
Are you getting the 
most out of The Smarsh 
Professional Archive?
5 need-to-know tips & features 
for greater efficiency 

GUIDE



2 Are you getting the most out of The Smarsh Professional Archive?

The Smarsh Professional Archive is designed to save firms time and resources on 
communication archiving, monitoring, and data management responsibilities. However, 
just like with any technology, the returns can sometimes vary depending on how familiar 
you are with certain features and capabilities. We asked our Smarsh product management 
team, builders of the Professional Archive, to compile a no-frills guide of their favorite tips 
and features that can benefit nearly any firm.

Check out our new visual eBook to see what they came up with: our top 5 feature 
highlights to help Smarsh customers get more of The Professional Archive.

What’s inside?
How to automate your supervision review processes with queues 

How to reduce false positives by eliminating redundant emails 

How to facilitate a frictionless regulatory audit by using ‘cases’ 

How to track data usage and business trends with reporting

How to streamline reviews and pinpoint risks more quickly with AI
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Automate review workflows by using queues

Feature highlight: Queues 

Availability: Available to all Professional Archive users

What it does: Supervision review queues are collections of messages that are 
automatically populated for review based on the criteria you define. Queues can help 
automate your review workflows for monitoring employee communications for potential 
misconduct and compliance violations, a regulatory requirement for many financial firms.

How it works:

• Upon clicking message queues 
in the homepage of Professional 
Archive, you will see queue 
name(s), a last updated timestamp, 
and other details.

• You can also see how many 
messages have populated within 
a queue.

• From here, you can: mark them as 
reviewed, mark as a violation, add 
tags, add a message to a case, 
assign the message to reviewers, 
and/or add notes to the message.

How to use it: If you are creating a queue from scratch, follow the steps in Smarsh Central 
to create one. The linked page includes a helpful how-to video. You can Smarsh Support 
for assistance if needed.

https://central.smarsh.com/s/article/How-to-Create-a-Review-Queue-Archiving-Platform?_gl=1*1fxfrck*_ga*MTkzNzQzMjk1OS4xNzQxMDE3OTg3*_ga_F9R4YSDPZ5*czE3NDcyNTc3NDYkbzMzJGcwJHQxNzQ3MjU3NzQ2JGowJGwwJGgw
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Need help navigating The Professional Archive? 
You have options.
Self-service 

1. Smarsh University is your one-stop shop for on-demand, virtual learning. Within Smarsh 
University, check out the Professional Archive ‘Quick Tip Series’ for short videos that 
guide you through enabling and using select features.

2. Smarsh Central is our online knowledge repository with technical product 
documentation, frequently asked questions, and more. Within Smarsh Central, you 
can find a page with links to Professional Archive product documentation, trainings, 
certifications, and help articles.

Guided expert support

3. Want help from an expert? Smarsh Support is available.

1.

2.

