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1 Introduction

Messagewaree OWA Desktop is a revolutionary product that extends desktop email control and ease of
use to the OWA web mail user, making Outlook Web more like desktop Outlook than ever before. Now,
companies can easily make OWA an integral part of their corporate messaging. Alerts, notifications and
status are available at a glance. With a single click the user can access their inbox and calendar, and
compose emails, meetings and tasks. With OWA Desktop, users will have fuller, richer messaging at a
fraction of the cost of dedicated software.

Other key features include:

e Advanced New Mail and Reminder notifications

e Import and export of personal contacts

e Import of regional, national and religious holidays
e One-click Inbox and Calendar access

e Single click composition of mail, meetings, tasks

e Easy management of multiple email accounts

1.1 Functional Overview

Messagewares OWA Desktop is a client component that is installed on a Windows machine. OWA
Desktop is added to the Startup group and auto starts at Sign on.

© 2021 Messageware Inc. All rights reserved.
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2 Configuring OWA Desktop

2.1 Create a New Account

To assist first-time users in creating an account, the Create new Account window opens automatically

following the completion of the installation.

2.1.1 Automatic Account Configuration

© Nickname:

E-mail Address: |

Uzer name: |

You must enter your User name exactly as you do in

OWA; either User, Domaini\User or User@Domain.com

Password: |

Retype Password: |

i) Automatic configuration

i} Manual configuration

< Back Mext = Cancel

To automatically configure your account settings enter the following information into the respective

fields:

e Nickname: this can be any name that you wish to be displayed on/for your OWA Desktop

account

e E-mail Address: this is the e-mail address associated with your OWA account

e User name: this is the user name associated with your OWA account. You must enter your User
name exactly as you do in OWA: either User, Domain\User, or User@Domain.com

e Password: this is the password currently associated with your OWA account

e Automatic Configuration will be preselected for you

e Click Next to review your settings

e Click Check Settings to verify accuracy of account information and to test connectivity

© 2021 Messageware Inc. All rights reserved.
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(¥ Testing Account - Login Information >

o OWA test succeeded.

o EWS test succeeded.

e Click OK to create your account
e Enter activation code when prompted

(& Julia - Messageware OWA Desktop Activation

Enter activation code or import license file.

Activation key ll

Click here to import license file manually.

Julia [julias@ costono.com ] is not currently licensed.

Please enter the Messageware OWA Desktop activation code. We
recommend you copy/paste the activation code from your e-mail.

Lok ||

Cancel

© 2021 Messageware Inc. All rights reserved.
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2.1.2 Manual Account Configuration

i.&l Create Mew Account *

@ Nickname: *

E-mail Address: |

Uzer name: | |

You must enter your User name exactly as you do in
OWA; either User, DomainiUser or User@Domain.com

Pazzword: | |

Retype Password: | |

O Automatic configuration

{¥) Manual configuration

< Back Mext = Cancel

Manual configuration can be used in case Automatic configuration is unable to detect the Exchange
Server settings, or for personal preference.

To manually configure your account settings enter the following information into the respective fields:

Nickname: this can be any name that you wish to be displayed on/for your OWA Desktop account.
E-mail Address: this is the e-mail address associated with your OWA account
User name: this is the user name associated with your OWA account. You must enter your User name

exactly as you do in OWA: either User, Domain\User, or User@Domain.com

Password: this is the password currently associated with your OWA account

Select Manual Configuration

Click Next to configure your account settings

Select one of the following:
e Open principal mailbox: select if this is the mailbox associated with the domain credentials
provided (selected by default)
¢ Open other mailbox: to open a secondary account that you have delegation permission to
access.

Under Server Configuration:
e Enter your OWA URL: enter the Outlook Web URL (for accuracy, copy the OWA URL from
the browser).
e Enter your EWS URL: enter the Exchange Web Services URL The URL should be in the
following format : https://mail.company.com/ews/exchange.asmx

© 2021 Messageware Inc. All rights reserved.
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Example:
@& Exchange Server bt

@ Nickname |lulia Smith .

Mailbox Configuration

(%) Open principal mailbox
2 Open other mailbox

E-mail Address |ju|ias@costono.com

User name |d0main\ju|ias |

You must enter your User name exactly as you da in
OwWa; either User, Domain'User or User@Domain.com

Password |"""uu |

Retype Password |||||111&tt |

Server Configuration

OWA URL |h11ps:L’maiI.costono.con’l;’nwa

EWVWS LIRL |ht'tps:HmaiI.costDnD.con‘lfews,’exchange.asmx

eg, https://mail.company.com/owa/’
https://mail.company. com/ews/exchange asmx

| Check Settings |

| oK | | Cancel |

e Click Check Settings to verify accuracy of account information and to test connectivity

(¥ Testing Account - Login Information >

o OWA test succeeded.

o EWStest succeeded,

e Click Apply to configure your OWA Desktop account
e Enter the license activation code when prompted.

© 2021 Messageware Inc. All rights reserved.
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(& Julia - Messageware OWA Desktop Activation X

Julia [julias@ costono.com  ]is not currently licensed.

Please enter the Messageware OWA Desktop activation code. We
recommend you copy/paste the activation code from your e-mail.
Enter activation code or import license file.

Activation key ll l

Click here to import license file manually.

OK | _ Cancel

Note: Should you need to correct any of the information on the Create New Account Form, you can make

the changes by selecting Edit under Accounts on the OWA Desktop Commander found in the Taskbar
icons.

