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About SVHarbor

Welcome to SVHarbor! This Web siteisa portal, or entry point, that provides you
with quick and easy access to the following:

« SUPERVALU applications such as eReports, eBooking, eCustomerService and
eSurvey. (Your regiona administrator assigns SV Harbor applications to your
store, and your store administrator assigns applications to each user at your
store))

% Information, including industry news stories, announcements, alerts and even
weather forecasts for selected cities.

% Full-featured email, calendar and task (My Organizer) functions.

The main features of the SVHarbor home page are shown in the following illustration
and described below.

g Depending on the options the administrator assigned to you, you may or may

not see all of the features shown below. For example, if you haven’t been
assigned an SV Harbor email account and an email role, the Email, Events,
To Do'sand My Organizer options are not shown.

o

Click to display your
email, calendar
and to do list.

43 S¥ Harbor - Microsoft Internet Explorer |0 x|

J File Edit %iew Faworites Tools Help

J GiBack + = - @) fat | Qy5earch  GFavorites £ Hiskory | B S - 332 |J Links >
B
[ Home Favorites Search Help Logout 06062001 Bob Miller
#J a" ’0,' 0 Mew Mail
R 0 Events —
\ 0 ToDo's —I
i
Harbor Headlines [Seup]
4 My Organizer Wyelcome Twin Lakes Market to S'Harbar! IMPORTANT: PRODLICT RECALL
4 shout SUPERVALL
_J4 Change Password
_4 eBooking
More ... More ...
4 eCustomer Service
Industry News [ Setup ] Weather [ Setup]
J eReports ® Heinz to Expand t= 5. and Canadian . . . Minneapolis, kr:
J » Borden Foods Announces Sale of Key . ..
~ esurvey »  Huhtamaki to Adopt Single Mame for A1, .. # Todsy: Thunderstorms, High: 68, Lowe: 54
s : ® Julie Swan Appointed Executive Vice ... & Tomorrowy: Showeers, High: 72, Low: 52
4 User Administration * Albertson's, Inc., Exceeds First . . & Friday: Sunmy, High: 76, Low: 54
More ... More ...

Copyright @ 2001 SUPERVALU, Inc.
About SUPERWALU - Privacy Palicy - Terms of Service
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The SVHarbor home page contains the following:

All applications available to you are listed on the | eft side of the window, and
you click an application name to start it. Y ou may have access to applications
such as eReports, eBooking, eCustomerService and eSurvey. To obtain access to
additional programs, contact your store administrator. If you are the store
administrator, contact your regional administrator to have additional programs
made available to your store.

Clicking the My Organizer option on the | eft displays email, address book,
calendar and To Do functions. (To see the My Organizer option, you must be
assigned an SVHarbor email account AND an email role by the administrator.)

Use the SVHarbor menu bar at the top of the window to return to the main
SV Harbor home page (Home), use the Favorites feature, search for people’'s
email addresses, display SVHarbor online help, or log out of SVHarbor. Each
menu item is described below.

The Harbor Headlines area contains announcements of interest to SVHarbor
users. Click aheadlineto view it. See“View headlines and news’ for details.

The Alerts area contains links to important information you need to read. (Some
alerts contain attachments with detailed information.) Click an aert to view it.
See“View aerts’ for details.

The Industry News area contains stories related to the grocery industry. Click a
story toview it. See“View industry news’ for details.

The Weather area displays weather information for a selected location. Y ou can
display weather forecasts for other locations. See “View weather” for details.

Below the date at the top of the window are the My Organizer indicators. New
Mail displays the number of new email messages you have, Events displays the
number of scheduled events you have, and To Do’ s displays the number of tasks
you have.

(To see the My Organizer indicators, you must be assigned an SV Harbor email
account AND an email role by the administrator.)

2 e« SVHarbor Online Help
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SVHarbor menu bar

Home
Click this option from anywhere in SV Harbor to return to the SVHarbor home page.

Favorites
Lists Web sites you have set up using the Favorites feature. Click aWeb sitein the
list to quickly display it.

Favorites

Add/Remove/Edit

The ABCD
Company

The 1234 Company

Search
Displays SUPERVALU directories from which you can search for aperson’s
location and email address.

Search

SV Harbor Directory

Corporate Directory

Shop'n Sawve Directory
Zub Directory

Eastern Directory

Help

Provides options for running the SVHarbor online help (Contents & Index), viewing
the latest SV Harbor information (Read Me) and displaying SV Harbor application
information (About).

L ogout
Click this option to exit SVHarbor.

suPemfaLy
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Applications to which you may have access
s eReports

This application allows you to use aWeb browser to view avariety of
SUPERVALU documents, including invoices, orders, pricing reports and so on.
When you are given access to eReports, you are also given access to reports
directed to certain stores and to reports published by certain authors.

+» eCustomer Service

This application provides an Internet link to SUPERVALU Customer Service. It
allows stores to use the Web to perform tasks such as reporting an incomplete
order rather than calling Customer Service.

s eSurvey

This application allows you to receive and respond to special offers that
SUPERVALU sends to stores; these are often referred to as reply requests or
event orders. SUPERVALU sends these offersto invite you to order certain
items that are typically offered at a special price. For example, the order might
contain alist of items from a particular frozen food company in conjunction with
aspecia promotion the company is running. When the offer is delivered to your
store, you can view it through the eSurvey application. If you decide to take
advantage of the offer, you select dates on which the items should be delivered to
the store and enter quantities for individua items. Y ou then submit the order to
SUPERVALU electronically.

% eBooking

This application allows you to prebook orders electronically. With prebook
items, stores can receive specia pricing if they submit orders for theitem a
certain number of daysin advance. For example, stores might be offered a
discount on a specific brand of cereal if they order it 30 days or more before the
date on which they want the cereal delivered. An authorized SVHarbor user can
compl ete a prebook order using the eBooking application and then submit it to
SUPERVALU electronically.

% Administration applications

Some SV Harbor users will have access to applications used to perform
administrative functions. For example, a store administrator can run the User
Administration application to set up accounts for store users and assign
applications to them.

4 « SVHarbor Online Help suﬂfnllﬂw



SVHarbor requirements

To use SVHarbor, you need the following:

« A Web browser. You need either Internet Explorer, version 4.0 or higher, or
Netscape, version 4.75 or higher.

A username and password for logging in to SVHarbor. Contact your store or
regional administrator to obtain these. See“Logging into SVHarbor” for details.

SUFEHIIAW SVHarbor Online Help « 5



Use the online help

Listed below are sometips for using the SVHarbor online help:

@,
0’0

Thetable of contents for the online help appearsin the left pane, and atopic’s
content appears on theright. To display atopic, click one of the topicsin the
Contents pane. Some topicsin the table of contents (represented by a book icon)
may be divided into subtopics. Click the book icon to display the subtopics, and
then click the topic you want to display.

If your browser is Internet Explorer, you can resize the Contents pane. Position
your cursor over the line between the left and right panes so that the cursor
becomes a horizontal arrow, and then drag to the left or right.

To close the left (Contents) pane of the help window, so that only the right pane
isvisible, click the Hideleft pane button in the upper left corner of the window.
To redisplay the Contents pane, click the Show left pane button.

To enlarge the help window, click the M aximize button Bl in the upper right
corner of the window. Click the button again to restore the window to a small
size.

To print ahelp topic, first display the topic you want to print. Choose Print from
the File menu to display the Print dialog box. The options that are available
depend on which printer, computer system and browser you are using. Select
your options and click the Print or OK button.

The online help is available in PDF format, which allows you to print the help as
asingle document. To open the PDF version, click the SVHarbor PDF file link
in the Contents pane. The file opensin the Acrobat Reader application. If you
do not have the Acrobat Reader, you can download it from the Adobe Web site
(http://www.adobe.com) or from within the eReports application.

To search for help on an item, click the Index tab in the Contents pane. Click a
keyword to display the help topic in which the word isfound. If thewordis
found in more than one topic, alist of topicsis shown. Click the topic you want
to display. Click thePrint icon at the top of the Acrobat Reader window to print
the entire help file.

To search for a specific word within all help topics, click the Search tab in the
Contents pane. Type the word or phrase you want to search for and press Enter.
All of the topics containing the word you entered are listed, and you can click the
topic you want to display.

To close the help window, click the Close button [ in the upper right corner of
the window. Note that the help opensinits own window, so closing the help
window does not close the SVHarbor application.

6 e SVHarbor Online Help
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Log in to SVHarbor

Tologinto SVHarbor for the first time, you need a username and temporary
password from your administrator. When you first log in, you are prompted to
choose your own password; after that, you' |l type the password you created each time

you log in.
Follow these stepsto log in to SVHarbor.

1. Open your Web browser and access SVHarbor (http://www.svharbor.com).
The SVHarbor login window displays.

/3 5¥ Harbor - Microsoft Internet Explorer

(o]
J File Edit Wiew Faworites Tools Help |
J <EBack + = - 2 “at | Qi search  [GelFavorites  CAHistory | BN S W - 2 |JLinks »

=
“ s¥arbor supeRVaLY
% ' B

Login

1

6 Home

A Overview ﬁ w er‘
g .

