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You may also refer to Google Workspace documenta!on for addi!onal details -

h$ps://support.google.com/a/answer/6297084

To set up journaling for all users:

1. Sign in to admin.google.com.

2. Click Apps > Goog le Workspace  > Gmail > R ou!ng  .

3. To apply the se5ng to all users, leave the top organiza!onal unit selected.

4. Under R ou!ng  , click Config ure  or Add Another R ule  .

5. Under Add Se5ng , perform the following:

Field D escrip!on

Se5ng name Enter a descrip!ve name such as Smarsh Archiving .

Email messages to

affect

Check all the op!ons, I nbound , Outbound, I nterna l - sending   , and I nterna l - 

receiving .

Modify message
Click Add more recipients and men!on your unique journaling address provided

by Smarsh.

6. At the bo$om of Add Se5ng s , click Save .

Note

If you require selec!ve journaling, refer Google's direc!ons to create and move the users into an organiza!on and

then perform the above steps at the organiza!on level.
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