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1 What is Albemarle Share?

Albemarle Share is a collaboration platform based on Microsoft SharePoint that allows Albemarle
employees to share information with external partners.

2 What is required to use “Albemarle Share”

Your Albemarle contact may have offered you to share data via the Albemarle Share system. To
connect to the Albemarle Share platform, you require only 3 things. In the following sections of this
document you will get a detailed description where to get these tools and how they are set up. The
three things required are:

e A computer with internet access and actual internet browser (ideally MS Explorer)
¢ An Microsoft Account that is granted access to the Albemarles AzureAD B2B platform
e An invite to an Albemarle Share SharePoint site

3 Getting access to the Albemarle AzureAD B2B platform

Your internal contact at Albemarle is responsible to provide you the invite to the Albemarle AzureAD
B2B platform. The internal contact will request internally your access. For this process a valid eMail
address of you is required. Our AzureAD team will send you an invite on this eMail address.

1. The invite will look like this. Click on “Get Started” to start the registration process with Microsoft

N AILBEMARLE'

You've been invited to access applications in the

Albemarle organization
by

Return to the above link at any time for access.

This email has been sent on behalf of I I - -(cmarle.com) at Albemarle. Please act on

this email only if you trust the Albemarle organization. This email may have advertising content. You can unsubscribe

from future invitations from the Albemnarle organization at any time. See Microsoft organization privacy statement to
learn more about how Microsoft handles your data.

2 YT
Facilitated by : Microsoft Corporation, One Microsoft Way, Redmond, WA 98052 1 Microsoft
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3. If the email ID is not in Azure then a new Azure account will be created automatically.
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2. If the email account already exists in Azure then the same account will be used. Skip steps 3 —

=[- Microsoft

Create account

ooks like you don't have an acoount with us. We'll

create one for you using

I I

4. To verify the email address, a code will be emailed to the same address. Please enter the code

and click Next.

=’ Microsoft
- I
Verify email

Ener the oode wi Sent 10

I o | yo didnt get the

emall, check your junk folder or try aga

. Send me promatansl emaits from Macrosoh

Py Mbest mERes Thal pow sgree b the W

o

5. Enter the Verification Code and click Next.

B® Microsaft

Create account

Before procesding, we Heed [0 make sule 3 neal

eSO it5 Creatindg this acoount

i
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6. Read and accept the terms and conditions and click on Accept.
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B® Microsoft
I

Review permissions
A Albemarke

Thi: aiganizaticn Albamarie would B2 1o

“ Sign you in
we Riad your name, email, and perhaps phoio

remiE. Coaired, Bnd admn cosarl BLCOMEEe) B the
Faor o Albemanke han not provided a link 8o their peivasy
sEabement 1 yeen o review, & i ale x
BEOU AT BOHS. Yo CAN PEME TRERE B

Iftpe gt micemalt com albamarscam

wa

7. Choose the 2 factor authentication as per your convenience and click on Next.

& ALBEMARLE

Additional security verification

Step 1: How should we contact youT?

L

.t

8. Based on the 2 factor authentication selected you will receive a call or a text on the phone

number mentioned. Please verify accordingly.

T
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S ALBEMARLE I

Additional security verification

o aermrif by wdtig phore dsabor o e parvwant. Ve selee b ioros fo b sy asssun

Step 21 We've sent a text message to your phone at + N

| "
T E:E

EIDE Micowoh  Legad | Priecy

9. You will be redirected to the Albemarle apps. Please click on the Share app to test your access
to SHARE. You should receive the following screen:

AALBEMARLE' S I

A

‘;"n-'u_t- At FioniAs FTY  cip Cleud Blatieemn Hant Huﬂ froune
e L= i p2 4
—

B SAP NW-Fion-GFP_ 10D EOF | AP NW-ForQAS-2RD ] share

F—— O+ 8¢ @ serHome Home x €

s [ serce o | | Syne anctShes s = B Franktun Albert 5 CpenSeape WenClient [ Shuscpim £C Mave - AN . Iy, Sl 7 The offical Siber webar.. [ Verketn BE Verbehresenics Hessen &1

AALBEMARLE' Seanch his site

Share Home

Please use the full URL link you were provided to access the subsite you need

In case you have problems connecting 1o the right site, please contact you
Albemarie partner o our Global Service desk,

The Global Service desk can be reached by e-mail servicedesk@albemarie.com or
by phone number +1 800-388-8087 and choose option 1.

