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Introduction
The purpose of the ActiveSync End User Training Guide is to provide end user training information to assist agencies in planning for a successful use of the ActiveSync component of Shared Services Email. This guide will offer information about: what agencies can expect from their new service, descriptions of features and functionalities, and best practices and training aids on how to use the new functions that are part of the Shared Services Email offering. 

Purpose
The intent of this guide is to show end users what information they need in order to sync and how they can perform tasks related to managing their mobile access to Shared Services email.   Access to ActiveSync features is provided using the OWA interface.  Within OWA, end users can perform the following tasks:

· Show mobile device details

· Show a recovery password

· Remove a phone from syncing

· Wipe a device such as a mobile phone or tablet

NOTE: To view ActiveSync properties you will need access to either webmail or mobile.wa.gov
Initial Setup
The following information will be necessary for setting up ActiveSync:
	Information
	Example

	Agency Email Address 
	Jane.Doe@cts.wa.gov

	Username (what you use to login to your workstation)
	JaneD

	Password (what you use to login to your workstation)
	XXXXXXXX

	Domain (what you use to login to your workstation)
	AGY (example: DIS)

	Exchange Server Name (mobile.wa.gov)
	mobile.wa.gov


NOTE:  Some devices will pre-populate the incorrect server name.  Ensure it is mobile.wa.gov.

Setup screens differ per device.  Current examples are provided below.
iPhone

Apple iPhone or iPad Activiation Process. Step by step process for activating Apple devices on ActiveSync.
DROID

[TBD]
Windows
[TBD]

View ActiveSync Properties

Once you have finished the initial setup, you will be able to log into OWA and view your ActiveSync properties.
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Once you are in your mailbox, on the upper right hand of your screen you will see a drop down menu entitled: “Options” Click on the arrow and select “See all Options…”
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On the left side of the resulting page you will see a link entitled: “Phone” Click on that link.
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There are two tabs available under the “Phone” option:
1. Mobile Phones

2. Text Messaging

Mobile Phones

The first tab (“Mobile Phones”) may be used to:

1. View device details

2. Access your device recovery password

3. Remove a phone from the list below
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 it is lost, stolen or no longer associated with an agency.
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1. View Device Details

The phone “Details” page may be useful to verify your device model/ID, when you first synced, and your last successful sync.
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2. Access your device recovery password
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NOTE:  Only certain phones will have access to the “Show Recovery Password” option.  Some devices will require all data to be wiped if the password is lost.  It is very important to backup your device regularly.
3. Remove a phone from the list
Click on the X, you will get a screen that says “are you sure you want to delete the mobile phone?”  Once you click “yes”, your phone will not be able to sync.
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4. Wipe a mobile device

An end user may choose to wipe a device (clear all information from the device so that it returns to factory settings) occasionally.  The “Wipe Device” option will be visible if a device is configured and connected to Shared Services Email. 
NOTE:  A device will automatically wipe all information/data on the device if you enter your password incorrectly 10 times. If you cannot remember your password after a few attempts, go to the “Show Recovery Password” option to get a new recovery password to unlock your phone.



To wipe your device, click “Wipe Device.” A warning screen should appear asking if you are sure you want to wipe your device.  Click “Yes”.


Once you click “Yes”, you should see the status of your phone update to “Wipe Pending”.


Make sure you refresh OWA after a couple of minutes, and your Status should be updated to “Remote Device Wipe Successful”.  You should also get a confirmation email 



NOTE: For security purposed, your device will continue wiping data if you try to sync again.  It is important to remove the device from the list of mobile phones in OWA. 
Text Messaging

The second tab under “Phone” options may be used to:

1. Enable text messaging notifications
2. Configure text messaging notifications
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Text Messaging (SMS)
Text Messaging lets you send text message notifications to your mobile phone.

Status: off

“Turn On Notifications...

When text messaging notifications are tumed on, you can set up:
Calendar nofification:

E-mail notifications using an Inbox rule.




To turn Notifications on, click “Turn on Notifications…”

Be aware that your wireless carrier may apply additional charges if you decide to setup the following text notifications.
Enter the Locale and Mobile Operator for your device, click “Next”
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Enter your phone number and click Next
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A passcode will be sent to your device in a text message.  Enter the code, and then click “Finish”.



Once you are finished, the text messaging page should look like this.  You should be able to see your phone number where is says “Receive notifications at.”  To turn notifications off at any time, click “Delete Settings…”
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