_4 Technical Support
A Fags

i SVHarbor provides a customized, secure entry point into an array
R t to Participat :
g e ok bate of on-line applications and features designed by SUPERVWALL to
_J sbout SUPERVALU assist you in achieving your business objectives.

SWHarbor is offered exclusively to SUPERVALU retail business
owners and their employees, This virtual switchboard - accessible
through the Internet - provides access to store reports, on-line
ordering and more - from anywhere, anytime.

Copyright © 2001 SUPERWALU, Inc.
About SUPERWVALL - Privacy Policy - Terms of Service
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2. Click Login.
The SV Harbor license agreement window is displayed.

/2 5¥ Harbor - Microsoft Internet Explorer 101 x|
J File Edit Wiew Faworites Tools Help |
J <EBack + = - D at | Qi search  [(GelFavorites  C@History | BN S W - 2 |JLinks »
=l
A
| -
S¥arbor SUPERVALU
E “““\ Login
)
_J Home Y¥ou have chosen to log into the S¥Harbor Web Site.
: Do you accept the license and terms governing its use ?
_J overview
J Support
SUPERVALU Ine. i’
JFAQS Weh 3ite License and Terms
g GENERALL TERM3 AND CONDITIONZ GOVEENING SITE USE
_4 Request to Participate These terms and conditions govern use of the SUPERVALU Wek
zite (svharbor.cow), which iz maintained by SUPERVALU INC.
JAbDUt SRR A=z used in this Agreement, SUPERVALUT means SIUPERVALT INC.,
and/or affiliates of SUPERVALT INC., as appropriate in the
context. Additional terms and conditions applicabhle to
specific areas of the 3ite or to particular content or
transactions are also posted in particular areas of the ;I
Accept Decline
Copyright © 2001 SUPERWALU, Inc.
About SUPERWVALL - Privacy Policy - Terms of Service
]

Enter Network Password 21x|

Click Accept.
Y ou are prompted to type your username and password.

? Pleasze tppe your user name and pazsword,

Site: portaltest, svharbor. com
Fiealm SWHarbor Portal [10:33:02:46]
Ueer Name I

Password I

[ Save thiz password in your password list

ak. I Cancel

Y ou are the only one who knows the password that you set up here. If

o
anew one.

you forget this password, you must contact your administrator to receive

8 e SVHarbor Online Help
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4. Enter your username and password and click OK.

% If thisisthefirst time you' ve logged in to SVHarbor (or if your administrator
has given you a new password, or if your password has expired), you're
asked to change your password as shown below. Continue with step 5.

< If you'velogged in to SVHarbor before and your password is still valid, the
SV Harbor home page displays as shown in About SVHarbor.

Do not check the Save this password in your password list option.
o  Savingyour password in thisway creates a security risk; it's better to
enter your password each time you open SV Harbor.

5. Change your password.

% Inthe Old Password field, enter the password you typed in the previous
step.

% Typeanew password in the New Password field. Please refer to the
guidelines for passwords for more information.

% Retype your new password in the Confirm New Password field.

Jﬂe Edt View Favoites Tools Help l
& o B ARl CF T mEm s E e
Back St e Stop Refresh Home: Search  Favortes  History Mail Pml _____ i Edit
-
s¥larfor
i ~._ Password
“#aintenance
Password Change Request
BobMiller, please change your current password before continuing.
Old Password” |
Mew Password” |
Confirm New Password” |
Change Password I Clear this form
<

SVHarbor Online Help « 9



6. Click Change Password. (Or you may click the Clear this form button to

start over.)

The Password Change Information window displays.

“J SiteMinder Password Services - Microsoft Internet Explorer

| B Edt Vew Fovorles ook Help
% g ﬁ‘@ d 3 =5 T O ”lm”
beiblse T e Sl Reie | Mome| vesth | favomes w0 ME Bl RN
=
sViarbor
i T Password
““-ﬂ\aintenance
Password Change Information
BobMiller, your new password has been set.
Use this new password the next time you log into your account
Cantinue |
b2

7. Click Continue.
The SV Harbor home page displays.

10 e« SVHarbor Online Help
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Log out of SVHarbor

When you have finished working in SVHarbor, you need to log out as described
below.

l:&! For security purposes, it's important that you log out of SVHarbor when
o you’'re done using it. If you do not log out, an unauthorized user could
run the SV Harbor applications with your username and password.

1. Click Logout on the SVHarbor menu.

The Logout option appears at the top of the SV Harbor home page and each
window within the SV Harbor applications.

Y ou're asked to confirm that you want to log out.

Microzoft Internet Explorer E

@ Are you sure yau want ta logout fram SYHarbar.com?

Eancell

2. Click OK.

A message informs you that you have been successfully logged out. To access
SV Harbor again, you need to log in.

.E'UFEHI/ALH SVHarbor Online Help » 11



Change your password

Since your password allows accessinto SV Harbor, use care in protecting it.
Y ou need to change your password in these cases:

« After logging in for the first time, or using a new password given to you by the
administrator. (Refer to “Log in to SVHarbor” for more information.)

% When your password expires. (Passwords expire every 60 days. When yours
expires, a message appears when you log in, prompting you to change it. Refer
to “Loginto SVHarbor” for more information.)

¢ If you suspect that someone else knows your password.

If you forget your password, contact your administrator. He or she will give
you a new password, which you are prompted to change the first time you
useittologin.

To change your password, follow these steps.

1. Choose Change Password from the SVHarbor home page.

(To view the home page, choose Home in the SVHarbor menu in any SVHarbor
window.)

12 e« SVHarbor Online Help Mw



The Password Change Request window is displayed:

/] SiteMinder Password Services - Microsoft Internet Explorer
J File  Edit Yiew Favortes Toolz  Help |
5 = i »
& - 5 @ ﬁ @ @ @ @' = @ - g Links
Back FarimEnd. Stop Refresh Home Search  Favortes  Histary b ail Frint Edit Discuss  Messenger
sViarbor
T Password
‘J(ainlenance
Password Change Request
Please enter name and current password then propose new password and confirm before continuing.
Username © I
old Passward” |
Mew Password” |
Confirm New Password” |
Change Password | Clearthis farm

2. Typeyour current username in the Username field, and your current
password in the Old Password field.

SV Harbor requires you to enter your current user name and password for security
pUrposes.

3. Type anew password twice, in the New Password and Confirm New
Password fields.

Below are guidelines for passwords:

% Passwords MUST contain at least six characters (and no more than thirty
characters).

«» Passwords MUST start with aletter, and two of the characters MUST be
numbers.

++ Passwords cannot resemble any English word.
++ Passwords must not be too similar to a password you’ ve used in the past.

++ Passwords can contain upper and lower case letters as well as dashes (-),
underscores () or periods (.).

l:&! Do NOT use your username or store name in your password.
o)

mw SVHarbor Online Help « 13



l:&! Y ou are the only one who knows the password that you set up here. If you forget
o thispassword, you must contact your administrator to receive a new one.

4. Click the Change Password button.
(Click the Clear thisform button at any point to clear all fields and start over.)

A message informs you that you successfully changed your password.

/3 SiteMinder Password Services - Microsoft Internet Explorer

J File Edit Wiew Favortes Tool Help |

J G s A o 4 9 = & . 2 JLinks»
Back Earmend! Stop Refresh Horne Search  Favaites  History il Print Edit Dizcuss  Messenger
Ll
s¥iarbor
T Password

““‘aintenance
)

Password Change Information

bob.miller, your new password has been set,

Use this new password the next time you log into your account

Continug |

5. Click Continue to return to the SVHarbor home page.

14 e SVHarbor Online Help SUFEHI!HLH



View alerts

The Alerts area on the SVHarbor home page identifies important announcements.
For example, an dert might contain product recall information. Alerts can include
attached documents in Microsoft Word, PDF or other formats, that provide detailed
information or instructions.

9 Y ou must have the appropriate file viewer or application to view an

attachment. For example, you need the Microsoft Word viewer or application
to view an attached Word document. Y ou can download viewers from the
Downloads areain the eReports application; refer to the eReports online
help.

o

1. Onthe SVHarbor home page, click an alert in the Alerts area.
(Click the More... link in the Alerts area to see additional dert articles.)

The alert information is displayed as shown below. If the alert includes an
attachment, its name is displayed. For example, the alert shown below contains a
Microsoft Word document attachment.

“J Product Recall - Miciozoit Internet Ecplorer

'_ Fle Edt  View Favoes Took Help -
' m = — = = = = »
caabe sl ARG B ek SRR T e s e Liks

. Back Stop  Rebezsh Home Seaich Favontes  Histom il Prinit Edit Driscuss | |

; |
~ Home Favoritas Search Help Logout Bob Miller
s¥arbor
: suPem/aLy
Product Recall
W o Back Novembar 01, 2000
Attachment: Shoelace Recall.doc
Copyright § 2001 SUPERVALU, Inc.
About SUPERWALL - Privacy Policy - Terms of Service
- |
MW SVHarbor Online Help « 15



2. If the alert contains an attachment, click the attachment name.

The attachment is displayed in its viewer inside of your Web browser. In our
example below, the Word document attachment is displayed in the Microsoft
Word viewer.

