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Outlook Web Access (OWA) 2007

User Guide

This document is for the sole use of Arch Chemicals, Inc. and may
contain confidential and/or privileged information. Any unauthorized
review, use, disclosure, or distribution is prohibited.

If using OWA at Internet cafes, customer computers, training centers, etc., you must follow
these four email quidelines:

1. DoNOT attach files to your emails as the computer you are working from may contain
viruses.

2. Computers in public places may have softwardddan their system to record keystrokes, so

that other people could capture and use your user ID and password. If you connect from one of
these types of places, you should change your password as soon as you are back into the network
from a known secureonnection.

3. Be aware of your surroundings and roving eyes. Treat your email as confidential material and
FOR YOUR EYES ONLY.

4. When you have finished using OWA and are ready to exit, you must click the LOG OFF
button on the upper right hand sidf the OWA tool bar (about one inch from the top). After

you have selected the Log Off button, you must also close the browser. If you do NOT close the
browser, there may be enough information retained in it to enable the next person to access to
youremail. Therefore, at the end of every email session log off and then close the Internet
browser.

Similar to the Screen Saver policy that locks the office desktop aftirities of inactivity, the
browser screen will lock after 15 minutes of naat. However, your email will not disappear
from the screen until you or someone else refreshes or closes the browser.
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I. Overview: Outlook Web Access (OWA) is one method of several that may be used to
connect to Microsoft mail services. As with counterpart Outlook, OWA enables a user to
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send and retrieve email, create and check schedules, look up contact information, check or post
to public folders, as well as take advantage of an entire range of other messaging features.
Unlike Outlook howeer, OWA does not require any special software to be installed, as it uses a
web-browser for its display. Thus, almost all machines around today are ready to run Outlook
Web Access.

Il. Starting OWA : Outlook Web Acceskas a new looknd isaccessedia a given web
address. Thus, to start OWA for Arch Chemicals users:

1. Start Internet Explorer:
a. ClickStart Menu, lower lefthand of screen

b. SelecPrograms
c. Selectnternet Explorer

2. In the address bar the top, typi#ps://web.archchemicals.com/exchange
3. PresEnter. You should see the login screen (Figure 1):

The OWA 2007 logon page will remember your 'private' selection and the username you
entered on those trusted machines betv@&A sessions so you only have to enter your
password the next time you log on. There is also a checkbox here for the 'Light' version of OWA
here too, for the Mac and browsers other than IE6 and 7. It's also optimized for Accessibility,
making it easier onsers with low vision and screen readers. Look for a post on that version of
OWA here soon. The look and feel of the screen has also been updated.
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Microsoft

= Office Outlook Web Access

Security ( show explanation )
()  This is a public or shared computer

@ Thisis a private computer

Use Outlook Web Access Light

User name:

| Logon |

ected to Micre Exchange
7 Microsoft Con on. All rights reserved

4. Enter your login Id and password
5. Press Return on the keyboard, or click OK with the mouse
6. Outlook Web Access should begin after a brief delay.

lll. Layout of OWA : When OWA opens, you will see the default display which involves three
horizontal window panes (Figure 2):
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oy Microsoft®
;. Office Outlook web Access

Connected to Microsoft Exchange

Mail < || Inbox (1 Items)
= £ Dal Test 50 Bnew - | [ B X B- & aReply | (58 Reply to Al | (53 Forward
'ﬁ Calendar
=] Contacts Search Inbox 2 -y Test
= Deleted Ttems (3)
@ Drafts Arrange by: Date - Mewestonktop « DCIL TEST EXC 56
|.=2| Inbox Today Sent: Monday, January 04, 2010 8:34 AM
(@ Junk E-mail | CELEET e s34am | To  DdlTest50
IE: go:s Test
= Outbox
[ RSS Feeds Test
L= sent Items
| Tasks

[ Search Folders Folders

Folder Items

Preview Items

The first pane from the left is the folders list. When OWAt#ted, the Inbox will be the folder
highlighted.

