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.Acceptab]e Usefor Emplqvees

COMPUTER AND TELECOMMUNICATION USE AND INTERNET ACCESS
FOR EMPLOYEES

Computer and telecommunication resources and services include, but are not limited to the following:

host computers, file servers, workstations, standalone computers, laptops, software, and internal or
external communications networks (Internet, commercial online services, bulletin board systems, and email
systems), telephones, and facsimile machines. Computers are available throughout the District for

staff use. In addition, Internet access is available to staff, teachers, and administrators in SAISD, offering
diverse resources to all. The District goal is to promote educational excellence by facilitating resource
sharing, innovation, and communication.

INTERNET ACCESS PRIVILEGE

The use of computers to access the Internet is a privilege, not a right. Inappropriate use, including any
violation of the conditions and rules stated below, may result in cancellation of the privilege. SAISD will
determine appropriate use and may restrict access and/or deny, revoke, suspend, or close any user account
at any time based upon its determination of inappropriate use by an account holder or user.

ACCESS TO E-MAIL AND THE INTERNET

1. The principal/department head shall ensure that all employees have been informed of these procedures
and rules.

2. Principals/department heads shall authorize access for employees.

3. Any user identified as a security risk or having a history of inappropriate use of other computer systems
may be denied access to the Internet.

4. All users of computer resources shall be aware of the finite capacity of the system and shall abide by any
quotas established to ensure availability for all users.

USAGE RULES

Computer and telecommunication resources are electronic tools to enhance communication. The purpose
of using the Internet is to support research and education by providing access to unique resources and the
opportunity of collaborative work. The rules listed in this section are not all-inclusive, but are only
illustrative and representative. Appropriate disciplinary action shall be taken for acts of
misconduct which are listed; disciplinary action may be taken for acts of misconduct which are not
specifically listed. All users of telecommunication resources, computers, and the Internet shall comply
with the following rules:

Acceptable Use
1. The use of all telecommunication and computer resources must be in support of education and research

and consistent with the educational objectives of SAISD.

2. All electronic and telephone communications systems (including e-mail, facsimiles, etc.) and all
communication and information transmitted by, received from, or stored in District systems are the
property of the District. As such, they are to be used for job-related purposes.

© SAISD/Office of Instructional Technology Services Page— 6
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3. All e-mail accounts shall be used only by the authorized user, and sharing an ID or password with any
other person is discouraged.

4. All e-mail users shall follow the accepted “netiquette for e-mail” which includes, but is not limited to, the
following actions:

a. Be polite: Users shall not send, or encourage others to send, abusive messages. District employees
are expected to be courteous to one another and the public, working together in a cooperative spirit to
serve the best interests of the District. Employees are role models for our students, and as such, they
shall treat all individuals with respect, dignity, good manners, and civility.

b. Use appropriate language: Users shall not swear or use vulgarities or other inappropriate language.

c. Protect privacy: Users shall be cautious about transmitting credit card numbers, account numbers of
any kind, Social Security numbers, home addresses or phone numbers, or any other personal
information about themselves or other individuals.

Unacceptable Use

1. The use of any software and telecommunication equipment or system (including, but not limited to
facsimile machines, computers, e-mail, etc.) for private purposes is strictly forbidden and may result in
disciplinary action against the employee. Under certain circumstances it may be beneficial to the District
to allow personal use of such equipment/system. In such cases, the employee must receive expressed
permission from the principal or other supervisor.

2. Transmission of any material in violation of any US or state regulation is prohibited. This includes, but is
not limited to, copyrighted material, threatening or obscene material, or material protected by trade
secret.

3. Use for commercial activities or private business is prohibited. Users shall not initiate any purchases
through on-line communication, except for approved business-related purchases.

4. Use for product advertisement or political lobbying is prohibited, except when used for instructional
purposes.

5. Deletion, examination, copying, or modification of files and/or data belonging to others without their prior
consent is prohibited.

6. Vandalism, defined as any malicious attempt to harm or destroy data of another user, is prohibited. This
includes, but is not limited to, the uploading or creating of computer viruses, the use of the network to
disrupt the use by others, the use of e-mail to disable servers or clog the access lines, and the destruction,
modification, or abuse of hardware and software.

7. Creating, accessing, or processing hate mail, harassment, discriminatory remarks, pornographic
references or graphics, and other antisocial behaviors are prohibited.

8. Use of computer resources to access or process inappropriate files or files dangerous to the integrity of
the network is prohibited.

9. lllegal installation of copyrighted software for use on District computers is prohibited. Copying any
copyright-protected material in violation of the copyright law is illegal and prohibited.

10. Plagiarizing material or information from any computer resource, whether from a single program or an
Internet resource, is prohibited.

11. Transmission of material that is confidential SAISD information which could result in harm to the
District is prohibited.

SECURITY AND MONITORING

1. Electronic transmissions and other use of the SAISD system by employees shall not be considered
confidential and may be monitored at any time by designated District staff to ensure appropriate use for
educational or administrative purposes. In addition, all e-mail correspondence can be subject to an open
records request.
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’Acceptable Use for Employees

2. Any violations of the use of computer resources and/or the Internet/SAISD system or any violations of
privacy, must be reported to the administrator.

