
 

 www.mailmeter.com 

 

MailMeter 

 

Individual Search and Retrieval 

User Guide 
Version 4.3 

  

 USER GUIDE 



MailMeter ISR User Guide 

ii 

 

 

 

 

 

 

 

 

 

 

 

MailMeter ISR 

User Guide 

Version 4.3 

May 2009 

 

 

Published by: 

Waterford Technologies 

www.MailMeter.com 

 

© 2009 Waterford Technologies. All Rights Reserved. 

Information in this document is subject to change without notice. No part of this document may be reproduced or transmitted in any form 
or by any means, electronic or mechanical, for any purpose, without the express written permission of Waterford Technologies. 

MailMeter™, MailMeter MBA™, MailMeter lnsight™, MailMeter Forensic™, MailMeter Investigate™, MailMeter Storage Manager™, 
MailMeter Compliance Review™, MailMeter ISR™, and MailMeter Archive™ are trademarks of Waterford Technologies. Other brands or 
products are the trademarks or registered trademarks of their respective holders and should be treated as such. 

Any errors, corrections, suggestions, or omissions should be sent to documentation@MailMeter.com. 

 
Disclaimer: The information contained within this document is provided “as-is,” “as available,” and all warranties, express or implied, are 
disclaimed (including but not limited to the disclaimer of any implied warranties of merchantability and fitness for a particular purpose). 
While every reasonable effort has been made to provide accurate information, the information may contain errors, problems or other 
limitations. Our sole and entire maximum liability for any inaccurate information, for any reason, and user’s sole and exclusive remedy for 
any cause whatsoever, shall be limited to the amount paid by the customer for the information received (if any). We are not liable for any 
indirect, special, incidental, or consequential damages (including damages for loss of business, loss of profits, litigation, or the like). 
Whether based on breach of contract, breach of warranty, tort (including negligence), and product liability or otherwise, even if advised of 
the possibility of such damage. The limitations of damages set forth above are fundamental elements of the basis of the bargain between 
you and us. No representations, warranties or guarantees whatsoever are made as to the accuracy, adequacy, reliability, completeness, 
suitability or applicability of the information to a particular situation. All information contained within this document is subject to change 
without notice  

MM-4.3-ISR-USR-000-UD1-IN1 

http://www.mailmeter.com/
mailto:documentation@MailMeter.com


MailMeter ISR User Guide 

iii 

Table of Contents 

1. Introduction .................................................................................................................................................1 

2. Logon to MailMeter ISR - MailMeter security ...........................................................................................1 
2.1 Logon to MailMeter ISR - Active Directory security ............................................................................................. 2 
2.2 Change Password ............................................................................................................................................... 3 

First Time ISR User ....................................................................................................................................................... 3 
Change Password at any time – click on the key icon .................................................................................................. 3 

3. Search Your Emails in the MailMeter Archive .........................................................................................4 

3.1 Select Received or Sent ...................................................................................................................................... 4 
3.2 Searching for Text in Subjects, Messages, and Attachments .............................................................................. 4 

3.2.1 Focusing Your Search ..................................................................................................................................... 4 
3.3 Searching for Specific Email Addresses .............................................................................................................. 5 
3.4 Searching within a Date Range ........................................................................................................................... 5 
3.4 Choice of Results Display .................................................................................................................................... 5 

Search Example 1: ........................................................................................................................................................ 6 
Search Example 2: ........................................................................................................................................................ 6 
Search Example 3: ........................................................................................................................................................ 7 

4. Viewing an Email – Action Choices ..........................................................................................................8 

5. Using MailMeter ISR from within Outlook ................................................................................................9 
 

  



MailMeter ISR User Guide 

iv 

 

 

 

 

 

 

 

 

This page intentionally left blank. 

 



MailMeter ISR User Guide 

1 

1. Introduction 

MailMeter ISR – Individual Search and Retrieval offers end users access to the email stored 

in the MailMeter Archive in an easy to use and secured interface. 

 You logon to MailMeter ISR with your email address using MailMeter security or your network 

UserID. 

 You can only search your own email. 

 Emails can be viewed, printed, or emailed back to your Inbox. 

 

 

2. Logon to MailMeter ISR - MailMeter security 

 

Enter the web page location for  
MailMeter ISR.  

http://your_IIS_server/ISR/Login.aspx 

Enter your full email address (or any alias) 
as your Email ID. 

Example:  yourname@yourcompany.com 

 

Enter your MailMeter password. 

Click Login. 

 

 

 

 

If you do not have a password or forgot your 
password, click on the Get New Password 
link on the bottom of the screen.  

MailMeter will email you a one-time 
password so you can login. 

 

 

 

 

 

mailto:yourname@yourcompany.com
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2.1 Logon to MailMeter ISR - Active Directory security 

Enter the web page location for  
MailMeter ISR.  

http://your_IIS_server/ISR/LoginAD.aspx 

 

Your network UserID and password will be 
used from the PC you are on. 