© 2021 Messageware Inc. All rights reserved.
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3 Launching OWA Desktop

Messageware OWA Desktop can be configured to run automatically on start up. If it is necessary to
restart, you can access OWA Desktop from the Start menu

(Start\Messageware Incorporated\Messageware OWA Desktop)

Windows 8.1

Windows 10

% | Messageware
L

Messageware O/
Guide

Messageware_

ﬁ Mail
.@. Maps

Messageware Incorporated
New

fé Messageware OWA Desktop

New
Messaging
Microsoft Edge

Microsoft Office 2016 Tools

Microsoft Remote Desktop

New

Microsoft Solitaire Collection
Microsoft Store

Mixed Reality Portal

Mixed Reality Viewer

Mobile Plans

Movies & TV

MSN News

My Office

£ iype here to search

Create

Friday

20

©)

Alarms & Clock

Explore

L

Microsoft Store

© 2021 Messageware Inc. All rights reserved.
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4 Using OWA Desktop

4.1 The OWA Desktop Commander

The OWA Desktop Commander is where you can access the features and functions of OWA Desktop. Click
on the OWA Desktop icon & in the System Tray to launch the Commander.

Julia
Outlook Web
Inbox (0)
Calendar (0)
Tasks (0)

Compose Mail
Compose Appointment

Compose Task

View Unread

View Reminders

Connection Status
Import and Export
Accounts

Options

Help

Restart

Close 10:52 AM
. T de =

4.2 Nickname

Julia

You can choose any name for this field that you wish to be displayed on/for your OWA Desktop account.

© 2021 Messageware Inc. All rights reserved. 12
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4.3 Outlook Web Functionality

4.3.1 Outlook Web

[Pk  Outlook Web

Clicking on Outlook Web will open your main OWA window. You do not need to open a browser
window and enter the address of your exchange server, or log on to Exchange. OWA Desktop has taken

care of this for you to make it simple to launch your Outlook Web session with a single mouse click.
o b ) o |

Office 365 Qutlook

INBOX Conversations BY DATE « . . F-3
@ e Grouping Open Batch Loss Use Environments n
p All Unread Tome Flagged ERepy  €EReply 2 Sforward  esa
Older Mark as read

Tom Harmon
\i'Tom Harmon Fri 10/4/2015 1:20 PM
Grouping Open Batch Loss Use Envin 10/4/2015
Hi Kristi, I have just finished filling out the 9T...
R To: Max Simpszon;
Michael Dawson
Common Open Yearly Schedule 10/4/2015
Kristi, [ think we will need to meet to discuss.. Utility Belt TakeNote + Get more apps

Bill Bote; Casper Mains
» New Employee (2) 4/30/2015 Hi Max,
Casper, Thank you very much for the warm i...

| have just finished filling out the 9T8 report on batch loss. | think this should be in line
» with what we were expecting. | have uploaded them into the SharePoint workflow.
Please let me know if you have any questions.

Tom

© 2021 Messageware Inc. All rights reserved. 13
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4.3.2 Inbox

pod Inbox

Clicking on Inbox will display a compact version of the OWA window freeing up space on your display for

other work. The window is fully functional and clicking on any of the displayed items will allow you to

reply/forward/delete just like in the full Outlook Web Window.

While the full Outlook Web screen may be appropriate in some situations, most of the time you will find

the advantage of the ease of use of launching individual functions with a single click.

In the Commander, OWA Desktop displays the number of unread messages (in parenthesis) beside the

Inbox item.
S
INBO! G BY DATE w A
® NEOX nperaon. SN Common Open Yearly Schedule
Jo) All Unread Tome Flagged €Reply  €EReplyall  =DForward  eee

Oider

Tom Harmon
» Grouping Open Batch Loss Use Envin 10/4/2015
Hi Kristi, [ have just finished filling out the 9T...

[VIMichael Dawson
Common Open Yearly Schedule 10/4/2015
Kristi, I think we will need to meet to discuss...

Bill Bote; Casper Mains
» New Employee (2)  4/30/2015
Casper, Thank you very much for the warm i...

»

Done

Michael Dawson
Fri 10/4/2015 1:10 PM

(
!

To: M Max Simpson,

Utility Belt TakeNote

Max,

Mark as read

+ Get more apps

I think we will need to meet to discuss the yearly schedule prior to the end of Q4. My
thought is that this should be in place by mid November. Does this meet your time

frame?

Mike

© 2021 Messageware Inc. All rights reserved.
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4.3.3 Calendar

=5 Calendar

Clicking on Calendar will display a condensed, fully functional version of the OWA window allowing you to
create or delete or open meetings or appointments, and change the calendar view.

In the Commander, OWA Desktop displays the number of current reminders (in parenthesis) including
those that have been snoozed.

L Search Catendas D New|v [ Addcatendarv () Share & Print
< > < > July2018 v
...... i
Sales Report Due 103 Marketing Me-
4.3.4 Tasks
IEI Tasks

In the Commander, OWA Desktop displays the number of incomplete tasks (in parenthesis) that you are
currently tracking. Clicking on Tasks will open a compact Task window, allowing you to work with and
modify your list of tasks.