The Shppery Shoelace Company has announced an immediate
mecall of all shoelaces labeled wnth part number OYIMEILLS The
company warne that thege choelaces can cause some users o

foel hght-headed and gome 1o feel ke skipping, Sympioms are
particularly severs i adulis

Please be sure to follow the steps on the rewt page to return
these shoelaces 1o the ¢ommg any for afall refund,

Craig Loafer
Seruor Buyer

S T 1

3. Click the Back button in your browser to return to the alert window.

4. Click Go Back in the left pane to return to the SVHarbor home page.

16 e« SVHarbor Online Help mw



View headlines and news

/3 SV Harbor - Mi

The Harbor Headlines area on the SV Harbor home page contains announcements of
interest to SVHarbor users, and the I ndustry News area contains stories of interest to
those in the grocery industry.

Follow the procedures below to view an announcement or news story and to change
the number of items displayed on your SVHarbor home page.

1. Onthe SVHarbor home page, click an item in the Harbor Headlines or
Industry News areas.

Click the More... button in either area to select from additiona items

The news story or headline announcement is displayed. Below, anews story is
shown.

goft Internet Explorer |_ =] x]
J File  Edit Yiew Favorites Toolz  Help |

J<:=,->

Back Fand

cox BooA

Stop  Refresh  Home

Q G 3

Search Favortes  Histary

T gl ij”

b ail Prirt Edit Discuss

4 Go Back

y Home Favorites Search Help Logout
sV¥larbor

o

-

suPERVALY

East Coast Beverage Corp. Begins Selling to 287 Additional
Arizona Supermarkets and Mass Merchandisers

Business Editors
CORAL SPRINGS, Fla.-{BUSINESS WIRE)--Dec. 13, 2000--

MNew Listings Represent Approximately $3 Million in Sales; Product Roll-out Includes 54
ABCO Stores, 47 Albertson's, 75 Basha's, 54 Fry's, 15 Fry's Market Place, 11 Food 4
Less and 37 K-Marts

East Coast Beverage Corp, (OTCBRECEY), the second largest producer of ready-to-
drink bottled coffee, announced today that it has begun selling its products to 287
additional supermarkets and mass merchandisers in Arizona, Consumers can now
purchase Coffee House USA(TM) heverages at an additional 54 ABCO stores, 47
Albertsons, 75 Basha's, 54 Fry's, 15 Fry's Market Place stores, 11 Food 4 Less stores
and 37 K-Marts throughout Arizona. The 287 additional outlets represent approzimately
£3 million in sales.

"Wwe are extremely pleased to announce the placement of our products in yet another
287 leading retail stores throughout Arizona,” said East Coast Beverage Chairman and
Chief Executive Officer Jack Namer. "The acceptance that our Coffee House USA{TM)
beverages has received in each new market is a strong indication that our products will
ultimately be embraced throughout the United States, Moreover, as we continue to
gain shelf space in strateqic national retail locations, we are gaining a presence as a
nationally recognizable brand,” Mamer added.

About East Coast Beverage Corp.

Based in Coral Springs, Florida, East Coast Beverage Corp,, develops, produces and
distributes Coffee House USA{TM), a proprietary line of all natural, ready-to-drink
bottled coffes drinks. Currently, the Company produces eight flavors that include
Coffee, Hazelnut Mocha, German Chocolate, Wanilla Mousse, Toasted Almond and
Banana's Foster, For more information, visit www . coffeehouseusa.com,

About Star Talk Holdings, Inc.,
Star Talk Holdings, Inc. was founded in Movermber 1999, The Company operates three

subsidiaries: StarTalk ISP (WeTalk4U.com), an Internet Service Provider; StarTalk, Inc.
and FoneTalk, Inc., which are both agaregatars iresellers) of wholesale network phone

Hirne itk Leona beerneombe sk it ATOT —ind CT A e rld i arn ShoeTalle ic the mrowidor ~f ;I

2. Click Go Back in the left pane to return to the SVHarbor home page.

suPemfaLy

SVHarbor Online Help 17



To change the number of headlines or news items shown on the home page:

1. Onthe SVHarbor home page, click the Setup button in the Harbor
Headlines or Industry News area.

The Harbor Headlines or Industry News Customization window is displayed, as
shown in step 2.

2. Click the arrow and choose the number of items you want shown.
Y ou can display from one to six announcements or stories.

/3 SV Harbor - Microsoft Internet Explorer

J File  Edit Yiew Favorites Toolz  Help |

5 = »
J CEn e @ ﬁ @ @ @ %' = @ - ijks
Back Faand Stop  Refresh  Home Search Favortes  Histary b ail Print Edit Discuss
) =
. Home Favorites Search Help Logout
sV arbor
o

_J pone Industry News Customization for
4 Go Back show |5 7] staries

Copyright @ 2001 SUPERWALL, Tne.
About SUPERWALL - Privacy Policy - Terms of Service

3. Click Done in the left pane to accept your changes and return to the
SVHarbor home page. Click Go Back to exit this window without changing

the setting.

18 e« SVHarbor Online Help Mw



Weather

View weather

Use the Weather area on the SVHarbor home page to view weather forecasts for
selected locations. This help topic describes how to customize this areato display the
information you want.

0,

+« Click the Setup button in the Wesather area to add, edit or delete the weather
locations displayed on the SVHarbor home page. Y ou can set up three locations
for viewing. Inthe window shown below, two locations have been sel ected.

/2 5¥ Harbor - Microsoft Internet Explorer : T - 1ol x|

J File Edit View Favorites Tools Help |

J dBack ~ = - it | Qhsearch [FFavorites  § @Histary ||%v =8 | |JLinks »
=

A Done
4 Go Back

Home Favorites Search Help Logout Bob Miller
arbor

\

Weather Customization
Select up to 3 locations; the forecast for the first location will be shown on the SWHarbor Home

Page. Click "Mare..." on the Home Page to see the forecasts for the other locations you select,
and to search for forecasts for any location.

1. Minneapolis, MN Modify Delete
2. Tampa, FL Modify Delete
31 Mo Location Selected Select

Copyright @ 2001 SUPERVALU, Inc.
About SUPERYALU - Privacy Policy - Terms of Service
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% Thefirst location you select is shown on the SVHarbor home page, and includes
forecasts for the current day and the next two days. You may want to set up your
own location as the first location so you can view it whenever you display the
home page.

/3 5¥ Harbor - Microsoft Internet Explorer : i - 10] x|

J File Edit Wew Favorites Tools Help |
J <aBack - = - G2 at | {Qsearch [GFavorites & #Histary | B S B - a2 |JLinks i
-

A Home Favorites Search Help Logout 062572001 Bob Miller
i I(’r[ior 1 Mew Mail

0 Ewvents

\ 4 ToDo's
}
Harbor Headiines CI

_4 My Crganizer

Mo Current Announcemerts Ma Current Alerts
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4 change Password
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_J eCustomer Service
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| Ele Edt View Favor

/3 s¥ Harbor - Microsoft Internet Explorer 4 ;i - 10l =

The second and third locations you select are displayed when you click More...
in the Weather area on the SVHarbor home page, as shown below. The Weather
Forecasts window that appears also contains options for viewing weather
forecasts for other cities that you choose by city or by state.

| wBak - = - @[3

tes Tools Help |
at | {Qhsearch [FFavorites  C#History | B S | |JLinks »

~sVarb
- ‘“\

J GoBack

Home Favorites Search Help Logout Bob Miller

Weather Forecasts for Bob Miller

Minneapolis, MM:

e Today: Cloudy, High: 72, Low: 52

e« Tomorrow: Partly Sunny, High: 76, Low: 56
e Saturday: Thunderstorms, High: 78, Low: 58
Tampa, FL:

e Today: Partly Sunny, High: 28, Low: 74

e Tomorrow: Partly Sunny, High: 88, Low: 76
e Saturday:; Partly Sunny, High: 86, Low: 76

Forecasts by State  Forecasts by City

Copyright © 2001 SUPERMWALU, Inc.
About SUPERVALL - Privacy Policy - Terms of Service

Add or edit

1.

weather locations

On the SVHarbor home page, click Setup in the Weather area.
The Weather Customization window is displayed. It contains positions for three
locations. If “No Location Selected” appears after number 1, 2 or 3, you can add

alocation; otherwise, you need to edit or delete alocation before you can add a
location.

To add a weather location, click Select. To edit an existing weather
location, click Modify for the location you want to edit.

The Weather Customization window is displayed, as shown in step 3.
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3. Click the arrow below "Select a State" and choose a state from the list.

/2 ¥ Harbor - Microsoft Internet Explorer : : : s - 10l =
J File Edit ‘“iew Favorites Tools Help |
J Back - = - (D at | {Qhsearch (G Favorites  C#History ||%v =3 | |JLinks >
] C
» F [- Home Favorites Search Help Logout Bob Miller
& —_“—H—h..\,__\
Weather Customization for Bob Miller
_) Go Back
Step 1. Select a State
co x|
Akl
Step 2: AL City
AZ |
A
[CO
cT
Dz
FL
G,
HI
4 -
Copyright © 2001 SUPERMWALU, Inc.
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4. Click “Select a City.” In the window that appears, click the arrow below
“Select a City” and choose a city from the list.
3 s¥ Harbor - Microsoft Internet Explorer ] e =]
J File Edit Yiew Favorites Tools  Help |
J GBack v = - ) at | Qhsearch  [GelFavorites  CAHistory ||%v =3 | |JLinks >
_ =
» ! [ Home Favorites Search Help Logout Bob Miller
._’ _‘_—\—-\_\_\_\_‘\
Weather Customization for Bob Miller
_J Save Cchanges
Step 2: Select a City in CO
A Go Back m
Arvada
 |Awurora
When you are fini|goyder ave Changes” on the left,
\Denver
Copyright @ 2001 SUPERWVALU, Inc,
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=
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Click Save Changes in the left pane.