Click Login. 

 

Note! Your MailMeter administrator may have 
configured MailMeter to bypass the login screen. 
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2.2 Change Password 

First Time ISR User 

All “one time” passwords are sent to the 
email on the MailMeter ISR login page. So 
no one will ever receive a password that 
allows them to see anyone else’s emails.  

For security, you will be redirected to 
immediately change your password. 

Enter a New password and confirm it to 
make sure you did not make any errors. 
Your MailMeter administrator will have set 
password rules for you to follow. 

Click Submit. 

 

Change Password at any time – click 
on the key icon 

The Change Password display allows you 
to enter a new password to protect access 
to your emails. 
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3. Search Your Emails in the MailMeter Archive 

The MailMeter Archive search display for MailMeter ISR allows you to search every email you 

have sent or received since MailMeter began collecting emails into the Archive. 

You can enter data into any of the fields and click Search to return a list of Messages or 

Messages organized by Senders, Recipients, Attachments, or Dates. 

 

3.1 Select Received or Sent 

 

You can only search emails received by or sent from this address (or any of your valid 

aliases). Choose Received or Sent or both. 

3.2 Searching for Text in Subjects, Messages, and Attachments 

 

You can narrow the results by entering   

 a word discount 

 a phrase “test scores” 

 a number 428-9300 

 a partial word or number followed by “*” guar* 

 a partial or full word preceded by an * *PDF 

 multiple words using “AND” “OR” “AND NOT” 

Boolean expression 

“return” and 

“guarantee” 

3.2.1 Focusing Your Search 

You can focus your search on the Subject lines, body text of Messages, Attachment Names, 

and Attachment contents. Check the box next to each item to search it. 

 

To only search attachment contents, just check the Attachment Text box. 
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3.3 Searching for Specific Email Addresses 

 

You can narrow your results to a specific email address jsmith@bigco.com 

or help you find emails where you don’t know the exact 

email address. 

Jim* or js* or smithj* 

MailMeter offers detailed searching of all parts of an email address; 

including headers and aliases that will return matches on the non-

displayable parts of an email address to make sure you don’t miss 

anything. 

 

3.4 Searching within a Date Range 

MailMeter ISR allows you to easily search within a date range. 

Select All, Last 30 days, Last 90 

days, or Custom to enter a 

specific date range. 

 

Select Custom to choose a 

specific date range.     

 

Click the … to pop up a 

calendar selection.  

 

Select a specific date.   

 

3.4 Choice of Results Display 

MailMeter ISR can display a variety of results. 

Show me: A drill down list of: 

 

 
 Emails – most recent to oldest 

  Attachment Names 
  Sender Names 
  Recipient Names 
  Dates 
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Search Example 1: 

Find all emails from Brendan with the words “free” or “guarantee” in them. 

 
Click on the Subject line to display an email. 

 

Search Example 2: 

Find all emails to or from Tom with the word “happy” in them. 

 
Click on the Subject line to display an email. 

  

Attachments 

Recipients 
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Search Example 3: 

Find all emails to or from Tom with the word “MailMeter” in an attachment. 

 
Click on an attachment name to launch it from the Archive. 

Click on the Messages count to see a list of emails with that attachment. 
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4. Viewing an Email – Action Choices 

Click on any Subject or Message to see the complete display of an email. Your search terms 

are highlighted for easy reference. 

 

 
Search Click on the Search in the top menu to return to your previous search. 

First or Last  Use First or Last to go to the First or Last emails in your search results. 

Prev or Next  Use Prev or Next to go to the Previous or Next emails in your search results. 

 

You can open any attachment, print the email, or even resend the email back to your Inbox. 

   Print  

Click on the Printer icon to create a new window with the email formatted for printing. Use 

your browser File/Print option to print the email. 

 

   Email 

Click on the Envelope icon to email a copy of this email back to yourself. 

 

Your Search Criteria is displayed on the bottom of the email for reference. 

 

 

Click on to display the Rich Text Format of the original message. 

Click on to display the technical internet header information for 

messages received from email addresses outside your organization. 
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5. Using MailMeter ISR from within Outlook 

Outlook offers a capability for you to use ISR inside the Outlook display. 

 

 

You just need to create a new email folder. In this example, we 
create one called MailMeter ISR. 

 

1. Next, right click on this folder and select Properties. 

2. Click on the Home Page tab. 

3. Check the box “Show home page by default for this folder”. 

4. Enter the web address of your MailMeter ISR. We recommend 
that you use the Active Directory security since it will 
automatically log you in to MailMeter. 

5. Click OK. 

 

Now you can quickly find emails in the MailMeter Archive from 
within Outlook. 
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