Sales Report

/] Sales Report P Due Monday, July 23, 2018 # Edit v

Monday, July 23, 2018

Add contents list to docs o

© 2021 Messageware Inc. All rights reserved. 15
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4.3.5 Compose Mail

8 Compose Mail

To save even more time and key clicks you can use the Compose Mail, Compose Appointment and
Compose Task options to quickly open compact, fully functioning OWA windows. This is much more
efficient than opening the full OWA window and clicking to get the mail, appointment or task screens and
then clicking to compose.

Clicking on Compose Message opens up the OWA new message window allowing you to compose and
send a new message without having to log into OWA.

&1 Julia - Outiook - o x
P Send o Spell | ¥ B Attach Discard  +s+ x
Te
Ce
M A B I U & A IZ iZ Z¢ 3 = = =@ @ ¥ X% I 1 A E
m Discard ¥ Spel b © A v [ O oratsavedatssam

© 2021 Messageware Inc. All rights reserved. 16
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4.3.6 Compose Appointment

Compose Appointment

Clicking on Compose Appointment in the OWA Desktop Commander opens the OWA new appointment
window complete with scheduling assistant, allowing you to create a new appointment or meeting
request with one click.

& Julias - o x
H Save [ Discard V¥ Spell | ¥ B Attach Charm v  Categorize v O} x
. ~
Details W reedback Peop\e F% Scheduling assistant
| +
£ 1) Julia Smith
Y Free
Fri 7/20/2018 11:08 AM -
Fri 7/20/2018 138 AM -
All day Private
Never ~ | Calendar
15 minutes - Busy -
Add an email reminder
W OB 1 UM A & A DS ZeIx v
W

© 2021 Messageware Inc. All rights reserved. 17
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4.3.7 Compose Task

EI Compose Task

Clicking on the Compose Task heading in the commander opens up the OWA Task window allowing you

to create new tasks.

JuliaS

v'save XDiscard 3y Spell B Attach

Subject

Due

MNone Show more details
© | B 1 UM A &~ A== Z€3xEV

© 2021 Messageware Inc. All rights reserved.
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4.4 Notifications

4.4.1 New Mail and Unread

Wiew Unread

OWA Desktop has been designed with enhanced New Mail and Unread windows. Just like OWA, you will
receive new mail notifications that will inform you of any new mail you have received. You have the option
in OWA Desktop to have the following alerts for New Mail Notification.

Note all these options are on by default.
e Show "View Unread” window on new mail
e Show balloon tip on new mail
o Show message preview in balloon tip
e Play sound on new mail
The popup window will bring up the View Unread window that features a list of unread messages in an

enhanced new mail notification window. Clicking on View Unread in the Commander will also open this
window.

1 Max - Inbox (4 unread messages) EI

k% Reply  wuReply Al ps Forward € Delete g Mark as Read Mark as Unread

m ! !j From Subject Received - ﬂ[>
k24 Tom Harmon  Grouping Open Batch Loss Use Environments Fri 10/4/2015 1:20 PM
Michael Daws... Common Open Yearly Schedule Fri 10/4/2015 1:10 PM
Bill Bote RE: New Employee Tue 4/30/2015 11:19 AM
Casper Mains  New Employee Tue 4/30/2015 11:17 AM

Open ltem ” Refresh H El._q Outlook Web App ‘

From here you are able to do the following directly from within the View Unread window:

e Open a selected message (click Open Item button or double click on item).
e Reply or Reply All for a selected message

e Forward a message

e Delete a message

e Mark as read or Mark as unread

o Refresh View

e Go to Outlook Web App (Mailbox)

© 2021 Messageware Inc. All rights reserved. 19
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This window also displays attachment g and importance ! icons as well as flags Ib for each email; and
features a right click menu for ease of use.

[ Max - Inbox {4 unread messages) EI
k4 Reply gt Reply All - s, Forward X Delete  p_qMark as Read Mark as Unread
IE ! g From Subject Received - ID‘
Tom Harmen  Grouping Open Batch Loss Use Environments Fri 10/4/2013 1:20 PM
Michael Daws... Common Open Yearly Schedule Fri 10/4/2013 1:10 PM
Bill Bote RE: New Employee Tue 4/30/2013 11:19 AM
Casper Mains  New Emp* Tue 4/30/2013 11:17 AM
kd Reply
ME ReplyAll | |
k= Forward i

% Delete Reply All jj

kad  Mark as Read

4 Mark as Unread

| Open Item H Refresh H [n:bOutIookWebApp |

Show balloon tip (with preview on or off) will bring up an interactive balloon from the OWA Desktop icon
in the system tray that allows you to click to view the message.

Note: The balloon tip notification look varies depending on the Operating System.

e In Windows 8.1, the notifications are displayed from the Taskbar
e In Windows 10, the notifications are displayed by the Action Center

@ Messageware OWA Desktop A X
Max received a new message. Click to open.
@ Messageware OWA Desktop XX
Max received a new message. Click to open. From: Tom Harmon

Subject: Grouping Open Batch Loss Use...
From: Toem Harmon . . .
Subject: Gmuping Open Batch Loss Use:. Max, I think we will need to meet to discuss the

yearly schedule prior to the end of Q2. My...

New Mail Balloon Tip New Mail Balloon Tip with Preview turned on.

© 2021 Messageware Inc. All rights reserved. 20
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4.4.2 View Reminders

'& View Reminders

OWA Desktop has been designed with an enhanced Reminder window. Just like OWA, you will receive
reminder notifications that will inform you of upcoming or recently passed appointments. You have the
option in OWA Desktop to enable or disable the pop up window for Reminders.