3. The District has the right to disclose e-mail or electronic transmissions to a third party without the
employee's consent.

DISCLAIMERS

1. SAISD makes no warranties of any kind, whether expressed or implied, for the service it is providing.

2. SAISD will not be responsible for any damages a user suffers, including loss of data resulting from
delays, nondeliveries, mis-deliveries, or service interruptions.

3. Use of any information obtained via the Internet is at the user’s risk. SAISD denies any responsibility for
the accuracy or quality of information obtained through its services.

4. Every user is individually responsible for his/her own actions, including, but not limited to, any monetary
commitments made through an Internet communication.

5. SAISD does not condone, support, endorse, or authorize the individual actions of users of the District’s
computer or telecommunication resources.

EMPLOYEE RESPONSIBILITY FOR MONITORING STUDENT USE

The principal/designee shall organize a system for establishing Internet access for students and
monitoring the student use on the campus. Employees who are assigned the responsibility of
monitoring student use to ensure compliance with the usage rules for students shall be subject to
disciplinary action if they fail to monitor as directed.

DISCIPLINARY ACTIONS FOR MISUSE OR INAPPROPRIATE USE

The rules listed in the USAGE RULES section of this procedure are not all-inclusive, but are only

illustrative and representative. Appropriate disciplinary action shall be taken for acts of

misconduct which are listed; disciplinary action may be taken for acts of misconduct which are not

specifically listed.

1. All District employees are expected to comply with the conditions and rules applying to the use of the
Internet and telecommunication and computer resources.

2. Some violations of the conditions and rules are unethical and may constitute a criminal offense.

3. Administrators shall use appropriate disciplinary actions based upon a careful assessment of the
circumstances of each case and/or in accordance with Board policies.

4. The principal/department head shall investigate any report that unacceptable, inappropriate or
unauthorized use has occurred and shall confer with Personnel Services regarding any action to be taken.

References: Board Policy DH (LOCAL); CQ (LOCAL)

Questions regarding this procedure should be addressed to the Instructional Technology Office,
1702 North Alamo Street, San Antonio, Texas 78215/ (210) 527-1400.
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’ What is Microsoft Web Outlook

One of the key ingredients to running a school district is COMMUNICATION.
There must be frequent and accurate one-way, two-way, and mass
communication between our teachers, administration and staff that share the
need for accomplishing the goals/beliefs held by all members of our district.

Without communication within a school district, thoughts and dreams become
deluded, plans and goals are side-tracked, accomplishments or awards are
dismissed. In order for our district to exists, we as shareholders need to
remember why we're here.

With this in mind, remember communication is the key and Microsoft Web

Outlook will provide teachers, administrators and staff a powerful tool that will
simplify our communication tools (emails, group planning and schedules).

’ What should you consider bgfore beginning?

The key to using Microsoft Outlook effectively is to consider the follow-
ing factors:

1. Follow our districts rules and regulations when it comes using email

2. Plan Ahead! when it comes to arranging meetings and setting ap-
pointments;

3. Prevent computer viruses from infecting your emails and accessing
your address books. Update your virus protection files often and
never open emails or attachments from unknown sources.

© SAISD/Office of Instructional Technology Services Page— 10
http://itls.saisd.net/tli



'HOW to access Microsoft Web Outlook

e Web Outlook can be accessed anywhere through the Internet (using either a Internet
browser, such as Internet Explorer or Netscape Navigator).

| 3 5an Antanio Independent School District. Destination: Exemplary. - Microsoft Internet Expl =1ox|
Fle Edt Yiew Favortes Tooks Help Hunks |
dBack ~ = - (@ [ A | Qoearch [Garavortes meda F | B S = - 5]
o R EECH [1] Start your Internet browser

WA Menu .
i g >5a San Antonio .
R B e T vawocas, o Dty [2] Go to www.saisd.net

Week of August 18, 2003

] Find and click on the Web

I Outlook link

CLICK HERGE for s

Highlights for August 11 Board
Meeting

& [ [ | mremet 7

e Take the time to explore the Outlook Web Access page. It offers a variety of links to
helpful information.

thernt Explorer

%= Outlook Web
!l Access

—— [1] Click on “Click here” to
Click here to access your email. access your email.

Create a Web Outlook bookmark

1 Chick e

ON: EXEMPLARY
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e Web Outlook will prompt you with a Security Alert window.

Security Alert il

Information you exchange with this site cannot be viewed or
|

changed by others. However, there iz a problem with the site's

zecuity certificate.
Note—

& The security certificate was issued by a company pou have
niot chozen to trust. Yiew the certificate to determine whether ) L. i
you wiant ta trust the certiing autherity This screen is just telling you that the web

site you are about to enter is a “secure web

page”. The information that you enter on

& The name on the security certificate iz invalid or does not thIS Site WI” be eanypted and can nOt be

match the name of the site ) - °
stolen or copied by outside parties.

e The security certificate date iz valid.

