

Enterprise Collaboration


Enterprise Collaboration

	Category:
	Exchange 2000 and Active Directory
	
	Last Update:
	06/29/01

	Demo No.:
	3
	
	Release Version:
	RTM 

	Owner:
	SMG
	
	Configuration:
	Outlook Web Access

	Creator:
	Paul Wilcox
	
	
	


Demo Title: Outlook Web Access
	Section
	Action
	Voice Script

	Similarities of OWA and Outlook Client
	· Outlook 2002 open
· Show Rich Text with active URL link
	We have here our standard Outlook Client (2002).  Anyone who has used a recent version of Outlook is familiar with this interface and the preview pane with Rich Text formatting and hot URL links.

	
	· Switch to Outlook Web Access

· Show same email with same URL link, Rich Text.
	And this is Outlook Web Access… looks pretty similar doesn’t it? And you see here, we have the preview pane with the Rich Text and hot URL link… But they don’t just look similar, they act and feel very similar too.

	
	· Place mouse over various tool bar buttons to show tooltips.
	One thing people asked for in when we were designing this version of Outlook Web Access was that it be almost indistinguishable from the standard client. So as you see we even added simple yet important features like the tooltips when you place you mouse over an icon so you can know exactly what it does.

	
	· Start new message
· Click To: button

· Type in James

· Click Find
· Select James Black

· Click To:
· Click Close
· Enter Subject

· Enter text in Body

· Change formatting of text

· Send message
	So what about the functionality and usability of it? Well lets check that out by adding a new message. We simply click New and up pops a very familiar window. We need to send this to James but we forgot his email address. So we click the too button and are given a search tool. We put in James and up pops James Black. Thats the one so we click the “To” button and close the window. We now have James in our “To” line. We’ll give it a subject and a message, but we’ll do some cool stuff here and add some formatting to the text. So we really do have same functionality we would in the standard client, but we can get to it from ANYWHERE!



	
	· Open Calendar
· Change day to 13th
· Move meeting time using drag and drop functionality

· Open Contacts 

· Select/Open Steve Right
· Show various fields
· Save and Close contact
	We can also access our Calendar by simply using the Outlook shortcut bar. We see here it looks very familiar, and again the functionality is the same as well. We can drag and drop appointments from one time or day to another with the mouse, rather than having to open the item and reschedule. 

We can also open our Contacts and you see here that it looks just like our standard Outlook client contacts. We can open one up here… Steve… and we see that we have all the same info in there and we can edit or add info as well. And you’ll notice up top there the icons that allow you to send mail to this contact or open a map to the address (if we had one in there).

	
	· Open Folders view
· Select Inbox
· Right click Inbox and select New Folder
· Enter Events click OK
· Drag message from Inbox to Events folder

· Open Events folder
	We also have our standard Folders view where you have access to all the folders and sub-folders, just as you would in the standard Outlook client. We can do some other cool stuff too, like RIGHT CLICK! That’s what we just did to bring up this little menu box, and we can add a subfolder the same way we would in the standard client, we type the name of the folder and where we want it, and “ok” and were done. 

And we have the organizational functionality as well. Now that we’ve created this new folder we’d like to organize some of our mail into it. We simply select the mail we want to move and DRAG it in there! Just like we would with the standard desktop client. 
So again, no matter where a user is, if they have a browser they can get to their vital Outlook information in a format that is virtually identical to the standard Outlook client.

	Access to Public Folders
	· Click the Folders link

· Expand Public Folders | Events Team | Documents

· Highlight document 

· Click the Home button

· Enter server1/public
	We can also access public folders from Outlook Web Access. The first thing we are going to do is access a public folder with our Events team info in it. Right now we just have a folder called Documents. In it we have a document we may all need to access. Now we can access this information from within our Outlook Web Access session by going to public folders, like you just saw, or we can enter a simple URL with the Exchange server name/public.  Our server’s name again is Server1 so we enter Server1/public

	
	· Expand Events Team | Documents

· Open document

· Minimize document
	And if we drill down a little ways we have our Events Team Documents folder, and again we see we have that very important document  in there, and now we are going to open it. Up pops a word document that can be now be edited. The power again here is that if we can store team documents in public folders and these folders can be access via a simple URL.
What we have done is we have enabled our users to get the information they need when and where they need it. 

We have greatly increased the availability of resources, which was one of our driving factors to reach a competitive advantage. 

	
	· Click on Events Team folder

· Rt. Click Events Team folder

· Select New Folder

· Select Appointment Items

· Name the folder Team Calendar, click OK

· Open the new Team Calendar
	Next we see here that we can fully manage Outlook information from the Web and add public folders that include not only standard email posts but Contacts and Calendar items as well. We are going to add a public Team Calendar for our Events Team by right clicking the folder we want it under. We just have to make sure we tell it that we want Appointment items in it, not just mail. This was not previously possible.. And if we open that folder we will see it actually is a calendar that we can schedule appointments in. 

	
	· Maximize standard Outlook client
· Open Folders view
· Show Events folder
· Expand Public Folders | Events Team | Team Calendar
· Show Team Calendar
	And just to prove it, lets open our standard desktop Outlook client up and see if the changes made it across. Sure enough, there is our new Events Folder and down here under public folders is our new Team Calendar, that looks amazingly like the one in the Web client. 

	
	
	Another key point here is that Outlook Web Access is really just that, it is no longer a separate add on product but a complete extension of Outlook accessible via the Web.  Users don’t need to be retrained to use it as it looks a feels just like the standard Outlook client. In fact, the information it is pulling from Exchange is natively in XML and HTML, which is one reason Outlook Web Access is now so quick and easy to use. This really is one of the largest productivity enhancers available in Exchange 2000 and it is no surprise that so many organizations who have moved to Exchange 2000 site Outlook Web Access as a primary reason.
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