The popup window will bring up the Reminders window that allows you to view a list of reminders of
appointments and meeting requests. Clicking on View Unread in the Commander will also open this

window.
(% Julia - Reminders — O x
] Marketing Meeting
Start time: 3:30 PM
Location: Room 326
IE Subject » Duein Start time Location
= Marketing Meeting 29 minutes. 3:30 PM Room 326
=5 Sales Meeting 6 days. Fri 7/27/2018 11:00 AM Room 220
EH Sales Report Due 2 days. Mon 7/23/2018 12:00 AM
Dismiss Al | | Refresh | f=g| Calendar Open kem || Disrmiss |

Click Snooze to be reminded again in:

From here you are able to do the following directly from within the Reminders window:

e Dismiss All - which will dismiss the reminders for all appointments listed

e Refresh - refreshes the view

e Open Item - opens the OWA appointment or meeting selected

e Dismiss - turns off the reminder on the currently selected item within this window (the currently

selected item is highlighted in yellow)

e Snooze - to be reminded again.

o The Snooze drop-down selections allow the user to choose when to be reminded, with

the default set to 5 minutes

© 2021 Messageware Inc. All rights reserved.

21



Ssagewar € Messageware OWA Desktop

Using OWA Desktop

This window also features a right click menu for ease of use.

(% Julia - Reminders — O x

# Sales Report Due
Start time: Mon 7/23/2018 12:00 AM

Location:
I}‘ Subject 4 Duein Start time Location
B Marketing Meeting 26 minutes, 330 PM Room 326
i Sales Meeting & days. Fri 7/27/2018 11:00 AM Room 220
E8 Sales Report Due 2 days. Mon 7/23/2018 12:00 AM

Snooze for 13 minutes before start |

Dismiss

| Snooze for 15 npinutes before start l
L

Dismiss All H Refresh ‘gﬂl:alendar Open ttem H Dismiss |

Click Snooze to be reminded again in:

Note: Dismissing or snoozing reminders on recurring appointments will act only on the reminder for the
particular instance.

© 2021 Messageware Inc. All rights reserved. 22
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4.5 Connection Status

v Connection Status

The connection status in OWA Desktop keeps you informed of the status of your connection to both
Outlook Web (OWA) and Exchange Web Services (EWS).

Not yet connected to EWS & Connection Status
Connecting to EWS and OWA ) Connection Status
Connected to EWS but not OWA @ Connection Status

Failed to connect to EWS

X

Connection Status

Connected to both EWS and OWA

v

Connection Status

e |f the Status indicates that you are not connected to EWS or OWA, please ensure your logon

information is correct; you must enter your User name exactly as you do in OWA: either User,

Domain\User, or User@Domain.com.

e Check the OWA URL (for accuracy, copy the OWA URL from the browser)

e Attempt to sign into OWA with same login information

© 2021 Messageware Inc. All rights reserved.
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4.6 Import and Export

a Import and Export

OWA Desktop also allows for importing and exporting Personal Contacts within OWA as well as adding
National, Religious, and Corporate Holidays to your calendar. This is accomplished with a quick and easy
to follow wizard.

4.6.1 Import Holidays

a Import and Export

To automatically import holidays into your calendar, follow the steps below to enable and follow through
the guided wizard.

e Click on Import and Export in the System Tray Menu.
e Select Import Holidays and click Next

(£ Julia - Import/Export - O d

Pleaze select an action:
® Import Holidays
(O Import Contacts

(O Export Contacts

o | e

e Select the Holiday Groups that you wish to import and click Next.

Note: To remove the Holiday Groups that have been imported, un-check the section and click Next to
continue.

© 2021 Messageware Inc. All rights reserved. 24
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(£ ulia - Import/Export — a X

Please select Holiday Groups you wish to import, Please unselect
holiday groups you wish to remove.

[] Romania Py

[ ] Russia
[] San Marino

[] Serbia

[] Slovak Republic
[] Slovenia

[ ] South Africa

[] Spain

[] Sweden

[] Switzerland

[] Thailand

[] Ukraine

[ ] United Kingdom
[] Yruguay

[] Venezuela v

o ][ e

e Click Finish to confirm your selection and complete the import.

1 Julia - Import/Export — O >

Summary:

The following Groups will be imported:
United States

Click the Finish button to confirm.

Back || Finish

© 2021 Messageware Inc. All rights reserved.
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The following list of holidays is available through OWA Desktop to import into your Calendar:

Messageware OWA Desktop
Holiday processing for Julia

completed ¢

L A @D

stully.

11:14 AM

You will receive notification that the import action was completed successfully

o

Religious Holidays and Observances
Christian Calendar
National Holidays and Observances
Andorra Czech Republic Ireland Montenegro Serbia
Argentina Denmark Italy Netherlands Slovak Republic
Australia Ecuador Japan New Zealand Slovenia
Austria Estonia Korea Norway South Africa
Belgium European Union Latvia Paraguay Spain
Brazil Finland Libya Peru Sweden
Bulgaria France Liechtenstein Philippines Switzerland
Canada Germany Lithuania Poland Thailand
Chile Greece Luxembourg Portugal Ukraine
China Hong Kong SAR | Macedonia FYROM | Puerto Rico (USA) | United Kingdom
Colombia Hungary Malaysia Romania United States
Costa Rica Iceland Mexico Russia Uruguay
Croatia India Monaco San Marino Venezuela

© 2021 Messageware Inc. All rights reserved.
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4.6.2 Import Contacts

a Imnport and Export

OWA Desktop enables you to import Contacts into OWA from a saved file. To automatically import your
contacts, follow the steps below to enable and follow through the guided wizard.

