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Title:  NAVCOMTELSTA BAHRAIN, N8-NASO, (TNOSC), Standard Operating Procedures, OSCAR-OWA
Subj:  Outlook Web Access (OWA) User Instructions
Purpose:  To establish Middle East Bahrain procedures to access OWA.

Discussion:  This standard operating procedure (SOP) implements the proper procedure for accessing OWA. 

Responsibilities:  User will have read and signed the Outlook Web Access (OWA) Agreement Form.
Action:  The following steps need to be followed to access OWA.

A.  Accessing OWA outside ONE-NET (First Time Use)
1. Open Internet Explorer and add portal to trusted sites in Internet Explorer Tools -> Internet Options -> Security -> Trusted Sites.
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2. Add https://portal.eu.navy.mil
3. Click “OK” to close out the Internet Options Window then close Internet Explorer.
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4. Open Internet explorer and go to: 

https://portal.eu.navy.mil
5. Users will be prompted to select a certificate.
6. Select your “DOD EMAIL” certificate then enter your PIN.
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7. If you consent to the DoD warning banner, click “Continue”.
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8. Click on the Outlook Web Access Bookmark.
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9. Click “Cancel” on the Request Authentication popup.
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10. Click “Yes” on the Warning – Security popup.
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11. Click on the above “pop up bar” and install the Active X plugin.
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12. Click “Install”
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13. A new window will “pop up” and users will be prompted for their certificate:
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14. You will now be directed to your Outlook Web Access (OWA) page

C.  Accessing OWA outside ONE-NET (After First Time Use)

1. Open Internet explorer and go to: 

https://portal.eu.navy.mil
2. Users will be prompted to select a certificate
3. Select your “DOD EMAIL” certificate then enter your PIN.
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4. If you consent to the DoD warning banner, click “Continue”
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5. Click on the Outlook Web Access Bookmark
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6. You will now be directed to your Outlook Web Access (OWA) page.