The second or middle pane will list the contents of whichever folder is highlighted in the first
pane. Thus, for Inbox it will list your email messages currently in your mailbox with the most
recent athe top. For users with larger numbers of items, OWA will display the first page of
around 50 items. To access different pages, use the page contrda@tdaheright of the

screen above as shown here in Figure 3.

Items 1 kolofl

(Figure 3).

The third pane on thiar right isthe Preview pane. It will show the actual contents of
whichever item is highlighted in the middle Item pane. This individual item may be read here in
the Preview window, or one may dowaliéck the message in the middle pane to launch anothe
window containing only that message.

Within Message Options, you can change the number of items to display per page to 100.
Click on Options at the top and select Messaging on the left.
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Li) ] E¥ Options l DCIL TEST EXC 56-] Log Off

@ Help

(Figured4).

1=, Microsoft®

;i .Office Outlook web Access

Connected to Microsoft Exchange

Opkions Q Save

Regional Settings

& Message Options

Messaging
SR Mumber of items to display per page: | 100w
Calendar Options After maoving or deleting an item: open the next item b
Out of Office Assistant Flay a sound when new items arrive
Rules Display a notification when new e-mail items arrive

_ _ Display a notification when new voice mail items arrive
ooy Display a notification when new fax items arrive

(Figure 5)

V. General Usag e of OWA. Designed to look and feel like Outlook, most of OWA

functionality can be accessed via icons, which are buttons graced with descriptive pictures. When you
move your cursor over an icon, the mouse pointer will change from an arrow to a hand, symbolizing that
you may click the button. These icons are usually grouped together and are specific to whatever folder
type you are in. For instance, the Index toolbar is denoted in Figure 6 while the Calendar toolbar is
shown as Figure 7.

Inbox (1 Tkems)

@ Mew = - % X % - % a Reply @ Reply to All Q Forward

Figure6 (Tools for Inbox)
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Calendar (Movember 2008}

HH New - Today = EH|Day [5 wWorkweek [ week | HfiMonth| X |

Figure7(Tools for Calendar)

¢tKS @lFraid Yre22NRGe 2F Glraia OFry 0SS | OKASOSR o0& dzah
2y GKS Lyoz2E ONBI(GSa || ySg vSaal3asS 42 oS alSyido ¢
calendarrequest. ¢ KS a- ¢ Ay 020K OFrasSa oAttt RSESIS 6KAOKSGS
include:

Composing new email

Click New to open and compose a new e -mail. Here, you can add names and addresses
easily with the new auto  -complete menu that remembers recently -used items .

f=dcend A 0 G B Y B & YV - Ed- [ options.. HTML w

G To... jehl
john@yahoo.com |
G cc.. |
Subject:
Tahoma viwuv B I HEEEEE?‘E?av'&'x

(Figure 8)

The Global address list is also available by selecting To.. and typing their last name . Notice that you now
receive Calendar free busy information.
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= =
= ﬁ =1
jnhnl X - ¥ ]Oh“
Arrange by: Lask name - Aontop - Contact E-mail john@yahoo.com
r
John
john@yahoo.com
(Figure 9)
Availability Mon 1/4/2010 o | Show only w howrs
Monday 1/4/2010
4
(Figure 10)

E-mail appears automatically as it arrives  in your Inbox and the unread counts in the
folder tree stay up  -to-date so you no longer have to press the "Check Message" button over
and over again to see if you have received that important email you've been expecting.

Also in the folder tree, we've enh anced drag and drop functionality from the mail list. You
can drag and drop single or multiple items from the mail list into folders and interact with
those items by right clicking and choosing actions within the menus. The right -click folder

tree context menu now includes:

- New folder creation and in  -place folder renaming (no more dialogs). Just choose the type

of folder you want (Mail, Calendar, Contacts, Tasks) and right -click to choose "Create New
Folder" from the menu.

- "Mark All as Read" action for folders

- "Empty Folder" to delete all items in one click - a new Option to empty the Deleted Items
folder on log off is also provided in the new Options pages.