Note: we recommend exporting a contact first to obtain the column headers for formatting.

Example: Common CSV column headers

First Name Business State Home Country/ Region
Last Name Business Postal Code Business Phone
Company Business Country/Region | Home Phone
Department Home Street Mobile Phone

Job Title Home City Email Address
Business Street | Home State Web Page

Business City

Home Postal Code

Example: Common XLS column headers

FirstName BusinessState HomeCountryRegion
LastName BusinessPostalCode BusinessPhone
Company BusinessCountryRegion | HomePhone
Department HomeStreet MobilePhone
JobTitle HomeCity EmailAddress
BusinessStreet | HomeState WebPage
BusinessCity HomePostalCode

© 2021 Messageware Inc. All rights reserved. 27
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Click on Import and Export in the System Tray Menu

Select Import Contacts and click Next

( lulia - Import/Export

Please zelect an action:
) Import Holidays
(@) Import Contacts

() Export Contacts

Back | | Mext

Cancel

© 2021 Messageware Inc. All rights reserved.
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e Select the Import file type and click Next

1 Julia - Import/Export - O d

Please select import file type:
() Comma Separated Values (*.csv)

() Tab Separated Values (")

(® Microsoft Excel 37-2003 (*xls)

| .

e Browse to the location of the file and select how you would like to handle duplicate items

The choices are as follows:
e Replace duplicates with items imported

e Allow duplicates to be created

e Do not import duplicate items

© 2021 Messageware Inc. All rights reserved. 29
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& Julia - Import/Export - O

Please select file to import:

|C:\U sers\julias\Desktop' contacts.lg | | Browse...

Options

(® Replace duplicates with items imported
() Allow duplicates to be created
(O Do not import duplicate items

o [ e

e Select the destination folder where you want to store the imported contacts

Note: The destination folder must be a Personal Contact folder

(& Julia - Import/Export = O

Please select destination folder:

=-mm julias ~
a =5 Calendar
| L.Bm Birthdays
[=REl Contacts
.. {D6967759-274D-40B2-A3EB-DTFIET3 2T
I {ASE2BC46-B3A0-4243-B315-60D9910044
M Companies
I GAL Contacts
M Organizational Contacts
M PeopleCentricConversation Buddies
M Recipient Cache
M Conversation Action Settings
1@ Deleted Items
...M7 Drafts
[z=l ExternalContacts

P e i

*

Back Mext Cancel
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e Review the summary and click Finish to complete the import

Summary:

({ Julia - Import/Export

O X

Import To:

Impaort From:

contactsads (11 contacts)

Contacts Folder

Back | |

Finish

Cancel
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4.6.3 Export Contacts

a Imnport and Export

OWA Desktop enables you to export Contacts from OWA to a saved file. To automatically export your
contacts, follow the steps below to enable and follow through the guided wizard.

e C(Click on Import and Export in the System Tray Menu

e Select Export Contacts and click Next

(1 Julia - Import/Export

Please zelect an action:
() Import Holidays
() Import Contacts

(@) Export Contacts

Back | |

Cancel
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e Select the Export file type and click Next. The following choices are available to you

e Comma Separated Values (*csv)
e Tab Separated Values (*txt)
e  Microsoft Excel 97-2003 (*xlIs)

(& lulia - Import/Export

Please select import file type:
() Comma Separated Values (*.csv)

() Tab Separated Values (*.bd)

® Microsoft Excel 97-2003 (*.xls)

Back || Next

Cancel
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e Select the folder you wish to export contacts from and click Next

1 Julia - Impert/Export - O *

Please zelect destination folder:

--mm julias A
E| # Calendar
L. Birthdays
é---l;:l Contacts
. {06967759-274D-408B2-A3EB-DTFIET3727L
I {ASE2BC46-B3A0-4243-B315-60D9310044
I Companies
I GAL Contacts
M Organizational Contacts
M PecpleCentricConversation Buddies
Im Recipient Cache
..l Conversation Action Settings
@ Deleted ltems
..HZ Drafts
-z ExternalContacts

Do Fila.

| Back Next Cancel

e Specify export file name and path.

(1 Julia - Import/Export - | ht

Please specify export file name and path:

|| | | Browse...

o1 e
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e Review the summary and click Finish to complete the export

(1 Julia - Import/Export — O >

Summary:

Export To:
contacts.xls (2 contacts)

Export From:
Contacts Folded

Back || Finish
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4.7 Accounts

28  Accounts

The Accounts function in OWA Desktop allows you to add and modify accounts, set preferences for
language settings, running and closing options as well as enabling logging for Support.