S ALBEMARLE S
10. Your are now setup to use Albemarle SHARE. You have or you will receive an URL for the site
you have provided access to. Use this link to access your data.
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4 Confirming that you have received and processed the invite

Shortly after you have received your invite message, you should have received a second mail that asks
you if your registration had been successful or not.

[rd
- = Please confirm your Access To Albemarle - Message (HTML)
Q Tell me what you want to dc..._l_
= oL ® : 2 3 = 1
15 x (52 Reply E:‘- Sharepoint @ = % Mark Unread a& e q m fﬂy
18 . Delet Slani Protect o tasger ™ ¥ n Tonsiate = 2 Sendto = Report
. Delete rotec 2 o ove E ranslate oom end to epol
| g 3 Forward EE)~ = E Team Email v 5 . g Categorize 5 [ - Onehote P}'Flzi.sh
Delete Respond Protection Quick Steps M Maove Tags F] Editing Zoom OneMote  PhishAlarm L
Di 17.09.2019 14:19
albemarle-sharepoint-no-reply@albemarle.com
Please confirm your Access To Albemarle
To
Cc '8
Retention Policy Deleted ltems - Purge Deleted Items at 90 Days (90 days) Expires 16.12.2019 Y
Workflow Notification

Dear Flinss Bl

you have received an Invite from Albemarle B2B portal to get access to a Albemare SHARE site "1 % " In this invite you are
requested to setup your Microsoft account to allow access to Albemarle SHARE.

Please use the links below to respond back the result of this registration. Click on the links below and return the created mail with the
subject generated. You can use the body filed to apply comments. Thank vou!

Success- when the registration had worked

Issues - when vou had issues with the registration and it 1s not yet completed. In this case vou will be contacted by

our ServiceDesk team

Kind regards,
Albemarle SHARE support team

D= = O ocoe . m = m m m m s om0 = = = o

Ny T —

Please click on either “Success” if your access to Albemarle SHARE was successful or click on
“Issues” in case you have problems.

A new eMail is created. In case of success — just send the email. Do not change the subject line or the
recipient.

1 To... SharefccessRequest@albemarle, com

|| =
...
Send

Subject Sharedccess#30# Completed
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In case you had issues in the registration, click on “Issues”. Use the mail body to describe the problems
you had been facing. A supporter from the Albemarle Helpdesk will come back you to check for the
issues.

5 Getting an invite for a Albemarle Share SharePoint Site

You get either an email from the SharePoint database or a mail from your Albemarle contact with a link
to the SharePoint site you have been granted access to. You just need to click on the link to get to the
SharePoint site.

6 Logon process on Albemarle Share

When you click on a provided Albemarle Share link, you will be redirected to the login screen from
Microsoft. Login with your Microsoft account registered in Chapter 3 above

N\ ALBEMARLE

Sign in

C = | PR ERE N i gy
Email, phone, ar Skyr:

Can't access your account?

In the next dialog enter your password. Then you need to provide the 2" factor you have registered in
step 3, e.g. you will get a code sent to your mobile phone.
After this your SHARE site should open.

7 Opt Out from Albemarle

If you want to leave the Albemarle Organization you can do that at any time, without contacting anyone
within Albemarle. To leave the Albemare Organization. To do so, open the the link
https://myapps.microsoft.com
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Click on the profile icon in the upper right corner and then on “Profile”

MALBEMARLE'

Alpert

Salesforce

SAP NW-FicriQAS-5FQ_100
Share

ShareTest-Proxy

EB [’3 612," }é’
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FioriQAZ

SAP Cloud Platform Idend..

SAP NW-IBP

Share-Proxy

Workday

L
"_49___“.;:_555«1;\3_5 R

Apps

Groups

Profile

Sign out

ﬂ ShareTest

Click on “Leave Organization” to be disconnected from Albemarle.

NALBEMARLE

Profile

R

Organizations

A Albemarle

8 Where | can get help?

In case of problems with the Albemarle Share service, please reach out to your Albemarle contact.

Q A.S;J»’-‘«“‘:;E R

Manage account
Additional security verification

Review terms of use

Sign out everywhere

Leave organization

You can also send a mail with the problem description to servicedesk@albemarle.com or call the
Albemarle Service Desk: +1 800-388-8087 and choose option 1.
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