Do pou want to proceed?

e i View Certificate

L [1] Click Yes

e The next window is your Enter Network Password window.

« Remember to not use the option of saving your Web Outlook password if the
computer you are using is a common or shared computer.

Enter Network Password 2lx]

% Pleaze type your uzer name and paszward.

Site: mymail. zaizd. net

Realm mymail. saisd. net

___[1] Type in your User Name

Uzer Mame I

e
4—————[2] Type in your Password

Password I

[ Save this password in pour password list

ak I Cancel I

A

—[3] Click OK
[4] Do not choose the option to save your password to the
password list
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¢ |If everything goes as planned, your Inbox for Web Outlook account should open on the
screen.

2} Microsoft Outlook Web Access - Microsoft Internet Explorer _10] x|

J Eile Edit ‘iew Favorites Tools Help “Links i
J R Back o= - @ e | @Search |3 Favarites @Media ®| %v = e -

J Address I@ https: ffmymail saisd. net/exchangef j @GU
=] Microsodt B y s
gldgc?ok Hew ~ | ¢ Reply €80 Replyto all 98 Forward | 55 @ 3 % @ View IMBSSE‘SE
e 288
Folders %2 Mills, Tonya : Inbox Ttetns “ to 250
hortots [ = Guntin Miguel Re: Part Time CIT Available Wed 520003955 P 4KE~
s e [ 0 Ciddens, Janie FW: Job Announcement Fostings VWed 8/20/2003 417 P 205 KB
o gal °3ya B Alfaro, Laura Marcopalo Training, Sept. 26-27 WedS/20/2003309 P 3KB
Fneat 2= 0 Martinez, Rolando August 12 Board meeting HIGHLIGHT: Wed £/20/2003 11.07 AM 142 KB
L) Clontacts . &
@ Baldond, James CIT Orientation Meeting VWed 8/20/2003 928 AN 4 KB
@ Deleted Items
B — B4 Guhling, Miguel RE: Why Wireless? Wed 2/20/2003 9:02 AN TEE
1aILs 54 Zorola, Marcos RE: Why Wireless? Wed B/2002003 2:41 AN KB
) i
igue irelesa? ue g
iﬁ] o | a Nliguel Guhlin Wy Wireless? Tue /19,2003 10:41 PM 1 ME
N””:“ B Zaumeyer, Curt test Tue 8/19/2003 536 FM 201 B
otes B Pacheco, Dazisl Position Popup Tue8/19/2003237FM  4KB 4|
@ Cruthox -
@& Sent [tems ;I
@ Tasks

@Pub]ic Fuolders - . ) .
Incoming mail is certified Vitus Free.

Checked by AVG anti-virus system Chitpfeene grisoft.com).
Wersion: 6.0.510 F Virus Database: 307 - Release Date: 87142003

< | »

& I_I_E|0 Internet

&
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' Parts of theWeb OutlookWindow

Outlook Window Overview

r Title Bar

/A Microsoft Dutlook Web Access - Microsoft Internet Explorer =13l
J File Edit Wiew Favorites Tools  Help HLinks ﬁ
J GBack v = - (@D fat | Qisearch [GfFavorites GfiMedia ¢4 | - S -
Jﬁ\gdress I@ https: }imymail, saisd. netfexchange! j @GO .
—— Main
= E;ﬁ Qutlook Mew ~ | B¢ Reply €8 Replyta all %8 Forward| 55 @ ¥ % @ Tiew | Messizt | egm—T00lbar
Web Access
Folders 42 Mills, Tonya : Inhox Ttems tl:l';z'j[:_ljf-"-l-'il_:] WA
Shotteuts | 5 Guhlin, Miguel Re: Part Time CIT Available Wed 2/20/2003 D55 PM 4KBA I_ Folder
= @Mﬂl T B4 0 Giddens, Jarde FW: Job Announcement Postings Wed 820/2003 417 P 295 KB
Outlook Bar e 5 onya & Alfaro, Laura Marcopolo Training, Sept, 26-27 Wed §/20/2003309PM KD Toolbar
— Calencar B4 8 Martiner, Rolando August 12 Board meeting HIGHLIGHT! Wed 2/20/2003 11.07 AM 142 KB i
o e &  Badord James CIT Otientation Mesting Wed 8/20/2003 928 AM  4KB
@Deleted“ems & Gubin, Miguel RE: Why Wireless? Wed $20/2003 002 AM  TKB
@Js =1 Zarola, Marcos RE: Why Wireless? Wed 2/20/2003 841 AM  SKB = Work Area
B4 0 Miguel Cublin Wby Wireless? Tue 8/19/2003 10:41 PM 1 ME
Lm“ml & Zaumeyes, Cust test Tue BAMNOB 536 PM 1B
@OSZZX &  Pacheco, Daniel Posiion Fopup Tue $19/2003237PM  4KE »|
QéSemltems ;I
@Tasks
B Pubic Folders o } X .
Incoming mail is certified Viras Free.
Checked by AVG anti-virus system chitp/fwew. grisoft.com).
Versior: 6.0.510 f Virus Database: 307 - Release Date: 8/14/2003
-
> o | E‘
[& R Vi
Title Bar..................... Shows the user the name of the document, the program running currently in
the window and the Minimize, Maximize/Restore and Close icons.
Outlook Bar ............... This shortcut bar contains the most frequently used items. It has two views,
by Folders or by Shortcuts.
Main Toolbar.............. There are a number of different toolbars in Web Outlook (Inbox, Calendar,
Contacts, ...) and some have their own icons that serve a specific function.
When you switch between shortcuts, the main toolbar area will change along
with the folder toolbar and the work area below it.
Folder Toolbar ........... Displays your current location in the folder hierarchy.
Work Area ................. This area will changed depending on the feature you have selected.
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The different Outlook bar views