(% Accounts

Accounts ‘ Language

|| Support H Advanced H License |

& Edit X Delete

+=s Options 4+ Move Up .‘ Move Down

@& Julia
& John

v
@

| Create New Account |

| Close |

x
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4.7.1 Edit Account

To edit or modify the account information for an account that has been previously created, highlight the
necessary account and click Edit on the Accounts tab.

e Click on Accounts in the System Tray Menu
e On the Accounts tab, click on Edit
e Modify any necessary information

4 Julia Smith - Edit Account =

= Nickname |Ju|ia Smith

Mailbox Configuration
&) Open principal mailbox
) Open other mailbox

E-mail Address |ju|ias@cost0n0.c0m

Uzer name |l:|orr|ain\ju|ias |

You must enter your User name exactly as you do in
WA, either User, Domain'User or User@Domain.com

Password |lll-lll-l-lll-ll |

Retype Password |lll-lll-l-lll-ll |

Server Configuration

OWa URL |hitps://mail.costono.com/owa/

EWS URL |https://mail.costono.com/ews/exchange. asmx

eqg, https://mail.company.com/owa/
https://mail.company.com/ews/exchange.asmy

Check Settings

OK Cancel

e Click Check Settings to verify the accuracy of your account information and to test connectivity.

([ Testing Account - Login Information >

o OWA test succeeded.

o EWS5 test succeeded.

oK

e Click OK to save any changes.
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4.7.2 Delete Account

Delete Account allows you to remove any accounts from your system.

e C(Click on Accounts in the System Tray Menu
e On the Accounts tab, click on Delete next to the account that you wish to remove
@& Accounts ¥

Accounts ‘ Language
& Edit see Options 4 Move Up [} Move Down

& Julia v’

& John @

Support H Advanced

‘ License ‘

Delete Account John

o This account will be permanently deleted, Are you sure?

Create New Account

Close

e Click Yes to confirm and the account will be permanently deleted
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4.7.3 Creating a New Account

Create New Account allows you to create accounts to individual mailboxes, either for separate profiles
on your system or for accounts that you are monitoring.

See Section 2 Configure OWA Desktop for additional information when creating a new account using
automatic or manual configuration.

Note: To assist first-time users in creating an account, the Create New Account window opens
automatically following completion of the installation.

You will now see multiple accounts listed on the Accounts tab and multiple icons in the System Tray.

Changes to the account information can be made by selecting Edit under Accounts on the OWA Desktop
Commander under section 4.7.1 Edit Account.
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4.7.3.1 Creating Multiple Accounts

Create New Account allows you to create accounts for different email addresses, either for separate
profiles on your system or for accounts that you are monitoring.

See Section 2 Configure OWA Desktop for additional information when creating a new account using
automatic or manual configuration.

You can now see multiple accounts listed on the Accounts tab with multiple icons in the System Tray.

(% Accounts *

Accounts ‘ Language

# Edit ) Delete  +onOptions 4§ MoveUp J Move Down

Support H Advanced

‘ License |

@ Julia v’
& John @
&1 Max X
€ Tom X
& Amy o

Create New Account

Close

Note: Each account will have a uniquely colored icon both on the accounts tab as well as in the System
Tray. Hovering over the icon in the System tray will show you the Nickname for the account as well as the
number of unread messages in the inbox. There is no limit to the number of email id's that can be set up.

John (0 unread) - Messageware OWA Desktop

o~ 'é 'a - - ﬁ @ qx 490 Fivi 54
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4.7.4 Language

28  Accounts

The language tab in the Accounts window allows you to select the language for OWA Desktop.

Click on Accounts in the System Tray Menu.
Select the Language Tab

Choose a supported language from the dropdown menu and click Change Language to save

changes

Supported languages included the following:

1.

2.
3.
4

English
Dutch
Spanish
French

(% Accounts

Accounts Language Support || Advanced ‘ License ‘
Which langquage do you want to use with OWA Desktop?
Choose language: English o
# Edit Mailbox Language
& Julia English (United States)
= John English (United States)

Cloge
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4.7.5 Edit Mailbox Language

OWA Desktop is designed to auto-detect the mailbox language of the user's mailbox. The ‘Edit Mailbox
Language’ option is provided to override or correct the displayed mailbox language.

e C(Click on Accounts in the System Tray Menu.

e Select the Language Tab

e Click 'Edit Mailbox Language’

e Choose alanguage from the dropdown menu and click Apply to save changes

4.7.6 Support

22  Accounts

On the Support tab in the Accounts window you can do the following:

e Enable logging
e View logs
e Check for OWA Desktop Updates

(% Accounts X

Accounts || Language

Support || Advanced

‘ License ‘

Messageware OWA Desktop v2.7.0.18
Diagnostics
[] Enable Logging

Only enable logging if instructed by Messageware support.

View Logs

Updates
[ Automatically check for updates

Chech for updates

Messageware Support

Web: http://www.messageware.com

E-mail: support@messagewars.com

Close

Do not enable logging unless directed to do so by Messageware Support.
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Clicking on Check for updates now allows you to download any available updates for Messageware

OWA Desktop.

Messageware OWA Desktop

An upgrade (version*.%*) iz available.

4.7.7 Advanced

28  Accounts

The Advanced tab in the Accounts window gives you the option to close all mailboxes when OWA
Desktop is closed as well as the option to run Messageware OWA Desktop at Windows Startup.

(% Accounts

Accounts H Language

Support ‘ Advanced License

[] Always close all mailboxes when Messageware OWA Desktop is closed.

Run Messageware OWA Desktop at Windows Startup.

*

Close |

e Selecting "Always close all mailboxes when Messageware OWA Desktop is closed” will
automatically close all mailboxes instead of giving you the option to close only the current

mailbox.
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(% Messageware OWA Desktop >

Do you want to close all mailboxes or current mailbox
(Julia) ?

Close all mailboxes ” Close current mailbox

[ Always close all mailboxes

e Selecting "Run Messageware OWA Desktop at Windows Startup” will launch OWA Desktop when
you start up your computer ensuring that you won't miss any mail or meeting notifications.