- New integrated Reminders drop down from the folder title area. You can choose to hide

these temporarily by one click outside the menu, or dismiss individual or multiple

appointments by clicking the Snooze or Dismiss buttons. This isn't a pop -up so it won't be
blocked, and you won't miss an appointment.
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A 2 Reminders ~

Reminders

:ﬁ Lunch with Team
Start time: Thursday, April 20, 2006 12:00 PM

Subject: Due in:
m remember to pick up dry cleaning 37 minutes overdue

b

Dismiss all Open Item || Dismiss

; E@ Lunch with Team 4 hours 27 minutes ov... ‘
i
|
|
\

Click Snooze to be reminded again in:

S minutes v \ Snooze

(Figure 11)

Since the browser won't let us render things outside the brawwsgow anymore due to
WinXP SP2 security enhancements, the New Item Notifications are also presented integ
into the OWA folder title area (not a payp from the Windows taskbar). This appearsinas
menu with the subject and sender name showh g&conds before fading out from the main
window while you're working in any module (including Mail, Calendar, Contacts, and Tas
Clicking on the notification will select the newest item in the Mail list, even if you're in anc
area like Calendar @zontacts. Different notifications exist for each type ahitenail, voice
mail and fax.You may turn Notifications and Reminders off completely in the Options pag

Find Someone ‘ BB Options - \ Log Off

2 2 Reminders » | 1] New Mail ] New Yoice Mai Ké] New Fax | @ Help

| Kevin Brown
RE: updated calendar icons for your spec

(Figure 12)
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Calendar

The Calendar has been completely redesigned with tons of added functionality and visuals:

- New calend ar views for daily, weekly, and work week including a new Reading Pane
preview available for all views so you don't have to double click to open an appointment to
see the full details

Be EX Yow Fpets Ik 0 Q- Q- W A G P h €O & - ar
Mg ess | ) Brtps:[fancharge mcrosoft comfexchange :'Z] °°
e e T — =

&5 Office OUtlook Web Access
Carwartodd 1o MIa 00N Lahamae
Coimeder K Calendar (\urd 2008 @ 2Reanders = KD rein
< Rork 2006 o oww - I - tody Mowy SJwes TMwodwed X A
SHITWTPFrS TSI ——————
h2TIn29 w31 o ¢ 217 Monday 18 Tuesday 19 Wedrosday 20 21 Friday
23245672+8 : ———
2101112 IS 14 15 lom Blocked off for producti | Bocked off for products | | Dlocked off for product. | Blocked off for product)
1647 18 102021 22 Wy ey iy Ry
202425262120 9
V1234 11»® |
! |
Moy o e o ol
12‘« Working hunch about fut | | Lusch with Team Lunch with
gcm Cafe 16 | | May —_—
Jensen Harris o o 0‘?5?mu
Crwate New Coerder 190 | Customer visits 4Yo'v
ittty ———— { SR
Uxecutive Review of Cor |
| son Propect | <>
2% | Evedutive Boardroom 3 Review with Mary and K
} Jensen Kas ol ristian
3® Part 13 Product reviews | Paet 11 Product reviews | Weekly status review w
| | Roapa Room - Conerence C | | Risns oo - Corference € | ith Mary
O/ | Jofmsen Harrs O | Jermen Hrls o = o
4 - |
(Figure 13)

- New visuals with transparency during drag and drop actions and colored free/busy status

indicato rs
- Enhanced Date Picker with current date selection and view settings reflected for daily,

weekly, work week
- Improved, integrated date -based navigation including next and previous buttons and

hourly timestrip with "now" indicator:
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Calendar &« | calendar (april 2008)
< Aplzoos v > Enew ~ | [d~ | Today
S M TW T F S _
26 27 28 29 30 31 1 < 220 Thursday
2 3 4 56 7 8

910 11 12 13 14 15 1000 -

16 17 18 19[20/21 22

23 24 25 26 27 28 29

30 1 2 3 4 5 ¢ 11090
My Calendars
12 PM | Lunch with Team
4] Calendar
2
Create New Calendar 100 ~
(Figure 14)
- In-place "Create New Calendar" function for multiple calendar management

- Double -click to create a new appointment at the desired time on the calendar surface