% Outlook

Web Access I b
= [ INDOX..oiiiiiinn,

Shortcuts

Inbox

Calendar
L
Calendar...............
Contacts...............

© SAISD/Office of Instructional Technology Services
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The Web Outlook program will automatically open in the Shortcuts view.

Manage e-mail messages that you have received
and shows sent “flagged” messages for action

®  Screen shot of Inbox (in Work Area)

=
B Outlook. New + | B¢ Reply € Reply toall 48 Forvard B [Q 35 % (F View [
Web Access
& Mills, Tonya : Inbox items [l 0o25¢0887) W o4 v oM
! [0 % dFrom Subject Received T Size A
4 Guhlin Miguel
Mon 10/13/2003 12:011  6KB

Shorteuts

=i} Rust, Kathy RE: some access files
RE: Web Outlook Oct 28 session I Mon 10/13/2003 11:35 .
RE: Web Outlook Oct 28 session I Mon 10/13/2003 11:22.
10/13/2003 931 A

Thomton, Letecia

Create and manage appointments, meetings and
tasks

®  Screen shot of Calendar (in Work Area)
Q’qEALCDDK Fvew - | @ X & @ |Todoy [ 0 [M

Y& Mills, Tonya : Calendar

October 2003

Calendar - i 8:30 AN LME|4:00 AM Wet|4:30 PM Acce|8:00 AM Flex

=

Organize personal and business contact information

®  Screen shot of Contacts (in Work Area)

Contacts
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S0utiook | The different Outlook bar views, continued.
Foldets |
Zhottouts

. Options................... Set preferences for the calendar, reminders,

Inhox

contacts and display notifications, as well as
changing passwords, recovering deleted items, and
turning on the Out of Office feature.

® Screen shot of Options (in Work Area)

Q Date and Time Formats
0;:!1'{\‘115 goqj Short Date Style:
. Long Date Style: | Wednesday, Jamuary 01, 2003 - Wednesday, December 31, 2003 %
g Tmesoe
Log OfF Cusrent Time Zone: | (GMT-06:00) Central Time (US & Canada) v
Calendar Options

2, Week begins on:
Dy s

Log Off ..ccceeeeeeee. To prevent others from being able to read your
email, you must log off and close all the browser
windows.

® Screen shot of Log Off (in Work Area)

ICH] Microsoft*
55 Outlook

Web Access

To complete the log off process and prevent other users from
opening your mailbox, you must close all browser windows and
exit the browser application.

Close

© SAISD/Office of Instructional Technology Services Page— 16
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e The Folders view will show your personal folders and the public folders of your
organization.

e Folders can be expanded in order to view the subfolders. They can also

E‘T— Microsoit
\(M)elt‘!E!:?egsk be collapsed to the upper-level of the hierarchy to view only the top-level
Falders folders.
Shottouts |
B2 P, Tonya e The plus [+] sign beside a folder indicates that there are sub-folders inside.
ggmf“:f To view these folders, click on the plus-sign.
gDeletedItems -
@J ﬁ' Calendar .. Create and manage appointments,
& Joumal meetings and tasks
Notes @
fgom‘m Contacts . Organize personal and business contact
g o Tt information
@ Tasks
Public Folders @
Dieleted [tems  Holds the permanently deleted items that

were placed in this folder.

{:ﬁ D:I:'Efl:ﬂ .......... Stores messages that you have not

completed.

@ I‘t‘_l_hl.'_‘l}.'_ .......... Manage e-mail messages that you have
& received and shows sent “flagged”
messages for action

{ﬁ Joumal Keeps a historical record of all Outlook
activities. Items can be automatically or
manually recorded.

.......... Where you create or store notes.

E@ [}L'I.tbﬂ]{ .......... Temporarily stores messages that have not

been sent.

I sent [tems . Stores copies of messages you have sent.

@} Tasks

8 Public Folders

.......... Where you can create and manage your
tasks.

created to share information with others.
The owner of a public folder can set
permissions so that only a select group of
people can read, post, edit and delete
information; or a public folder can be set to
be available to anyone on the system.
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’Parts of the Inbox

¢ New messages are delivered and stored in your Inbox (by default).

The Different Views

¢ In the Shortcut view,

Microsoft Dutlook Web Access - Microsoft Internet Explorer

| Bl Edt vew Fovortes Tools Help

||unis

| wBak - = - @D [ A Qoearch Garavortes veds B BN S =1 - 5

| address |@ https: {fmymail saisd. net fexchange]

— 7
B Gutlook
Web Access

New messages will
be in bold.