https://central.smarsh.com/s/login/?ec=302&inst=Pb&startURL=%2Fidp%2Flogin%3Fapp%3D0sp1B0000004CSe%26RelayState%3D%252Fauth%252Fendpoint%252Flogin%252Fresult%253Fnext%253D%25252F%2526d%253D2m0e4ir9egrel%26binding%3DHttpPost%26inresponseto%3DONELOGIN_fa8d8ffe8fc0dc60d9986e6333e91cb556a5166d
https://central.smarsh.com/s/login/?ec=302&inst=Pb&startURL=%2Fidp%2Flogin%3Fapp%3D0sp1B0000004CSe%26RelayState%3D%252Fauth%252Fendpoint%252Flogin%252Fresult%253Fnext%253D%25252Fprofessional-archive-quick-tips-series%25253F_gl%25253D1%25252Aigcdkq%25252A_ga%25252AMTkzNzQzMjk1OS4xNzQxMDE3OTg3%25252A_ga_F9R4YSDPZ5%25252AczE3NDc3NTQwNTckbzM0JGcxJHQxNzQ3NzU0MjMzJGowJGwwJGgw%2526d%253D2m0e4ir9egrel%26binding%3DHttpPost%26inresponseto%3DONELOGIN_ad5d861715f9e82136cc88fca6233439226a309f
https://central.smarsh.com/s/article/How-to-Create-a-Review-Queue-Archiving-Platform?_gl=1*1fxfrck*_ga*MTkzNzQzMjk1OS4xNzQxMDE3OTg3*_ga_F9R4YSDPZ5*czE3NDcyNTc3NDYkbzMzJGcwJHQxNzQ3MjU3NzQ2JGowJGwwJGgw
https://central.smarsh.com/s/login/?ec=302&inst=Pb&startURL=%2Fidp%2Flogin%3Fapp%3D0sp4O000000CacF%26RelayState%3DH4sIAAAAAAAAAD1S266qSBT8F17dKEJzM5kHxA1bha2gKJ45E9MN3bbcGrl4O5l_n2ZOct4qq1bVqqzULwEKM6FvxQduO1E-R7dFtkIWXQkfAuLMroRNS21cdQ0s-CzhM1lFTVdIGcx1WBU3ciN1nWd5ryO-kPIF2nV1O5tMUpa04_Z_h3HCygmDfUflyTWtG9zWrGoxF2AuSFg6QDIctHyPw4sw-1tgNa6uqfDPh0A5g8lxSWKnfH-78s-fE1DZyl6Vcg4rbQRIb2268mmuk7emfKphoN_twuekfyr823oZulPnMJIquv38sVZD13j573yxk0_uznzFRbwNpYWLWFY9Nq_j8uB_DSfMbtFaJ7TwOrR6Kcqo8QFA_beUQzvuKmvDloX7vc3jzwVt7MddeUJ2tO_qRfafJxDc97ly9EZBERSZdlAlx07m3LWPric69-e6ejTMi77H7J22j80W7eS9Th7Ych2H1No7jlKr248CQG9hm35DvOHiEQHBSrtOw2KXKMDSRxkMo_v1Urt2k4G_-Ody_iqk01621tkRK_CHI_mBTOfRWcs8TfP2dgyCxjUwe4VU2nTqzpqXz7xskMpwGqXoi6I7TbyILA6rUI4r2kJY4SHRrd1JiJzpGtfJ5pkYJ12-e2m7PG1Jf4jOtJgHt0D7cqcech2UTdMtIXEaR_ll3pereGFtnWrpvBC1PVs6vHbnL8R44oIn_t0ScWiMWDcsHQ9VGf_p5RiW8M2qhF2qa8eGMnFdKcymuiopmioB40OohRmBRYs_hGYoqZEoEOmmqGNdFoGiGaIBNE00oWlKhkSmhilxj46vnvlgsJFEBBVFBABiEQKdiESbQkMFqaqZhvDvf7iNWJQrAwAA.H4sIAAAAAAAAAAEgAN__dJOxq8zou0Hmc0nIfB9PAll3MfrxWjTe6PGtcelAtijpjmiKIAAAAA.3%26binding%3DHttpRedirect%26inresponseto%3D_90850360-ba33-44ae-a47f-f61a854d5698
https://central.smarsh.com/s/article/How-do-I-contact-Smarsh-Support
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Achieve fewer redundant emails in review queues

Feature highlight: Email echo cancellation for Microsoft Outlook (with support for Gmail  
coming soon).

Availability: Available to all Professional Archive users with a Gold and Platinum package 
(i.e. subscription tier). This feature is automatically included but must be enabled by a user 
or with help from Smarsh Support. See more below.

What it does: This feature removes email “echoes” so that you don’t have to review the 
same email messages repeatedly. During real world client testing, echo cancellation 
minimized the number of redundant email messages in queues by more than 20 percent.

How it works:
• Without echo cancellation, when an email message triggers a supervision policy 

match, the email gets added to your Professional Archive queue for further review…

• As recipients reply or forward the original email, the additional emails, or echoes, are 
also sent to your queue…

• The process of reviewing the subsequent email echoes is redundant because only 
the original email triggered the policy match.

• Echo cancellation uses an algorithm that analyzes conditions of an alert to make 
intelligent decisions about false positives, so that you can stay focused on detecting 
real potential risk.

2
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How to use it: If your company is on the Gold or Platinum tier for Professional Archive, you 
can enable echo cancellation in the ‘edit policy’ section (see screenshot below). There 
are a few additional clicks required to match echo cancellation to the supervision policies 
you choose. You can also open a case with Smarsh Support for guided assistance, talk 
to your Smarsh rep about changing your Professional Archive tier, or check out the echo 
cancellation quick tips video.

Respond to audits quickly with ‘cases’ 3

Feature highlight: Cases

Availability: Available to all Professional Archive users with access to Discovery

What it does: Adding message content to a case will organize it for future reference. 
Cases allow you to gather, review, and edit a group of messages that are needed for an 
audit or investigation. Effective case management can help you stay prepared.

How it works:
• The case management feature 

provides you with access to an 
intuitive dashboard, the ability to 
create a legal hold, which preserves 
specific data for potential litigation or 
other reasons.

• Messages in cases can be reviewed 
or removed if no longer needed.

• Once created, the content in a 
case can be exported in a variety 
of formats.