Y ou return to the Weather Customization window with your new or edited
location displayed.

Click Done to return to the SVHarbor home page.

Delete weather locations

1. Onthe SVHarbor home page, click Setup in the Weather area.

The Weather Customization window is displayed. It contains positions for three
locations.

Click Delete for the location you want to remove.

A message appears, asking if you are sure you want to remove the selected
location.

l:&.ll If you delete your first or second location and have other locations
0  selected below it, those locations are moved up in thellist.

Click OK.

Y ou return to the Weather Customization window. The words “No Location
Selected” appear in place of the location you deleted.
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View forecasts by state

1.

On the SVHarbor home page, click More... in the Weather area.
The Weather Forecasts window is displayed, showing forecasts for your second

and third locations. (Y our first location’s forecasts appear on the SV Harbor

home page.)

2. Click Forecasts by State.
Y ou're prompted to select a state from alist of states.

/3 s¥ Harbor - Microsoft Internet Explorer - 10l =
J File Edit ‘“iew Favorites Tools Help |
J GBack - = - (D at | {Qhsearch (G Favorites  C#History ||%v =8 iR ] |JLinks >
- F [ Home Favorites Search Help Logout Bob Miller
- _.___‘_E\
Search for Current Weather Conditions for Bob Miller
_) Go Back
Select State: |AK 7]
OR =]
Search =%
Rl
sC
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3. Click the arrow and choose a state from the list that appears, as shown

above. Then click Search.

Weather conditions for citiesin the state you selected are displayed.

/3 s¥ Harbor - Microsoft Internet Explorer

J File Edit ‘“iew Favorites Tools Help

J Back - = - at | {Qhsearch [FFavorites  C#History ||%v =8

Home Favorites Search Help Logout
sV¥larbor
i _H\

Bob Miller

Search for Current Weather Conditions for Bob Miller

J GoBack
state search
You searched for TX

Found 21 matches

Carrollton, Tx:

Tomorrow: Partly Sunny, Low: 70 High: 26
Saturday: Sunny, Low: 71 High: 91
Plano, Tx:

Tormorrow: Partly Sunny, Low: 71 High: 85
Saturday: Sunny, Low: 71 High: 92
Garland, Tx:

Tormorrow: Partly Sunny, Low: 67 High: 85
Saturday: Sunny, Low: 69 High: 87
Irving, Tx:

Tormorrow: Partly Sunny, Low: 69 High: 85
Saturday: Sunny, Low: 71 High: 90
Mesquite, Tx:

Tormorrow: Partly Sunny, Low: 64 High: 26

Current Conditions: Showers, Low: 69 High:

Current Conditions: Showers, Low: 69 High:

Current Conditions: Showers, Low: 63 High:

Current Conditions: Showers, Low: 69 High:

Current Conditions: Showers, Low: 66 High:

24

a3

a2

24

a0

_ E::aturglally: Sunny, Low: 64 High: 82 LI
4. Click Go Back to return to the window shown in step 2.
If you want you can search for weather conditions of other states.
5. Click Go Back to return to the Weather Forecasts window.
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View forecasts by city

1.

On the SVHarbor home page, click More... in the Weather area.

The Weather Forecasts window is displayed, showing forecasts for your second
and third locations. (Y our first location’s forecasts appear on the SV Harbor
home page.)

Click Forecasts by City.

Type a city name in the Enter City field and click Search.

Weather conditions for the city you selected are displayed, if the city’s
information is available through SV Harbor.

/3 5¥ Harbor - Microsoft Internet Explorer : : 0] x|

J File Edit Wew Favorites Tools Help |

J P Back + = - @ at | @Search (G Favorites @History | %v = % - 2 |JLinks »
[

" s¥larbor

i

) Go Back

Home Favorites Search Help Logout Bob Miller

Search for Current Weather Conditions

city search
You searched for austin

Found 1 matches

Alsting, Tx:
Current Conditions: Partly Sunny, Low: 63 High: 92
Tomorrow: Partly Sunny, Low: 69 High: 91
Wednesday: Partly Sunny, Low: 71 High: 91

Copyright @ 2001 SUPERWVALLU, Inc,
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Click Go Back to search for the weather forecast of another city.

Click Go Back to return to the Weather Forecasts window.
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Favorites

Work with favorites

Use the Favoritesfeature to list your favorite Web sites on amenu, which allows
you to quickly display them from anywhere in SVHarbor.

i

o

To go to afavorite site, just place the cursor over the Favorites menu on the

Y ou may want to create favorites for SUPERV ALU sites that aren’t directly

linked in to SVHarbor. For example, you may want to add

SUPERVALUCM.com, whichis run by the Category Management

department; this site contains planograms (diagrams of where products go on

the shelves).

SV Harbor home page. Then select one of your favorites from the list that appears, as
shown below. Note that the top-most item in the Favorites menu is

Add/Remove/Edit. Select this option to add, edit or delete favorites.

/3 S¥ Harbor - Microsoft Internet Explorer

=101x]

J File Edit ‘Wiew Favorites Tools Help

J HBack v = - @ A | @Search [3e] Favorites @History | %v =] % - o |

s¥larbor
.

!

A My Organizer

4 sbout SUPERWALU
_J change Password

_J4 eBooking

4 eCustomer Service
) eReports

4 esSurvey

A User administration

Home Favorites Search Help Logout 06/07/2001 Bob Miller
Supervalu 0 Ewvents
Carmpany
I The 1234 Company CCOD

Mo Curre] Sategory Marmt Ma Currert Alerts

More ... More ...
Industry News [ Setup] Weather [ Setup ]

» |nformation Resources, Inc. Clarifies . . . Minneapoliz,

» Seniors Throughout the Southland . ..

» CLARIFICATION of BWWO353, KS-HUHT ARAK] » Todsy: Cloudy, High: 72, Low: 52

» Twinlab Corporation Announces the Sale . . » Tomorrosy: Partly Sunmy, High: 76, Low: 56

» Source Completes Acouisition of The - . . » Saturday: Thunderstorms, High: 78, Low: 55
More ... More ...

Copyright @ 2001 SUPERVALU, Inc.
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Add or edit favorites

You can list up to eighteen favoritesin the Favorites menu. Follow these stepsto add

or edit your favorites.

1. From the SVHarbor menu, select Favorites and choose Add/Remove/Edit.
The Favorites List window is displayed. It listsall favorites currently set up.

/4 S¥ Harbor - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

s

=10Ix]

J HBack v = - @ A | @Search [3e] Favorites @History | %v =] % - [ |

A [- Home Favorites Search Help Logout Bob Miller
3!] arpor

Favorites List for Bob Miller

_J Done add up to 18

) Go pack Superdalu Modify  Delete
The ABCD Company Modify Delete
The 12324 Company Modify Delete
Category Mgmt Modify Delete

Add a New Favorite

Copyright @ 2001 SUPERVALU, Inc.
About SUPERWYALL - Privacy Policy - Terms of Service
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2. To add a favorite, click Add a New Favorite. To edit a favorite, click its
Modify link.

Thefollowing fields are displayed.

/] select Favorites - Microsoft Internet Explorer T - 1ol x|

J File Edit View Favorites Tools Help |

J dBack - = - it | Qhsearch [FFavorites  § @Histary ||%v =8 | |JLinks »
=

o Home Favorites Search Help Logout Bob Miller
sVlarbor

!

Favorites List for Bob Miller

J Sawe This Favorite . . . . . .
Enter the name of this Favorite as it should appear in your Favorites List:

_J Go Back IThe MNew Company

Enter the web address of this Favorite:
(example: http:/Awww superyalu.com)

|http:,-‘,-‘www.newcu.com

wWhen you are finished, click on "Save This Favorite” on the left,

Copyright @ 2001 SUPERVALU, Inc.
About SUPERYALU - Privacy Policy - Terms of Service

3. Inthefirst field, type a name for the favorite.
This name will appear in the Favorites menu.

4. Inthe second field, type the Web address (URL) to access.
Most Web sites begin with the following: http://mww.

followed by the Web site name and its extension, asin: supervalu.com
The complete Web address in this example would be: http://www.supervalu.com.

5. Click Save This Favorite from the left pane.
Y ou return to the Favorites List window.

6. Choose the new or edited favorite from the Favorites menu to go to that
Web site.
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Delete favorites

1.

From the SVHarbor menu, select Favorites and choose Add/Remove/Edit.
The Favorites List window is displayed. It listsall favorites currently set up.

Delete a favorite by clicking its Delete command.
Y ou are asked to confirm that you want to delete the favorite.

Microzoft Internet Explorer E2

@ Are you sure you want ko remave this Favorite?

Cancell

Click OK to delete the favorite, or Cancel to cancel the deletion.
If you clicked OK, the favorite is removed from the Favorites menu.
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Search for a person

Use the Search feature to search directories for a person’slocation (city and
state), store and email address.