47.8 License

28  Accounts

The License tab in the Accounts window allows you to:

e View the date that your OWA Desktop license will expire
e View further details pertaining to your license

(% Accounts %
Accounts || Language Support H Advanced ‘m
»es View Details
& Julia License valid
&2 John License valid
Close
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4.8 Options

e Gptlﬂﬂs

The Options window allows you to change the Date and Time format as well as allowing you to set
preferences for New Mail Notifications and Reminders.

(% Julia - Options x
Date and Time Format

Date Style: | Fri 7/20/2018 w
Time Style: | 11:42 AM W

Time Zone: | (UTC-05:00) Eastern Time (U5 & Canad

Mail Motifications

Show "View Unread" window on new mail

Show balleon tip on new mail
Show message preview in balloon tip

Play sound on new mail

Calendar Feminders

Show "View Reminders” window

Save and Close Cancel

For New Mail Notifications you can chose to enable or disable the following options:

e Show popup window on new mail (disabled by default)
e Show balloon tip on new mail (enabled by default)

o Show message preview in balloon tip (enabled by default)
e Play sound on new mail. (enabled by default)

For Calendar Reminders you have can enable or disable the following option:

e Show reminder popup (enabled by default)
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49 Restart

Restart

Clicking Restart in the System Tray Menu will restart the connection to both OWA and EWS. This can be
used to restart session after logging out of OWA,; or after a service outage.

The Restart function will initiate OWA and EWS for all accounts.

410 Close

¥ Close

Clicking Close will give you the option to close OWA Desktop for the current mailbox or for all accounts.

% Messageware QWA Desktop hd

Da you want to close all mailboxes or current mailbox

(Julia) ?

Close all mailboxes ” Close current mailbox

[ Always close all mailboxes
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Appendix A — Installation and Removal

Install Permissions

Messageware® OWA Desktop is installed on the client computer. The install program must be run with
Administrative privileges as information is written to the local client machine’s registry.

Supported Operating Systems

Messageware® OWA Desktop is a client side program that should be installed on a client machine. The
supported Windows platforms are:

e Windows 10, 8.1, 7
e Windows Servers with Remote Desktop role enabled

Further Requirements

Windows .Net Framework 3.5 Feature and Microsoft .Net Framework 4.6.2 to be installed on the client
computer

Internet Explorer with a minimum version of 10 or higher to be installed on the client computer.

Microsoft Edge WebView?2 Runtime (Evergreen) — this requirement can be deployed separately or installed
by the OWA Desktop installer

Installation Preparation

The installation is Wizard driven, straight forward and easily completed within a short period of time.

Information needed for Account Configuration

OWA and EWS URLs (if manual configuration)

User ID and password

Email Address

Customizing the OWA Desktop Deployment File

A default deployment file is available to ease the OWA Desktop installation and configure a custom
corporate environment. To obtain the OWA Desktop Deployment Package contact Messageware Support
(support@messageware.com ).

© 2021 Messageware Inc. All rights reserved. 48


mailto:support@messageware.com

Ssagewar € Messageware OWA Desktop

Appendix A — Installation and Removal

Pushing out the installation to multiple computers

The Messagewares OWA Desktop MSI package can be pushed out to users using Group Policy, Software
Management Server (SMS) or an environment specific software distribution application.

The OWA Desktop Deployment file (od.dep) must be included in the distribution package.

Install Process

Messageware. OWA Desktop is installed on the client computer; the install program must be run with
Administrative privileges on the local client machine. To install Messagewares OWA Desktop:

e Run the install program by double-clicking the install package (Messageware OWA Desktop.exe)
e At the Welcome screen press Next to begin the install

ﬁ Messageware OWA Desktop - InstallShield Wizard X
Messageware OWA Desktop Installation

The Installation Wizard will install Messageware OWA Desktop
on your computer. To continue, dick Mext.

WARMING: This program is protected by copyright law and
international treaties.
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e Carefully read the License Agreement. If you accept all of the terms of the agreement check the “I
accept the terms in the License Agreement” box and press the Next button to continue.
15 Messageware OWA Desktop - InstallShield Wizard X
License Agreement

Please read the following license agreement carefully.

MESSAGEWARE DESKTOF PFRODUCTS - LICENSE AGREEMENTS ~

BY INSTRALLING, COPYING OR OTHERWISE USING THE
COMPONENTS, YOU AGEEE TO BE BOUND BY THE TEERMS RND
CONDITIONS OF THIS LICENSE AGREEMENT.

IF ¥YOU BRE INSTALLING FOR EVALUATION FURPOSES THE TEEMS
AND CCHNDITICHNS OF LICENSE "B. MESSAGWARE PRODUCTS - END
USER EVALUATION LICENSE AGREEMENT" HEREIN SHALL APPLY. i

@I accept the terms in the license agreement

()1 do not accept the terms in the license agreement

Installshield

| < Back || Mext = I | Cancel |

e At the Customer Information Screen, enter the User Name and Company Name.
ﬁ Messageware OWA Desktop - InstallShield Wizard x

Customer Information

Please enter your information.

User Mame:
i)

Organization:

Installshield

| < Back || Mext = I | Cancel |

e On the Select Options page, select the options you want to install
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ﬁ Messageware OWA Desktop - InstallShield Wizard

Setup Type
Choose the setup type that best suits your needs.