Foldars
Bl Matthew Whesler@es. Plaase quote Thu 3212003 828 AM
. Gublin Migusl Re: Past Tine CIT Available WedSUAOIESSPM KB .

\ &1 8 Giddens, Tanis FIW: Job Announcement Postings WedSEUIIAITEM  05KE | — [3] Double click on a
Bl Affaro, Laura Marcopolo Training Sept, 26.27 WedSUAOZIWEM KB .
B4 0 Martiner, Rolando  August 18 Board meeting HIGHLIGHTS  Wed 2202003 1107 AM  142KB message to read 1t.
@ Baldoni, James CIT Orientation Meeting Wed 8/20/2003 9:28 AM 4¥KB
B4 Gublin, Miguel RE: Why Wireless? Wed 8/20/2003 9:02 AM TEB
B Zorols Mawos FE: Why Wieless? Wed SUAOZEM AM  SKE
B 0 Miguel Gublin Why Wireless? TueSASZN03 104 FM  LME [ ] d
B Zeumeyer Cut test Tue SAMNISIEM  WIB | 4 Once you rea

g
g

Zorols, Macos
Subject: RE: Why Wirsless?

To: 'Miguel Gublin'; Alfaco, Robert; Amon, Lis; Celesti
: Ascolass, Claude;, Baldon, Tames; Gosch, Lacey; C

Mareos

Thet's interesting but [ did niot se¢ any type of cost comparison between the wireless lab and 4 traditional b, T
am interested in which has a higher total cost

| | |
[ 13 g meret v
[1] Click on the Inbox icon.
¢ [nthe Folders view,
-osoft Outlook Web Acc: -asoft Internet Explorer =3l x|

Flle Edb WView

Favorkes Tools Help

||

= Back

@D @A A Qoearch GiFavortes FPveda (B EY- S - 5

| address [] htps: mymal aisd.netjexchange]

—
B Gutlook
Web Access

Folders

1 New =

& Mills, Tonya : bbox

S Prilic Folders

Subject: RE: Why Wireless?

Ce: Ascalese, Claude; Baldoni, James; Gosch, Lacey; C

— [| = wathen_Waeclor@ea Plase qusie Thos /2112003 728 A1
o a M Cuhlin Miguel Re: Past Time CIT Avallable WP d S/20/2003 9:55 PR 4KB
g‘ﬂi Tonga = 0 Giddens, Janie FW: Job Announcement Postings Wed 220003 417 PM 295KB
& g = Alfaro, Lavra Marcopolo Training, Sept, 26-27 Wed §/20/2003 309 FMT 3KB
) B @ Martinez, Rolando August 18 Board meeting HIGHLIGHTS  Wed 8/20/2003 1107 AM 142 KB
@
& BIUELRETD & Baldond Jemes CIT Drientation Meeting Wed 820003928 AM 4KB
by Deafts B Cuhlin Miguel RE: Why Witslsss? Wad QNG A TEB
B L =] Zorola, Marcos RE: Why Wireless? Wed 8/20/2003 3:41 AM 5KB
Jmmﬂl & 0 Miguel Gubiin Why Wireless? Tue 390031041 PM 1 ME
oics = Zaumeyer, Curt test Tue /19/2003 536 PM BB |
B outhox -
@ From:  Zotols, Marcos To: Wligras] Guabiey; 41Fste, Rebert; Ason, Tris; Calssti +

Marcos

That's interesting but | did not ses any type of cost comparison between the wireless lab and a traditional lab. [
am interested in which has = higher total cost,

2

&

|5 [ mtemet

A

[1]

them the message
title will revert to
plain text.

Click on the Inbox link. The number of new messages will appear in parentheses beside

the word Inbox.

© SAISD/Office of Instructional Technology Services
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The Inbox Toolbar

e This toolbar is located in the Main Toolbar area and will appear when the Inbox icon or
link is clicked.

/3 Microsoft Outlook Web Access - Microsoft Internet Explorer B[] 53

J File Edit ‘iew Favorites Tools Help |JLinks ﬁ
J GBack - = - ) i | Qsearch [ Favorites  (iMedia ¢4 | B SH-

Jnddress Iﬁj hitps: f{mymail saisd.net/exchange/ j o
B Gut 2 New + | B0 Reply e ZRQ5 X 9[E @ v -
5 QHEIOOK Wew ¢ Reply ¢ Reply to all o8 Forward | : : =| [ | Niew [Messages
eb Access

Pl & Mills, Tonya : Inhox Ttema

atthew Wheelen@ea, Please quate
T ———

— bt et r E—
W

[1] Location of the Inbox Toolbar

¢ |cons located on the Main Toolbar

NewF New........ A drop-down menu that is available on all Web

o Outlook toolbars. The options show will vary

Message depending on the active window.

@ Appointmet

Contact Message.................. Opens an empty message

A o window

=] Distrbution List Appointment............ Schedules appointments and

%) Postin This Folder your availability (Tentative,

1 Folder Busy, Out of office, No
Information)

Contact.................... Creates profiles for people on
your contact list.