1. From the SVHarbor menu, choose Search and select a directory.
Clicking Sear ch displays alist of directories to which you have access.

/3 s¥ Harbor - Microsoft Internet Explorer -0l x|
J File Edit Wiew Faworites Tools Help |
J &Back - = - ) Zat | fQhsearch [GeFavorites C#Histary | B S B - ] |J Links
El
y Home Favorites Search Help Logout 0607 /2001 | Bob Miller
v a "60,‘ SY Harbor Directary 0 Mew Mail
e T Caorporate Directory 0 Ewvents
- \\ Shop'n Save Directory 0 ToDo's
E
Cub Directary
: R —— L Alerts ]

-) My Organizer Mo Current Announcements Mo Current Alerts

4 shout SUPERY ALY

4 Change Passward

4 eBooking

More ... More ...
_4 eCustomer Service
Industry News Weather
J eReports & CostocoWholesale Corporation Reports | .. hinneapoliz, b
J & Ahold 1=t Quarter 2001 Earnings Rise . ..
esurvey * ADWISORY Lucy Danziger Mamed . . . o Today: Cloudy, High: 72, Low: 52
hia = ® Heinz to Expand ks U.S. and Canadian . . . & Tomorrowy: Partly Sunny, High: 76, Lo 56
4 User Administration & Borden Foods Announces Sale of Key & Saturdsy: Thunderstorms, High: 78, Low: 58
More ... More ...
Copyright @ 2001 SUPERWVALU, Inc,
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=
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After you select adirectory, the first page of namesin that directory is shown.
Names are listed in aphabetical order by last name, along with their store (if
known) and location (if known). Available directories are now displayed in the
left pane, and a checkmark appears next to the selected directory; you can choose
another directory if needed.

2} s¥Harbor - Microsoft Internet Explorer . . =10] x|
| Ble Edt Vew Favores ook Heb | = |
| daBack »~ = - @ 2] & Dsearch EiFavorkes (FHistory | Ehr SH B e |Lrl<s =
. =

y [ Home Favorites Search Help Logout Bob Miller

sViarbor
" : SV Harbor Directory
W) SV Harbor Directory ABCDEFGHIJKLMNOPORSTUWW XY Z Al
Name Store Location

_J Corporate Directory

_ Cub Directory

4 Eastern Directary

Enter search text:

Go

_ Shop n Save Directary

Abbey, James Bennettvilla Superyalu Bennetiville, ¥T
Carter, Harvey

Dommans, Kyle

Edmunds, Peter Twin Lakes SuperValu Twin Lakes, MN
Frell, John

Humphrey, Annette

Jones, Beaumont

Displaying entries 1 - 7 of 51 Mext Set of Entries > >

Copyright © 2001 SUPERVALL, Inc,
About SUPERVALU - Privacy Policy - Terms of Service

2. Find the name you want.

R/
0’0

By default, all namesin the directory are listed, although you may need to
click Next Set of Entriesto view additional namesin thelist. Or, select the
first letter of the person’s name from the alphabetical letters displayed along
the top to display people whose |ast name starts with that letter only; click
All to return to viewing all names.
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®

% Tosearch for aname, type all or part of the person’slast name in the Enter
search text field in the lower |eft of the window, followed by an asterisk (*),
and click Go. (The asterisk matches all letters.) In the example shown
below, we typed ha* and clicked Go, and the directory search results
displayed dl persons whose last name starts with the letters “ha.”

=8 S¥ Harbor - Microsoft Internet Explorer Lk — x
b i | jm]
| Bie Edt vew Favorkes ook Heb EBE
| wpack » = - @ 2] A} Dsearch GiFavoites (PHstory | By S == |Lrl<s i
» [- Home Favorites Search Help Logout Bob Miller
sV arbor
i
o SV Harbor Directory Search Results
¥j SV Harbor Directory Clear Search
A Corporate Directory ~ Name Store Location
Haak, Joseph Pemberton SuperValu Pemberton, MM
4 Shop n Save Directory Habbine, Michas! :
3 Hackins, Jane Mick’s Superifalu New Kingsburg, WI
4 Cub Directory Harmmill, 3.3,
Hammers, Henry
4 Eastern Directory Hannert, Lawrence F.
Hastie, Noah
Hazard, Samusl N, Smallton, NT

Enter search text:
ha*
Go

Displaying results 1 - 8 of 8

Copyright @ 2001 SUPERVALU, Inc.
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3. Click aname in the Name column.
After you select a name, the person’s email addressis displayed, as shown below.

To copy the email address, highlight the email address with the cursor,
o  click theright mouse button and choose Copy from the dropdown menu.

/3 S¥ Harbor - Microsoft Internet Explorer 101 =l

Joseph Haak

E-Mail Address: JosephHaak@svharbor.com

Close

4. Click Close.
Repeat steps 2 and 3 to locate another name in the current directory. To search
for aperson in another directory, first click the directory namein the left pane.

5. Choose Home from the SVHarbor menu to return to the SVHarbor home
page.
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Use My Organizer

a 5% Harbor - Microsoft Internet Explorer

The My Organizer option in the left pane of the SVHarbor home page allows you to
access the email, address book, calendar and To Do functions and to perform some

setup tasks. Note that you can also access the email, calendar and To Do functions
right from the SVHarbor home page.

9 The My Organizer option appears only if you have been assigned an

oA SVHarbor email account AND an email role. Contact your administrator
for more information.

1. Onthe SVHarbor home page, click My Organizer in the left pane.
The My Organizer window is displayed.

« TheeMail areadisplays unread emailsin your Inbox.
+ The Calendar displays calendar events you have schedul ed.

% TheTo Do areadisplays current to do items.

_______________ =10l %]
|| Ele Edt Yyiew Favortes Tools Help |
dback + =« (D [8] | Qoearch [Favoritss (frstory | Fhe b NE |Links *

r " - Home Favorites Search Help Logout Bob Miller
s¥1arbor
. : T
: eMail [ Sotup
'..5 My Organizer OBD4/2001 Sandy's meeting o calendar entries
10034 AW From: Haak
A E-Mail
OB04/2001 Newr products
w | My Address Book 1025 AM  From: Clement Chen
080E2001 Catzup or ketchup?
Calendar
4 O1:56PM  From: Oscar Nobel e
A
Mo cutvent to do tems
Copynght @ 2001 SUPERVALU, Inc,
About SUPERVALU - Privacy Policy - Terms of Service

2. Select a function from the options in the left pane.

See “Work with email,” “Use the address book,” “Work with events” or “Work
withToDo's.”
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Emalil

Work with emalil

SV Harbor provides an easy-to-use email application that lets you send messages to
other SV Harbor users and other users that have email accounts. If your administrator
has set up an SV Harbor email account for you, the My Organizer option is available
in the left pane of the SV Harbor home page, and a New Mail option appears at the
top of the home page. In addition, you have access to calendar and to do list features.
If your administrator did not assign you an SV Harbor email account, none of these
features are available. (For example, you might not have been assigned an SV Harbor
email addressif you use another email provider, such as America Online.)

Y our SV Harbor email addressis your SVHarbor username followed by
“SVHarbor.com” (asin new.user@SVHarbor.com). Thisaddressislisted for you in
the SVHarbor directory, and you can give it to anyone who needs to email you.
When your administrator creates your account, he or she can also select one or more
email rolesfor you. For example, if you are assigned the Store Manager role, you
will automatically receive all SVHarbor email intended for store managers.

Listed below are the main tasks you can performin the SVHarbor email application:

% Start the email application

% Read messages

+ Organize your email

% Create or edit amessage

% Select from the Address Book

+ Format email text

+ Sending and/or saving a message
% Set delivery options

% Delete amessage

v Set mail preferences

And also:

% Usethe Address Book

+ Add contacts

+ Add groups

< Edit contacts or groups
+« Delete contacts or groups

suPemfaLy
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l:&l Thefile attachment size limit is 10 MB per incoming or outgoing message.
o Thisincludes both attachmentsif there are two for a message. Refer to
“Create or edit amessage” for information on file attachments.

Messages in your Inbox are automatically removed after 60 days. If you
want to save messages for alonger period of time, you need to move them

into other folders as described in “ Organize your email.”

The total amount of space you have (for email messages, attachments, To
Do’sand your calendar) is50 MB. If your space gets full, you will still be
able to receive messages but you will not be able to send messages, add To
Do’'sor add calendar events. It'sagood ideato delete old messages that you
do not need anymore. Refer to “Delete amessage” for more information.

Start the email application

Y ou can run the SV Harbor email application by either:

% Clicking My Organizer intheleft pane of the SVHarbor home page and then

clicking E-Mail.
% Clicking New Mail at the top of the SVHarbor home page.

The main email window is displayed, as shown below. Use the buttons and links on

this window to perform email tasks.

