-hand corner.

Add New Backup

0 3 M

Office 365 Hosted Exchange Gmail Other
Email, Contact, Calendar, Task and Email, Contact, Calendar and Task Email Only Email Only
OneDrive
l:l Sign in with Office365 @ Sign in with Exchange 3 Sign in with Google Sign in with Other

Do not know Email Account Password ?

Invite the credential holder via email to Add Backup on your behalf.

Invite

e C(lick on “Sign in with Office 365”.
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Add Office 265 Backup

Single Account Multiple Account

Sign in to add personal account Sign in with global admin credential to add
multiple account

1} Sign in with Office 365 J Sign in with Office 365

1. Ifyou are adding multiple accounts in the same tenant please select “Sign In with Office
365” under the “Multiple Account”. In this case you need to sign in with global admin
credential to add multiple account. If you want to backup SharePoint you must select
this option - this is the preferred method to add users to backup

2. Ifyou are adding only one account which is not the admin account, please select “Sign In
with Office 365” under the “Single Account”. Please note that SharePoint will be not

be added to backup under this option.

e Sign in to the correct 0365 account accordingly.

B® Microsoft
Sign in

tmad address, phone number or Skype

No account? Create one!

Can't access your L)fcount’

o Please accept the permissions
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B® Microsoft

steve-upn@dropmyserver.com

Permissions requested
Accept for your organisation

Dropsuite Email Backup - EUW

App info

This app would like to:

Read zll uzage reports

Read and write items in all site collections (preview)
Read zand write all OneMote notebooks
Sign in and read user profile

Accessz dirsctory as the signed in user
Agcess user's data anytime

Read and write mail in 21l mailboxes
Serd mail as any user

Read and write contacts in all mailboxes
Read and write all groups

Read and writs directory data

Read all users” full profiles

Read and write calendars in all mailboxes

Read and write files in zll site collections

00K

Creatz. edit, and delete items and lists in all site

collections
v Have full control of all site collections
f you accept, thi

all users in your o
review thesa pen

ill get access to the specified resgurces for
on. Mo one else will be prompted to

ions means tha
thair Terms of 5
change these parmi
apps.microsoftoom. Show datails

e Once accepted, you will be given a choice
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Add Manually

Dropsuite

AutoDiscover

Automatically add new available emal

account

If you select this option, you will need to select the users that you want to add to backup.
In future if you add more users to your 0365, you will have to add them to the backup manually.

10
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4. In the next step you will need to select the user(s) that you want to add to backup.
a. The status Available shows that have not yet been added to our backup.

b. The status Active shows that have already been added to our backup.

Add New Backup

~ Y@] Q
All (139)
Available Emails (7)
Active Emails (132)
Excluded Emails (0)

5. You can also choose to add user(s) to exclusion list if you do not want to be added to backup
ever.

Add New Backup Account Information

v T~ Q

g
Add to exclusion list

TR
%
a. The status will change from Available to Excluded once they have been added to
exclusion list.
6. Click Start Backup once you have selected all users.

Add Automatically by AutoDiscover

If you select this option, we will automatically add all the users to the backup. In future also if
you add more users on your 0365, we will add them to the backup automatically.

11
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1. You can add users to exclusion list if you don’t want them to be excluded from
Autodiscover process
=  Simply select the users from “Select an option” dropdown. This will add them to
the exclusion list

Auto Discover X

All new and available email account from this domain | ) will be
automatically added by AutoDiscover, except for inactive and excluded account.

132 Total Emails:
7 Available.

132 Added

0 Excluded

Select Excluded Account:

Excluded status can be edited in Account Settings section after Add Backup process is

completed.

e (lick Continue - this will add all remaining users to the backup.
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