Distribution List....... Creates a distribution list or
when a message is sent to
several recipients at once.

Post in This Folder..Creates a note (with
attachments) that can be
saved or posted in a specific
folder.

Folder.........cccceeee Will allow you to create a new
folder.
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7§ Microsoft Dutlook Web Access - Microsoft Internet Explorer o [

| Ele gt vew Favorites Tooks Help HLlnks ﬁ .
[ > @10 A Qs o Goae G5 G- The Inbox Toolbar, continued.
JAgdress |ej hittps:ffmymail saisd, net/exchange! j WGD
Bmlook_ Hew = | ©¢ Reply £8 Reply to all 4 Forward| 25 @ M % @ View | Messages
Web Access

Foldets ¥ Mills, Tonya : hihox
Tl atthew Wheelen@ea Please quote

§2¢ Reply
Reply .cooveeiiiii, Sends a message only to the sender
% Reply to all
Replytoall ................. Sends to all of the recipents in the To and Cc
boxes
W Forward
Forward .......ccccooeeeiiiiiie Sends a received message to another user

=
q

Check for new messages Checks your Inbox for new messages

Search ..., Searches your folders and subfolders for
words and addresses

Move/COopY ...oeeveveeeeeeeeennnnn. Moves a message into another folder or
subfolder. You can also copy a message
into a different location.

Delete ....coevivviieiiiieeennn. Deletes a contact, appointment, or message
and places it in the Deleted Items folder.
You must highlight the item first.
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@l

Delete Items Folder........... Will permanently delete any item that is placed in

the Deleted ltems folder.

Show/Hide Preview Pane.. This lets you select a message in the upper half of
the window and see the contents in the lower half.

Address book

.................... This will allow you to search the SAISD address list
of all employees (name, phone number, job title).

View | Messazes o View ... Used to display your messages in different

; views on the screen.
Meszages
Unread Messages

By Sender

By Subject

By Conversation Topic
Unread By Conversation Topic
Sent To
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Inbox Items

¢ Use the following symbols, as well as From, Subject, Received, and Size to organize
messages by the desired parameters.

E Flagged.................. Indicates messages flagged to act on at a later time

g Attachment ............ Indicates if message has been an attachment.

How to navigate the Inbox

e Use the Navigation bar to move to different pages of messages in the Inbox.

[tets “ to25(ofdd) MW 4 ¢ H

First Page

Previous Page

Next Page

Last Page
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Chapter 7 - Your Inbox

Topics Page
Working in the Inbox
How to create a new message ................. 24-26
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Recover a message from the Deleted Items Folder
....................................................................... 30
Emptying the Deleted Items folder................. 31
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’ Working in the Inbox

How to create a new message

¢ New messages are created by using the New Message form.

2 Microsoft Dutlook Web Access - Microsoft Internet Explorer =101 x|
| Fle Edt wew Favortes Took Heb |J Links
| wBack - = - @D [ & Doearch GlFavorites Predia (4| BN S = -
| address [&) retps:imymail ssisd.netiexchangs!
Falders %& Mills, Tonya : Inbox
e =] Matthew_Wheelex@es. Please quote Thw §/21/2003 8:28 AM
=] Ghahilin, Miguel Re: Part Tims CIT Available VWad 8/20/2003 9:55 PM 4KB
B 8 Giddens, Janie FW: Job Announcement Postings Wad 5/20/2003 417 FM  293KB
= Alfaro, Laura Mazcopole Training, Sept, 26-27 Wed 8/20/2003 309 FM 3KE
& 0 Matinez, Rolando August 12 Board meeting HIGHLIGHTS  Wed 8/20/2003 1107 AM  142KE
& Baldond, James CIT Otientation Mesting Vad 8/20/2003 928 AM 4KB
o =] Ghahilin, Miguel RE: Why Witeless? Vad 8/20/2003 902 AN TKB
= Zorols, Marcos RE. Why Wireless? Wed 8/20/2003 8:41 AM 5KE
& 0 Miguel Guhlin Why Wireless? Tue 81042003 10:41 PM 1ME
=] Zaumeyer, Curt test Tus 8/19/2003 5:36 PM 891E 4|
From: Zorols, Marcos To: ‘Miguel Guhlin'; Alfaro, Robert; Amon, ltis; Celesti
Subject: RE: Why Wirslsss? Ce: Ascoless, Clauds; Baldond, James, Gasch, Lacay; €
That's intezesting but | did not see any type of cost comparison between the wireless lob and a traditional lab, 1
. am interested in which has a higher total cost.
Marcos
t| | |
=] [ 5 [@ mtemet 4

[1] Click on the New button at the top of the window

s

-

i
=
@
5

Ies5age g []] Click on Message from the drop-down menu
Appointment
Contact
Distribation List
Fost it This Foldet
Folder

L &8 [ [T = e
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2 Untitled — Message - Microsoft Internet Explorer

4=l Send [ Save| S 0 S | ' ¥ [ Options... Help

[ormat v | A Ada vt v B I usE = = = = & =
S I . [2] Or,
{ ; H : You can type an Outlook
bt | ] user’s name in the
i

To: field, then use the
Check Names button.