43 http:/ /portaltest.svharbor.com/svhtm1/mail1 /Bob.Miller.nsf/MailFS?0penFrameset - Microsaft Interne

J File Edit “iew Favorites Tools Help

=101 x|

J GBak - = - (@D o3 | Qhsearch (3 Favorites & #History ||%- =] - 2

=
|J Links »

List of messages ’ Previous Page | Next Page | First Page | Last Page

in the selected
folder

s( 3 @ rewmero O rFoger  @oeete  EToos  Eoeote (#)Add SenderTo Address Book
S¥larbos
~

|-- Select Folder - 'lmveanMerrcmm Folder

& mBox r

4 Drafs
Folders for EM
z:g::;;:sg = ) i ddress Book r
(includes a All Documents Previous Page | Next Page | First Page | Last Page
link to your -
address @ Trash
book) Digcugsion

Rules

(8] East Coast

TEWilliam 06042001 1,110 Re: Anothertest

- = Claven

Saunders 060372001

Pes
I I

Open Calenda Open Address

Book

Open To Do
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@

New Memo: Click this button when you want to create an email message.

Folder: Displaysthe Create Folder, Remove Folder and Upgrade Design buttons,
which you use when organizing email.

®

Delete: Displaysthe Delete and Empty Trash buttons, which you use to delete email
messages.

@

Tools: Displays the Preferences button, which allows you to set email options.

@

Goto: Displaysthe My Organizer button, which takes you to My Organizer.

®

Add Sender To AddressBook: Click the checkbox next to an email message, and
then click this button to add the sender of the email to your address book.

@

Open Calendar: Displays the Calendar window.

®

Open To Do: Displaysthe To Do window.

®

Open Address Book: Displaysthe Address Book window.

Read messages

1. Launch the email application.
Refer to “ Start the email application” for details.

The main email window is displayed.

2. Locate the message you want to read.

+ Messagesin your Inbox are displayed when you open the main email
window. To display messages within other folders, click the folder you want
at the left side of the window.

+ Thefolder name whose messages are being displayed appearsin all capita
letters.

% Usethe Previous Page, Next Page, First Page and L ast Page buttons to
move between pages of thelist of messages.

suPemfaLy
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% Click the small arrow next to Who, Date and Size to sort the messagesin
ascending or descending order of the sender’ s name, the date of the message
or the size of the message file.

3. Click the name of the sender whose message you want to read.
The email message displays, as shown below.

4} > Try this attachment - Microsoft Internet Explorer

J File Edit Wiew Faworites Tools Help

J $HBack + = - @ e | @Search (3] Favarites ®Hist0ry ||%v =8

@cedt €3 Delete

To:Bob Millen@svhathor.com

HenryJones i@svharhor.com
e

hee:
Subject:Try this attachment

06/12/2001 12:09 PM EDT

This attachment iz a zip file.

TSER INFO EDIT zip | I¥pe: application/zip
! Name: TSER INFO EDIT zip

Attachments:
USEE INFO EDIT =

4. View and download the attachment if there is one.

If the sender attached afileto hisor her message, it appears within the message
in two ways:

< If the email application can display the attachment, it insertsit right in the
message. For example, an attachment such asagraphic in .GIF format is
displayed in the message. Thefilenameisaso displayed in the window.

< If the email application cannot display the attachment, only the filename
appearsin the window. For example, an attachment such asa .ZIPfile
cannot be directly displayed.

In either case, you can save the attachment to your computer’s hard drive just by
clicking the filename. After clicking the filename, the File Download window
appears. Click the Save thisfileto disk button (if it is not already selected) and
click OK. Specify alocation to save thefile, and click Save. Click Close when
the file has completed downloading.

l:&:l In order to view afile stored on your hard drive, you must have the
o  appropriate application or viewer. For example, to open a.PDF file, you
must have the Adobe Acrobat Reader installed.
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5. Use the buttons at the top of the window to perform the tasks listed below.

@

New Memo: Opens ablank New Memo window, which allows you to create a
new message.

®

Forward: Opensthe New Memo window with the subject line and the contents
of the sender’ s email message included, allowing you to pass along the message
to one or more people.

@

Reply: Displaysfour additional buttons. Reply opens the New Memo window
pre-addressed to the sender. Reply to All opens the New Memo window pre-
addressed to the sender and everyone else who received the email. Reply with
History opensthe New Memo window pre-addressed to the sender, with the
contents of the sender’s email message included. Reply to All with History
opens a New Memo window pre-addressed to the sender and everyone el'se who
received the email, with the contents of the sender’ s email message included.

Edit: Displaysthe selected message in editable form.

®

Delete: Places the displayed message in the trash, where it will remain until you
click Empty Trash.

@

Goto: Displaysfive additional buttons. 1nbox displays the messagesin the
Inbox. Calendar displays the Caendar window). To do displaysthe To do
window. Next displays the next message in thelist, and Previous displays the
previous message in thelist.

®

Copy Into: Displaysthe New Task and the New Calendar Entry buttons.
Click New Task to copy information from the message into a To Do task. Click
New Calendar Entry to copy information from the message into a calendar
entry.

suPemfaLy
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Organize email

The following sections explain how to organize the messages you send and receive
into folders. This makesit easy to quickly find a particular message, especialy if
you receive alot of emalil.

To create a new folder:

1. From the main email window, click Folder.

Three new buttons appear: Create Folder, Remove Folder and Upgrade
Design.

2. Click Create Folder.
The New Folder window is displayed.

; http://portaltest.syharbor.com/maill /Bob.Miller.nsf/Folder e - | I:Ilﬁl
New Folder
Eniter new folder name here.
To fiest the new folder in an existing folder, enter the full path
uging "\ as the separator. (&g Exsting Folder'\t ew Folder)
Current Folders
Tou cah choose an existing folder in which to nest the new folder.
Choose from the lst below, and click "Begitis With" to initialize the new
folder name.
East CoastiMew York »|  Begins With |
e
South 0K, | Cancel |
Canada &

3. Type a name for the new folder.

4. To put this new folder inside an existing folder, click the arrow next to the
Begins With button and choose a folder from the list. Then click the
Begins With button.

Thefolder name isinserted in the New Folder field.

5. Click OK.
The new folder islisted on the |eft side of the window.
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To move messages to a folder:

1.

From the main email window, click the checkbox next to each message you
want to move.

Y ou may need to click the folders listed on the |eft side of the screen to display
the messages you want to move. A checkmark in the box indicates that a
message is selected for moving. (Click the box again to remove the checkmark if
you decide not to move a message.)

Select the folder you want to move the email to from the list on the right
side of the window.

-

East Coast

East Coast\Mew York
Inbox

Trash

Click Move to Folder or Copy to Folder.

Moveto Folder moves the selected message to the folder you choose and deletes
it from the current folder. Copy to Folder moves the selected message to the
folder you choose and aso leaves a copy of the message in the current folder.

To remove a folder:

1.

o

Use this procedure carefully. When you delete afolder, all messages stored
in that folder are aso deleted.

From the main email window, click Folder.

Three new buttons appear: Create Folder, Remove Folder and Upgrade
Design.

Click Remove Folder.

The Remove Folder window is displayed.

Remove Folder

You can choose an existing folder to remove from the database Choose
from the list below, and click "OK" to removwe the folder. Note: if a folder
contains subfolders they will he removed along with the parent folder.

MNew Wark j

(0] | Cancel |

|

3. Click the list and choose the folder you want to remove. Then click OK.

Thefolder isremoved from thelist on the | ft.
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Create or edit a message

1.

Click here to
display the
Address
Book.

j File Edit Yiew Fd

/3 New Memo - Microsaft Internet Explorer

To create a new message, click New Memo in the main Email window. To
edit a message you've already started, click the Drafts folder on the left and
then click the message you want to work with.

If you are creating a message, the New Memo window is displayed. If you are
editing an existing message, the message displays in the window.

Click here to

specify how

your message
is sent.

arites  Tools  Hell

Click here to

J@Backv-"@

) | @Searc

send your

message.

Use these fields
to specify who
you send the

Bobh Miller

To:"

message to.

Type the
subject of

06/06/2001 02:40 PII

cc:l

L

bcc:l

yOur message
here.

Click here —
to add
formatting
features.

Type your

Use Rich Text Applet

email text
here.

Subject:l
attachment(s): Browse... | Browse... |
To add attachments
click these buttons.
[

2.

If you want to format your text, click Use Rich Text Applet.

This creates a new memo page and deletes al information you may have

8 aready entered in the message.

Refer to the “Format email text” help topic for details.

Enter the recipient’s email addresses in the To, cc and bcc fields.

Either type the names or click Addressto select a previoudly saved contact or
group name from the address book. (Refer to * Select from the Address Book”
for more information.) Y ou can enter multiple names by separating the email
addresses with commas.

SV Harbor alows you to send your email message to additional people besides
the person listed inthe To: field. Email recipientslisted in the cc: field will see
the names of the other recipients of your email. Email recipientslisted in the
bcc: field, however, will not. Asthe sender of the message, you aways see all
names, even those who received blind carbon copies.

In the Subject field, type atitle for the message.
For example, you might type “Tuesday meeting delayed.”
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5. To attach afile to your message, click one of the Browse... buttons, select

the file you want to attach from the Choose File window, and click Open.

% An attachment is afile, such as aword processing document or a spreadsheet
document, that you can send along with your email message. SV Harbor
allows you to attach two files to the messages you send.

% This attaches thefile to your message. To attach a second fileto your
message, click the other Browse... button and repeat this step.

Thefile attachment size limit is 10 MB per incoming or outgoing
message. Thisincludes both attachments if there are two for a message.

