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What is EMS?

In the event that Outlook is not available in the office,
you can login to EMS and access your current and
historical email (past 45 days). You can send and
receive email from your Gowlings email address.

Note : Blackberry users. If you have the continuity agent 4&
installed on your blackberry, mail will continue to flow . Youcan

Creating a New Message

© From your Inbox, click on New Message located
above the Mail folder icon.

® Fill in the details and click Send Message.

Note : Once EMS has been deactivated mail sent and received
will be returned to your Outlook mailbox. ()

respond and send email as usual.

How to Access EMS

Attention : If you delete email in EMS it will not be returned to @
your mailbox after the system has been deactivated.

Accessing Historical Email (past 45 days)

© Open a web browser such as Internet Explorer, type
in the following URL:

http://ems.gowlings.com

® Login using your Gowlings email address and
computer password. Click Login.
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© Expand the Mail folder and click Search Older Mail.
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_., search Clder Mail

® Click Check Email or Access Your Email to see

your current email. ©® The following screen appears:

8 Return to your EMS | Simple Query | Query Language
Home

. . Logout =0
The Email Continc I e
Click here to acce Searchactions
7 Clearthis scarch  mank~  pate From Recpients Subject Fianame

[use date range] | I I I

2P, Test (Perst

The Email Continuity for Gowlings

Key phrases PR} Aud R ALL-ALLOFFICES <all-8 Claank-Schaduls
L. jem capital 2 ® 2naponn Aud ALL-ALLOFFICES <

2. greta eneray 2 0 2102011 ALL-ALLOFFICES <all-sllof. Revisad Confic r. Gretanc.and G

“ Email Continuit 5. segal memo 0 2102011 ALL-ALLOFFICES < on .. Greta Inc. and G

0 2102011 ALL-ALLOFFICES < on .. Greta Inc. and G

s 0 2102011 ALL-ALLOFFICES < on .. Greta Inc. and G
. o . 7. information relating 3 2/10/2011 ALL-ALLOFFICES <sl-slloffi. Revised Conflict Screen - Gr.
Email Continuity provides emergency access 5. individuals listed s 2102011 Audie Rex ALL-ALLOFFICES <all-allof.. URGENT AUDITS - 10 Febru
10 B 2/10/2011 Audit Request e..  ALL-ALLOFFICES <all-alloffi.. Correction - DAILY AUDITS.

Results 1 - 10 of 414 (0.0750 seconds) 12324567

Access Your Email
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® The Inbox displays received email since EMS has
been activated.
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® To view a message, single click on the message.
The message appears in the window below.
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® Your contacts and calendar are available under the
Contacts and Calendar folders.
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1f you know of any outstanding or possible claims, please contact the
responsible lawyer referred to below.
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® You can Reply, Reply to All and Forward email.

Searching Historical Email

One method of searching is using Key phrases. This
type of search finds all emails that match the selected
key phrase.

©® Click on a key phrase.
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® To clear the search, click Clear this search located
under Search actions.

Another method of searching is using a Simple Query.

O Type in the word(s) you wish to search. The search
results will appear below.
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® To clear the search, click Clear this search located
under Search actions.
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Returning to Current Email

O Click on Return to your EMS Home.
EMS

* . woll MessageOno ™

Searching: Messades Only M, & A

Attachment

ﬂ Return to your EMS
Home

Simple Guery Query Language

Logout ‘

Search actions

® Click Check Email.

The Email Continuity for Gowlings

_ CHECK EMAIL

The Email Continu
Click here to acce

Logging Out of EMS

O To log out from current email.
® Click Log out.
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©® To log out from historical email.
® Click Logout.
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