You can also type email
addresses in the
To field: i.e.

dthomas@yahoo.com.

[1] Click the To button to bring up the Outlook address book.

This address book only shows the names of SAISD employees on Outlook.

A Find Names -- Web Page Dialog

Dizplay name: | |
L )
_— — [1] Type ‘Ehe recipient’s last
name in the Last Name field.
L
Find | e [2] Click Find
Name Phone Alia= Office Job title Company
< [3] Select the correct recipient
from the resulting list
[4] Click the To, CC, or BCC
* button to address the message.
[ - Repeat as necessary.
y 3
—5] Click the Closed button to close the
address book.
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2l Untitled -- Message - Microsoft Internet Explorer

PP | ) sena| B save = TR -V Options... Help
[Nommal _v| A Arial Vs vy BT UuSE = == = = =
[ ] [Lsinclar@saisdnet J
e \
[ Bee ] \
Subject: | Notes from 8/23/03 meeting|
field.
[3] Click the Send button in the message window.

e An example of a completed message.

Your Full Name

Business Title

Name of Organization/School/Office
Web page / E-mail address

Phone Number

Fax Number (if needed)

I=1 Send Save 5 n e 1 3 Options...

[2] Type your message.

‘A Untitled -- Message - Microsoft Internet Explorer |Z||E|E‘

[Nomat | A [anal vevm Bz usE=E=iE EE s

[ T | [Lsinctar@saisd net |

L g ] |

[ Bee. ]l |
Subject: |Xn[es from 8/23/03 me E\mgﬂ |
Laura,

Just a quick note about the meeting that was held on 8/23/03.

1. The office party for the end of the year celebration will not include a “Pot-Luck” dinner. Instead, a
collection envelope will be passed out during lunch and hopefully the event will be catered.

Despite the rumors, we will not have the trip to Austin in order to attend the “Technology in

Education” conference. Funds are tight this year.

2.

Tonya Mills

Facilitator

Instructional Technology Services, SAISD
Hittp://itls.saisd.net

Phone: (210) 527-1400

© SAISD/Office of Instructional Technology Services
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Important Inbox Items

Please make note of the following information (as per Help Desk 9/26/03):

e Each person in allocated 50 mb of space for their Inbox, Sent and Deleted
item folders.
e This also includes any additional folders found in their Inbox.

e The maximum size for an attachment is 10 mb. If you choose to send
anything more than that, the Outlook program will replace the item with a
message that basically says the size limit on the attachment has been
reached.

 If you are working with your regular MS Outlook account (the one found on
your computer’s desktop) you may find that certain messages will only
show up in the MS Web Outlook’s Inbox. This is because Web Outlook
will only show the messages that still reside on the mail server and not the
ones found on your personal folder (on your computer hard drive).

o |t ateacher chooses to keep the regular Outlook, they will have to support
it. The Helpdesk will only answer questions concerning the MS Web
Outlook program.

e The regular version of MS Outlook will allow users to use they own
stationary and images used as signatures. The MS Web Outlook program
will not allow this function. Keep in mind the size limitations for your Web
Outlook folders. Each attachment that you send will count against your
size limitations. Remember a copy of a mail message (in its entirety) is
also saved in the Sent Items Folder.

e In order to reduce the size of your account, delete or purge not only the
Deleted Items folder, but also the Sent Items folder.
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Important Inbox Definitions

<} Untitled -- Message - Microsoft Internet Explorer

=1 Send Save nm e ' 4 Dptions... Help
Nomal v | A | Aral vis v/Tg BI US = = i= = {E &
LSinclar@saisd net
Bee...
Subject: Notes from 8/23/03 meeting]
| ——
-=-|-__‘—-—|—-,._J _-_l_'_'_:_-_-_‘—l—_.__r_
e
TO: ........... Sends the message to each person listed in the white field or the

grey area above.

CCirrnnnnnnn. Short for “Carbon Copy”. Sends a copy of the message to the
people who are not directly involved, but would be interested in

receiving a copy of the massage.

Bee: .......... Short for “Blank Carbon Copy”. Sends a copy of the message to
recipients BUT their names will not appear in the list of recipients.
Also each Bcc recipient will not be able to see the names of the

others listed in the Bcc field.
Subject: .... Type a brief summary of the content of the message.

Attachments...Files that are sent to the recipient along with the e-mail
message. You may attach several different types of files to a
message, including MS Office documents, images/pictures,
videos, movie files, sound files, and programs. The recipient's
computer must have the necessary software/hardware installed to

display or play the attached file.
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’ Working with messages

Searching for a message

e Use the following window to search your folders and subfolders for certain words,
addresses and subjects.