O
Choose file 2 | x|
Lock irr: I a2 (B j gl
1 Aol30 (L3 Sarah work bioot, ini
1 FrantPage "Webs &= Temp Config.sys
I Mulimedia Files (3 'windows Update Setup Files ECHETO411
I Program Files Hebebar
1 Recycler hiost te.crd
] Reports hiost.crd
| | s
File: riame: Iad text.doc Open I
Files of bope: IAII Files [*.%] ﬂ Cancel |

In the white box in the center of the window, type the message text.

If you are using the rich text option, refer to the “ Format email text” help topic
for information.

Click Delivery Options at the top of the window to select options for this
message.

Refer to “ Set delivery options” for details.

Click Send.
Refer to “ Send or save amessage” for details.
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Select from the Address Book

While you are working on a message, you can quickly enter the recipients’ names by
clicking the Address button. The address window displays, as shown below.

/3 Address - Microsoft Internet Explorer o =] 3

bee > |
« Prenvious fext ¥ Fernowe | Fernoe All |
Ok, | Cancel |
=l
|&] pone ’_’_|Q Internet v

| v

Lookin: [ Bab Miller =
Stetswith [T | Find_|

Bonders, John To>
Coldette, P.

Darvers, lan

Lupelle, Fia

Mhemnos, A

Mannez, Mike

Click the Look In list and choose an address book.
Names from the address book you select are displayed in the list on the left side.
Select name(s) from the list and enter them into the To, cc and bee fields.

To enter aname in afield, click aname on the left, then click the To>, cc> or
bce> button. To select a set of adjacent names from the list, click the first name
you want, hold down the Shift key and then click the last name.

To remove a name from the To>, cc> or bee> fields, select the name you want to
remove and click Remove. To remove all the names from these fields, click
Remove All.

Click OK to close the address window and bring the names you selected to the
message you are writing. Click Cancd to close the window without bringing the
names to the message you are writing.
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Format email text

The Use Rich Text Applet option allows you to add visual interest to your email
message.

1.

In the main email window, click the New Memo option.
The New Memo window is displayed.

Click Use Rich Text Applet.
The following warning message appears.

Microsoft Internet Explorer

@ WARNING

“ou are about bo switch to the Rich Text Applet,
If wou click the OF. button below a new Memao will be created
and all the fieldz walues on the memo pou are working on will be lost,

Do pou wizh to continue?

I:ancell

Click OK.

If the rich text option has not been installed, you' re asked if you want to install
and run the rich text software. Click Yes. A new row of buttons and optionsis
displayed above the email message area. From left to right, they are:

h

Bold: Turnsbolding on and off.
i

Italic: Turnsitalicson and off.

L

Underline: Turnsunderlining on and off.

Left Align/Center Align/Right Align: Switches between these three paragraph
alignments.

=

Indent Paragraph/Outdent Paragraph: Turns paragraph indenting on and off.

Bulleted List: Formats the selected lines of text as bulleted items, numbered
items or not bulleted or numbered.
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74

CreateLink: Displaysafield for entering alink to aWeb address. Y our reader
can then click the link to accessthat Web site. Type the link address and click
the check button. (For example, you might type http://www.supervalu.com.) A
link isinserted at the cursor position in the message text.

P

Enter International Characters: Displays afield for entering unicode values
(decimal or Oxhex). Type the number representing the character and click the
check button. The character isinserted at the cursor position in the message text.

Color: Click the arrow to display alist of colors.
Font Size: Click the arrow to display alist of choices (6, 8, 10, 12, 16, 22, 36).

Font: Click the arrow to display alist of choices (sans serif, monospace, serif).

4. In the white box in the center of the window, type and format the email
message.

When you want to turn aformatting option on, just click the corresponding
button or select an option from alist. For example, to type text in bold, click the
Bold button, type the text and then click the Bold button again when you want to
stop typing in bold. Y ou can also apply the formatting options to text you' ve
aready typed; just use the mouse to highlight the text you want to format, then
click aformatting button or select an option.

The Create Link and Enter International Character s options work a bit
differently. To usethese, position the cursor where you want the Web address
link or specid charactersto appear. Then click one of the buttons, type the
address or character number and click the check button.

Sending or saving a message

After you create or edit a message, click the Send button to display the following
options. Click the one you want to use.

s Send: Sends the message but does not save a copy of it.

+ Send and Save: Sends the message and also saves a copy of it for you to view
later.

« SaveasDraft: Doesnot send the message but saves a copy of it for you to view
and edit |ater.

If you chose Send and Save, the message is stored in the Sent folder on the main
email window. If you choose Save as Dr aft, the message is stored in the Drafts
folder. Refer to “Read messages’ for information on viewing the message.
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Set delivery options

While you are working on a message, click the Ddlivery Options button to control
various aspects of how your email is delivered.

When you click the button, the Delivery Options dialog box is displayed, as shown
below. Select from the options described following theillustration, and then click
OK.

/7 Delivery Options - Microzoft Internet Explorer

Importance MNarmal 'I I Return receipt
Delivery Report Only on failure =]
Dielivery Prioxity Normal =]
(0] | Cancel |

|

Importance: Click thelist and select Normal, High or Low. If you choose High
and are emailing another SV Harbor user, that user will see anicon next to the
message indicating that it isimportant.

Delivery Report: Click the list and choose one of the following options:

Only on failure: Notifiesyou if your message could not be delivered. Confirm
delivery: Notifies you when your message has been successfully delivered.
Trace entire path: Sends you a message containing the path of the message from
sender to recipient. None: Does not notify you concerning the delivery of your

message.

Delivery Priority: Click thelist and select Normal, High or Low. This affects
how the message is placed in the mail delivery queue.

Return receipt: Click the check box if you want to receive a message when the
recipient opens your email.

Delete a message

1.

From the main email window, click the checkbox next to one or more
messages you want to delete.

Click the Delete button at the top of the window.
Two new buttons are displayed:

% Delete places the message into the trash. Documents placed in the trash
remain there until you click Empty Trash.

R/

« Empty Trash permanently removes al items you have placed in the trash.

Click Delete to place the selected message into the trash.

It's agood ideato wait before clicking Empty Trash to permanently delete the
items, because you might find you need an item that you’ ve placed in the trash.
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Set mail preferences

Y our email message preferences are set up for you by the system administrator. To
change preferences, follow the instructions below. Click the buttons on the left side
of the window and then set your preferences on the right side.

®
L4

From the main email window, click Tools and then select Preferences. (Or click
Setup in the email area of the My Organizer window.) The Preferences Mail
Basics window displays, as shown below. Under User configuration you will
find the name assigned to you by your system administrator.

Click the checkbox listed under I nter net message format to include areply
separator in the messages you send. A reply separator defines how your reply
text appears to your message recipients and helps your text stand out from other
text within the message body. Click Save and Close to save your changes.
Click Cancd to exit the window without making any changes.

3} Preferences - Microsoft Internet Explorer . T o eloix
File Edt Yew Favortes Took Help |
| epedk - = - [A 4F| Quewch [Gravores (Pristory | - Sp [ - (2] 9 [inks ]

Preferences
Mlail

Basics
Signature

Calendar
Erestime
Entnes
Autoprocess
Delegation

[l

Calendar

Mail - Basics

User configuration
Owner of this madl file: ud=Bob Ililler

Iniernet message format

™ Formatted Replies with
an offset character
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®

% To add signature text to the bottom of messages you send, click Signaturein the
Preferences Mail Basicswindow. The Preferences Mail Signature window is
displayed, as shown below.

Type the signature text in the Signature box. Click the checkbox if you want this
signature text included at the bottom of all your outgoing messages, and then
click Save and Close. Click Cancel to exit the window without making any
changes.

3 Preferences - Microsoft Internet Explorer
File Edkt Wiew Favortes Took Help
| dBack » = - @ (2] 23| Qsearch (GgFavotes PHistory | e S [ - 5] D |Links *

Mail - Signature
Preferences e
Mail I Automatically sppend a signature to the bottom of my outgeing mail messages
i Signature:
Basics ;I
Slgnature
Calendar
Ersetime ':'I
Entries

Autoprocess

Delegation

i £

Calendar
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Address book

Use the address book

7} http:/ /portaltest.s:

Use the address book to store people’s names and information about them, such as
email addresses and phone numbers. Y ou can use the address book to quickly enter
recipient namesin the To, CC and BCC fields of the New Memo window.

Y ou can store the names of individuals (contacts) and their addresses. Y ou can aso
create groups that contain the names and addresses of many people. Thisalowsyou
to quickly send a message to multiple people. For example, you might set up a group
consisting of the bakery department managers at al storesin your chain and name it
“Bakery Managers.” Y ou could then create an email message and send it to al of the
managers by simply selecting the Bakery Managers group from the address book.

To display the Address Book window, you can click My Organizer on the
SV Harbor home page and then click My Address Book. You can also click
Address Book in the main email window.

Click here to create a new
contact or group in the
Address Book.

vharbor.com, s¥htm1 /maill /Bob.Miller.nsf/ AddressBookFS?0penFrameset - Micr!

Displays a
list of your

contacts. |

you want to
throw out
{prior to
heing
permanently
removed.)

Displays a
list of your
groups.