Flease select a setup type.

(@) Complete
i All program features will be installed. (Requires the most disk
space.)

Choose which program features you want installed and where they
will be installed. Recommended for advanced users.

InstallShield

e Configure the setup folder using the Change button. Click Next to continue
e Click Install to begin the installation.

ﬁ Messageware OWA Desktop - InstallShield Wizard X

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstallShield

con cocs

e Theinstallation is complete; press Finish to exit the install program.
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ﬁ Messageware OWA Desktop - InstallShield Wizard *

InstallShield Wizard Completed

The Installshield Wizard has successfully installed
Messageware OWA Desktop. Click Finish to exit the wizard.

Launch Messageware OWA Desktop

Uninstall Process

To uninstall OWA Desktop:
o Exit OWA Desktop using the Close option in the System Tray Menu.

| T Close l

I|| K Close .

LA,

e Select Close All Mailboxes

(% Messageware QWA Desktop >

Do you want to close all mailboxes or current mailbox
(Julia) ?

Cloze all mailboxes Cloze current mailbox

O Always close all mailboxes

e Open the Control Panel; select Programs — Programs and Features
e Select Messageware OWA Desktop.
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d Programs and Features -

[m] X

&« v B » Control Panel » Programs > Programs and Features v O Search Programs and Features 0O

Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
) Turn Windows features on ar
off

Organize »  Uninstall  Repair =~ @
Install a program from the ~
network Name Publisher Installed O Size Version #
(1 Messageware OWA Desktop Messageware Incorporated 7/20/2018 193MB 2708
|] Microsoft Office Professional Plus 2016 Microsoft Corporation 71372018 16.0.42¢
& Microsoft OneDrive Microsoft Corporation 72018 12ZMB 181110
ﬁMicrosof‘tVisua\ C++ 2012 Redistributable (x84) - 11.0.. Microseft Corporation 7/13/2018 204MB  11.0.507 ,
< >
Messageware Incorporated Product version: 2.7.0.18 Suppert link:  http://www.messagewa...
@I Help link:  http://www.message... Update information: http://www.messagewa...

e (Click Uninstall.
e On the alert window, select Yes to uninstall.

Programs and Features

| Are you sure you want to uninstall Messageware OWA Desktop?

[ Inthe future, do not show me this dialeg box Yes

e The uninstall program will complete without additional interaction.
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Appendix B: Troubleshooting

Troubleshooting Contents:
Issue 1: Failed to Login
Issue 2: EWS Test Failed
Issue 3: OWA Sign in Fail
Issue 4: Network Not Available
Issue 5: Connection Status: Not Connected to OWA
Issue 6: Passwords Do Not Match
Issue 7: License Error
Issue 7a: License Activation Failed

Issue 7b: License Count Exceeded Error

ISSUE 1: | receive a Failed to login error:

(1 Max - Check Settings ==

An authentication error occurred when sending an
Exchange Web Services request.

Details:
The request failed with HTTP status 401: Unauthorized, | =

SOLUTION:

e Verify account information; Email address, Domain name and Password
e Attempt to sign into OWA with the same login information
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ISSUE 2: | receive an EWS test failed message

(% Testing Account - Login Information >

¢ EWS test failed.

Error Details

Click Error Details

(@ Max - Check Settings ==

An exception occurred when sending an Exchange Web
Services request.

Details:

The remote name could not be resolved: -
'mail.company.com

SOLUTION:

e Verify account information (email address, domain name, and password)

Attempt to sign into OWA with internet explorer using the same login information
e Verify EWS URL. Use the following formats:

Example:
For Exchange OnPrem users:

https://mail.company.com/ews/exchange.asmx

For Office 365 users:

https://outlook.office365.com/ews/exchange.asmx
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ISSUE 3: | receive an error: Sign in to OWA failed

@ Max - Check Settings =
(’ \j Failed to login

S

Sign in to OWA failed.

Details:

Messageware OWA Desktop was redirected back to the | =
lzgon page.

SOLUTION:

Verify account information; Email address, Domain name, and Password
[ ]

Attempt to sign into OWA with same login information

ISSUE 4: | receive a Network is not available message

Network is not available!
' 3a5PM |
A D e (p

SOLUTION:

e Check your Local Area Connection; a network cable may be unplugged
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ISSUE 5: Connection Status indicates | am not connected to OWA

@ Connection Status
& Import and Export
28  Accounts

1] Gptlﬂﬂs

SOLUTION:

e Ensure you have a domain included with your user name (domain\username). Verify
additional account information

e Attempt to sign into OWA with same login information

e See section Connection Status for status indicators and definitions

ISSUE 6: Passwords Do Not Match

Messageware OWA Desktop =

Could not create a new account, Password and Retyped
Password do not match.

SOLUTION:

e Passwords are case sensitive; check Caps Lock and retype both passwords
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ISSUE 7: License Error

ISSUE 7a: License Activation Failed

& Julia OWA Desktop Activation X

Your Messageware OWA Desktop license activation failed. Please
re-enter your activation key and retry.

Activation key || l

Click here to import license file manually.

Error details Cancel

SOLUTION:

e Verify activation key

e We recommend you copy/paste the code from your e-mail

ISSUE 7b: License Count Exceeded

[ Ted - Error 1

@ Failed to activate license

An exception occured when activating licenze.

Details:

License Count Excesded

Copy

SOLUTION:

e Contact your Account Manager for assistance
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