• The Discovery module with 
Professional Archive provides 
you with everything you need to 
manage your cases. 

https://central.smarsh.com/s/article/How-do-I-contact-Smarsh-Support
https://central.smarsh.com/s/login/?ec=302&inst=Pb&startURL=%2Fidp%2Flogin%3Fapp%3D0sp1B0000004CSe%26RelayState%3D%252Fauth%252Fendpoint%252Flogin%252Fresult%253Fnext%253D%25252Fprofessional-archive-quick-tips-series%25252F2194843%2526d%253D2m0e4ir9egrel%26binding%3DHttpPost%26inresponseto%3DONELOGIN_bf79b837edba3c60e9df9851b1fa8e5b72c18075
https://central.smarsh.com/s/login/?ec=302&inst=Pb&startURL=%2Fidp%2Flogin%3Fapp%3D0sp1B0000004CSe%26RelayState%3D%252Fauth%252Fendpoint%252Flogin%252Fresult%253Fnext%253D%25252Fprofessional-archive-quick-tips-series%25252F2194843%2526d%253D2m0e4ir9egrel%26binding%3DHttpPost%26inresponseto%3DONELOGIN_bf79b837edba3c60e9df9851b1fa8e5b72c18075
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How to use it: There are multiple ways to add content to a case, depending on 
preference and your own compliance workflows. 

For a deeper look at the case management tool, watch the case filtering and review video 
in Smarsh Central and/or check out the case management user guide. Contact your Smarsh 
rep if your company doesn’t have access to the Discovery module in Professional Archive.

Get insights from your archived data with reporting4

Feature highlight: Reports

Availability: Available to all Professional Archive users (note: access to specific reports 
may vary based on subscription tier or add-ons)

What it does: The Professional Archive platform includes a variety of reports to provide 
you with statistics and other valuable insights about the content of your archive. Reports 
are divided into three main categories: admin reports, policy reports, and supervision 
reports. See below.

https://community.smarsh.com/s/article/Smarsh-Archiving-Platform-Case-Management-Tools-User-Guide
https://smarsh.my.salesforce.com/sfc/p/#30000001FgxH/a/1B000000E7es/_mgaxWrbHaJsKH_yX3hgGJn68kaqm51GHbxWgG5pWTs
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How it works:
• Insights will vary based on report type.

• You can fine-tune many reports based on needs and preferences using filters such as 
date range, channel name, feed name, and more.

• Export reports in a variety of formats.

• Schedule reports to automatically run at a pre-defined frequency and send them to a 
list of recipients to automate information sharing.

• Explore advanced options, alerting, and additional filters to customize further.

How to use it: To get better acquainted with reporting, you can explore this page in 
Smarsh Central or contact Smarsh Support.

https://community.smarsh.com/s/article/What-Reports-Are-Available-in-the-Archiving-Platform
https://central.smarsh.com/s/article/How-do-I-contact-Smarsh-Support
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How it works: 
Smarsh AI Assistant expedites the review of message content populated in The 
Professional Archive’s supervision review queue or when using the search function.

• Summarize: AI Assistant leverages Smarsh’s Scenario Catalog of behavioral 
classifications to help reviewers swiftly arrive at a decision on whether a message 
represents a genuine risk or if it’s a false positive. The Scenario Catalog is AI-
powered and continually updated to surface suspicious behaviors (e.g. market 
manipulation, secrecy, and more), rather than match static rules, to more accurately 
surface potential misconduct.  You’ll be able to see a summarized version of the 
original message, along with the highlighted text which corresponds to AI Assistant’s 
risk findings.

• Translate: Activate on-demand translation services in more than 100 languages, 
utilizing specialized transcription models that have been developed in-house, 
alongside proven translation tools from AWS. Transcribe voice content to text just 
as easily.

• Act: After determining the relevance and importance of the message, reviewers can take 
appropriate action. Mark it as reviewed or escalate it, all within The Professional Archive.

5 Streamline reviews and surface risks 
more quickly with AI 

Feature highlight: Smarsh AI Assistant

Availability: Available as an add-on for The Professional Archive later in 2025

What it does: The Smarsh AI Assistant acts as an always-available compliance assistant. 
Some key features include: the ability to summarize lengthy communication content, 
intelligently highlighting potential risk, translating content on-demand, and transcribing 
audio/voice content to text on-demand.  
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Rendering. Actual UI will slightly vary.

How to use it: Smarsh AI Assistant is coming soon (later in 2025)! Talk to your sales rep 
for more information or check out an overview video.

Smarsh® enables companies to transform oversight into foresight by surfacing business-critical signals 
from the most in-demand communications channels. Regulated agencies of all sizes rely upon the 
Smarsh portfolio of cloud-native digital communications capture, retention and oversight solutions to 
help them identify regulatory and reputational risks within their communications data before those risks 
become fines or headlines. 

Smarsh serves a global client base spanning the top banks in North America, Europe and Asia, along 
with leading brokerage firms, insurers, and registered investment advisors and U.S. state and local 
government agencies. To discover more about the future of communications capture, archiving and 
oversight, visit www.smarsh.com

Smarsh provides marketing materials for informational purposes only. Smarsh does not provide legal advice or opinions.  
You must consult your attorney regarding your compliance with applicable laws and regulations.
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