- "Smart" scheduling with integrated free/busy status indicators for each meeting invitee,
meeting time and room suggestions, and a room picker with most recently used menu for
frequently used meeting locations. No more convoluted searching for rooms!
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i3send @ | ORecurrence... Ml 8, IR CocelImvitotion | § § | FanText

Appointment Scheduling
Seaet time:  Thu 4§20/2006 v S00PM v Endtime: Thu 4/20/2006 v 6:00PM v [T Show only working hours

o Igz_‘;ﬂ.*a:.ﬁ:imHF E— < Apri 2006

Au:sautmm O0PM  3:00PM  4:00PM S0P 6:00PM  7:00PM  8:00 M | Suggested Times

‘M.lsdc:tnooms'

Suggestion Qualty:
[Grest  [T1Good M Poor

& B S Local intranet

(Figure 15)

V. Closing OWA: To close Outl ook Web Access,
the top righthand of the screen.
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VI. Hints and Tips:

1. Spell Checker: This has always been in Outlook but it is new to Outlook Web Access. This
option appears when composing a new message. Figure 7 shows this icon.

-~

idsend o 0 & & Y 8 (& ¥ - L4~ [ Options.. HML w

(Figure 16)
Options
New Options page format, separated into sections for each feature area. Some ne w features
here include:

- An enhanced Out of Office Assistant that allows you to create messages, set your Out of
Office for a specific period of time in the future (this is great, because you can set it up in
advance and you don't have to remember to tu rn it off):

& risp

ird S&

s

&

wsd Out of Office Assistant

Create Ont of Office messages here, You can ether chooss to reply to senders whie you are cut of the office
or send messages Lo senders for a speclic period of time

1 Do nek sand Out of Office mescages
(3) Send Ot of Office messages
[¥] Send Out of Office messages only during this time pericd:

Start tme:; Thes 4720/2006 v B0OMM »

End time: Mon /2412006 v G00AM v

The fobovang Ok of Office message will be sent in resporse to messages from senders In your orgarazation

Frankdn Gothe: Book vioy B I U WEEIASTEEY-A-

fm out of the office for a technical conference from this Thursday - Monday of next week ‘

] Serd Out of Office messages to External Senders

(Figure 17)
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- You also get to choose if you want to send a different message to external recipients. We
also have new Out of Office notifications to remind you that you have this feature turned
on, or turned on for a specific timeframe:

Inbox (3778 Items, 65 Unread)
Out of Office messages will be sent until Thursday, April 27, 2006 5:30 PM  Click to hide

Sdnew ~ [~ X 4 &Reply | (@ Replytoal | &g Forward

Change Password
To change your password:
1 Type your old password.

Type a new pasgord.
1 Type the new password again to confirm it.

=

1 Click Save to save your new password.

After you save, you may have toeater your credentials and log agaan. Outlook Web Acce
will display a message after your password is changed successfully.

To Discover your Mailbox size.

Point to your name at the top of the mail folder list. A window will appear that shows t
current size of your mailbox.

To recover a deleted item

1. In Outlook Web Access, clic®ptions, and then cliclDeleted Items

2. Select the item that you want to recover by clicking it in the Recover Deleted Item:

3. Click Recover to Deleted Itemdolder to recover the item étermanertly Deleteto
permanently delete the item.
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VIl. Differences with Outlook: owa shares much with Outlook. However, some

limitations do exist. Some main ones are:

1. No local storage of email OWA will allow you to access mail that is stored on th
Exchange server. Local PSTs will not be available.

2. Cannotopend her peopl e WbkenCeating axMeatingsRequest via
the Calendar, you can see if someone is busy or available, but you cannot actuall
his or her calendar.

No Journal. The journaling feature is not supported in OWA

3. Drafts. While saving dafts is supported in OWA, the atgave feature is not as
complete as the full version Outlook. Brower crashes can cause an email you
composing to be lost.

This document is for the sole use of Arch Chemicals, Inc. and may
contain confidential a nd/or privileged information. Any unauthorized
review, use, disclosure, or distribution is prohibited.
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