Holds
messages

Click here to

view this
message,

J File Edit Wiew Faworkes Todls Help ‘
| wBak -+ = - @ tat | @searcn [Favorkes fHstory | S Sh - o |JLinks =
- —@rew (@ mponFromDireciories (B Toals M)oeiee  E)eot
P "
s\arbor
™~ I I
’ Previous Page | Next Page
— &) coNTACTS Name Phones Business «
— %] Grou]gs - Dough Joht  Office phone: 101-321-1223  Aeme Products
— @ Trash Office fax 101-321-1224 CEQ

I

Cell phone: 101-321-1323
Home phone: 104-221-2123
Home fax: 104-221-2345
Pager: 104-321-4322

- Catbunkle74l

Previous Page | Next Page

I I
Open Open Click these buttons to move
Mail To Do through the pages of the list
Open of messages.
Calendar
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@

New: Letsyou create a new contact or group in the address book.

@

Tools: Thisbuttonisn't applicable to the address book.

®

Delete: Displaysthe Delete and Empty Trash buttons, which you useto delete
contacts and groups from your address book.

@

Go To: Displaysthe My Organizer button, which you click to go to the My
Organizer page.

Open Mail: Displays the main email window.

@

Open Calendar: Displays the Calendar window.

®

Open To Do: Displaysthe To Do window.
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Add contacts

1. Click New on the main Address Book window. Then click Contact.
The New Contact Basics window is displayed.

/2 Mew Contact - Microsoft Internet Explorer il

J File Edit Wew Favorites Tools Help |
J daBack ~ = - (@ ﬁ| i@ search  [FFavorites £ #History “%v =R iR [ |JLinks »

we and Close e) Discard Changes ':-':1 Goto

|Basi|:s |Detajls |Comments

First name: I Office phone: | jl
Mliddle name: I Office fax: | ;I
=

Last name: I Cell phone: I
Title: | -Mone- 7| suffee | More- ~| Home phons | jl
Category: (Mot Categorized) - Add Category... | Home fax: | =]
=
FPager: | ;I
=

Compatiy: I ellail address: I

T title: | ;I Web page: I

=

2. Enter the contact’s name and business information, as well as phone
numbers and email and Web page information.

3. To enter additional information, click Details and Comments, and fill in the
fields on these windows.

4. Click Save and Close when you have finished entering information about
the new contact.

To start over, click Discard Changes.

Click Contacts on the Address Book window to see your hew contact in thelist.
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Add groups

1. Click New on the main Address Book window. Then click Group.
The New Group window is displayed.

2} New Group - Microsoft Internet Explorer gl ] 4]

J File Edit Wew Favorites Tools Help |
J dmBack ~ = - (@) ﬁ| hsearch [GFavorites £ #History ||%v =3 | |JLinks >

GROUP

Croup name: | ;I
Categotize: (Not Categorized) ~ Add Category... |
Description: I

Members: | =] LL,'l

2. Typethe group’s name in the Group name field.

3. Click the arrow in the Categorize field and select a categorization from the
list.

Or, click Add Category and type a new category name at the prompt.
4. Typethe group’s description in the Description field.

5. Enter the members of the group in the Members field.

To select the member names from the Address Book, click the book icon next to
the Members field.

6. Click Save and Close when you have finished entering information about
the new group.

To start over, click Discard Changes.

Click Groups on the Address Book window to see your new group in the list.
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Edit contacts or groups

1. On the main Address Book window, click the name of the group or contact
you want to edit.

Information is displayed for thisindividual.

2. Click Edit Contact or Edit Group at the top of the window.
The screens of information are displayed in editable form.

3. Change or add information as necessary.
Refer to the “Add contacts” and “ Add groups’ help topics for more information.

4. Click Save and Close.
Or, if you want to leave the information unchanged, click Discard Changes.

Delete contacts or groups

1. Onthe main Address Book window, click the checkbox next to each
contact name or group you want to delete.

2. Click Delete at the top of the window.

Two new buttons are displayed. The Delete button places the selected itemsin
the trash for later disposal. The Empty Trash button permanently deletes the
itemsin the trash.

3. Click Delete.
Theitem will remain in the trash until you empty it.
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Calendar

Work with events

Y ou can use the SV Harbor calendar to organize your time, schedule meetings and
handle other events. Y ou can access your calendar at anytime by clicking the
Calendar button on the bottom left of your window. The left pane givesyou alist of
other Calendar related itemsto select. Asyou create new entries, your calendar view
will expand to show the relevant information for each entry. To see more detall
about an entry, just click it.

SV Harbor offers you powerful scheduling capabilities as well, allowing you to
schedule meetings. Create a meeting by clicking Schedule a M eeting, at the top of
the window. Thiswill display a window where you can enter information about the
meeting you wish to schedule. Y ou enter meeting times, the subject, location and
detailed description in the Basics tab window. Use the Meeting Invitations and
Reservations tab to select the names of those you would like to attend your meeting.
After you have selected alist of invitees, click the Scheduler button (and Check All
Schedules button) to seeif they are available at the proposed time. A window
displays the availability of your invitees and offers you choicesif not everyoneis
available.

SV Harbor also alows you to create Personal Appointments, All-Day Events,
Reminders or Anniversary entries. Y ou can create these directly by clicking the
buttons at the top of the screen or by selecting the entry type.

To view and access My Organizer email, address book, calendar and To Do
functions, you must be assigned the email application AND an email role.
Contact your administrator for more information.

1. On the SVHarbor home page, click My Organizer.
The My Organizer window is displayed.

2. Click Calendar, listed under My Organizer at the left side of the screen.
To display the Calendar window, you can aso click the Calendar field at the

right side of the My Organizer window, or click Events from the SVHarbor
home page.

The Calendar window appears, with the current day highlighted, as shown on the
next page.

suPemfaLy

SVHarbor Online Help « 55



3 http://portaltest.svharbor.com,'s¥htm1,/mail 1/ Bob.Miller.nsf/CalendarFS?0penFrameset - Microsoft Intern |

=10l x]

J File Edit Yiew Favorites Tools Help

J GBack + = - £ fat | fQhsearch  [GelFavorites G @History ||%v =3

=

cs
| | Links >

/ Previous Page | Next Page

-, [‘ @Schedule a Meeting @New @CalendarFormat @Tools @Goto
-8 !]__% arpor
i —

CALENDAR June 2001 June 2001
Mleetings 4 Monday Monday 11
S Tuesday Tuesday 12
6 Wednesday Wednesday 13
7 Thursday Thursday 14
8 Friday Friday 15
9 Baturday Saturday 16
10 Bunday Sunday 17

Previous Page | Next Page

® ® ®

1

Open
Address
Book

Open
Mail

Open
To Do

®

Schedule a Meeting: Click to create a new calendar entry for a meeting.

@

New: Displaysfour new buttons: Appointment, Anniversary, Reminder and
Event. Select one of these to create a new calendar entry of one of these types.

@

Calendar Format: Click to choose adifferent format for displaying the calendar.
Choose from One Day, Two Days, One Week, Two Weeks or One Month.

&

Tools. Displays severa toolsfor you to use.

@

Go To: Displaysthe My Organizer button, which you click to go to My Organizer.

Open Mail: Displays the main email window.

®

Open To Do: Displaysthe To Do window.

®

Open AddressBook: Displaysthe Address Book window.
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To DO’s

Work with To Do’s

SV Harbor provides the To Do feature as a means of reminding yourself of something
you need to do (Persona To Do) or assigning tasks to others (Group To Do). If you
send a To Do item to another SVHarbor mail user, or to several users, they can notify
you when they have completed the task. Y ou can view your To Do list by the Due
Date, the Status or the Category that you have assigned to it.

1.

3 http://portaltest.svharbor.com/maill /Bob.Miller.nsf/ TodoFS?0penFrameset - Microsoft Intern : ;Iglil

To view and access My Organizer email, address book, calendar and To Do
functions, you must be assigned the email application AND an email role.
Contact your administrator for more information.

On the SVHarbor home page, click My Organizer.
The My Organizer window is displayed.

Click To Do, listed under My Organizer at the left side of the screen.
To display the To Do window, you can aso click the To Do field at the right side

of the My Organizer window, or click To Do’s from the SV Harbor home page.
The To Do window appears.

J File Edit Yiew Favorites Tools Help |
J FBack + = - @ e | @Search (Gl Favorites @History ||%v =3 iR 2 |JLinks »

s{ @NewTo Da ltem ®De|ete @Tools @Goto
sVlarbor
..%__H\\

Previous Page | Next Page | First Page | Last Page

To do Due Status Category
BY DUE DATE - % Begin Midwest Project 06/07/2001 Cutrent N
By Category Previous Page | Next Page | First Page | Last Page
By Statug
@ Trash
Open Open
Mail Address
Book
Open

Calendar
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@

New To Do Item: Click thisto create a new to do entry in your to do list.

®

Delete: Displaysthe Delete button and Empty Trash button, which you useto
delete ato do item from your to do list.

@

Tools. Displays severa toolsfor you to use.

@

Go To: Displaysthe My Organizer button, which you click to go to My Organizer.

Open Mail: Displays the main email window.

)

Open Calendar: Displays the Calendar window.

®

Open Address Book: Displaysthe Address Book window.
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