/3 Microsoft Dutlook Web Access - Microsoft Internet Explorer 10 x|

J File Edit |iew Favorites Tools  Help |JLinks i
J sEBack + = - () at | iQysearch (GFavartes GMeda ¢4 | B-S = -

J fddress I@ https:/fmymail.saisd. net/exchangs/ j [
T P ] = ) .
0”t|00k New ~ | €4 Reply €50 Reply to all & Forward | 25 @ By % @ View IMessages

‘Web Access

Folders ¥ Mills, Tonya : Inhox Items to 25 of 447 M
S orteuts i | IMatthew Wheelen@ea  Please gquote Thu 8/21/2003 828 AL 2KE -
& Cruhling Miguel Re: Part Time CIT Availaple Wed 8/20/2003 9:55 PM 4KB

[1] Click the Search button

3 Search : Qutlook Web Access - Microsoft Internet Explorer

Type the words you want to search for, and then click "Find Now."

You are searching this folder: Inbox
[0 Search Subfolders

Look in the Subject for these word(s):

| E o | < [1] Enter the search

[] Also search message body information in the Search
|me: | Wll’ldOW

Sent To:

| | <«4—[2] Click Find Now

Search Results:

% Mills, Tonva : Inbox

There are no items to show in this view.

[3] Double-click the desired
message in the Search
Results pane.

Close

A

[4] Click Close to exit
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Deleting a message

e Select or open the message to delete.

A Microsoft Outlook Web Access - Microsoft Internet Explorer
Fle Edit View Favorites Tools Help 1:.'
y A @ .. = R
eBack M | @ @ \_lj /_jSEEfd'\ \v\( Favorites eMad\a @ r;:_{v = _J
fddress |@ https: ffmymail.saisd.net/exchange/ v‘ Go | Links *
=7 Micrsort
Ed Outlook New | £ Reply 0 Replytoall 4 Forvard B [ B3 X (J View | Messages 2 Eelp
leb Access
Folders % Mills, Tonya : Inbox Items to25 (of32)
Shorteuts 8 Giddens, Janie ouncements Fri §/22/2003 4:11 PM
2 @ Tonya Mills, Tonya 33 B
€@ Calendar =] Rick Volkmann Projector ficing.. Fri §22:2003 356 PM 0KB

= [1] Click the Delete button

Recover a Message from the Deleted Items Folder

e lItems that are deleted for all folders will end up in the Deleted items folder

EQutlook
Folders 1] Click on the Folders button in Outlook Bar
Shortouts |

B Millz, Tongra

@ Calenidar

@ ontacts .
@ Ea:te dt ltems lqeeml2]  Click on the Deleted Items folder

P& Drafts
g From the Work Area, select the message you want to retrieve
i;ot‘”f and drag the message to your Inbox folder.

@ Outhox
& Sent Items
@ Tasks

& FPublic Folders

=
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Emptying the Deleted Items folder

It is very important to frequently empty your Deleted Items folder. Items in the
Deleted Items folder are still on the server and are taking up space.

If your mailbox becomes too full, you will receive a message telling you that you've
reached the size limit on your mailbox.

When this happens, you will need to delete old mail items before you will be able to
receive any more mail.

A Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit View Favorites Tools Help a’
@ Back ~ \J @ @ :h p Search ‘5}( Favorites e Media @ D::'{ - :\?. l_J
fiddress |a https: //mymail.saisd.net/exchange/ V‘ Go | Llinks

6m|ook New = | B4 Reply 8 Replytoall 4 Forward B [Q [F X @ View | Messages v Help

Web Access

Folders #& Mills, Tonya : Inbox tems [ te25or2) W4 b om
| swoos 0 Giddens, Taie P00 11 A
B B is, Tonya Mills, Tonya s

@ Catendar Fri §/22/2003 3:36 PM 9KB

[1] To empty the Deleted Items folder, click on
the Empty Deleted Items button.

(=13
File Edit Vew Favorites Tools Help a‘
@Ba:k & d @ @ «h /'_Hj Search %:;\\'_(‘Favorites QMedia -&3 [;:v :\? W I_.J
Address ‘@hth:s:ff’mvma\l‘sa\sd.netfexdwange[ V|Go Links ®

View |Messages

] Vet
Outlook ) New ~ | B4 Reply @ Replytoall f»s?rorwafd@ BF x @9
Web Access - A
& Mills, Tonya : Deleted Items Items nta!(af!) K H

Folders
Shortcuts ! 0¥ H Subject Received T
—_—— = ¥ Giddens, Janie FW: Job Announce tents i
%
KA

= @Mi]ls. Tonya Mills, Tonya
 Catendar VI

Fr

[1] Go to the Deleted Items folder [2] Click on the Recover Deleted Items button
in the Folders view
In the window that opens, choose the
message to recover and press Recover

[3] To permanently delete a message, choose
Permanently Delete
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Saving a message to your computer

Double click to open your desired message

-3 Epson Specs for the 735 - Microsoft Internet Explorer |'._|['E|E‘

€y Reply (8 Replytoall 4G Forward S Y X | & Help
From: Matthew Wheeler@ea epson.com [Matthew Wheeler@ ea epson.com] Sent:Thu 8/21/2003 9:32 AM

To

Ce:

Subject: Epson Specs for the 733

Attachments: & Attachments may contain viruses that are harmful to your computer. Attachments may not display

correctly.
O3 ook

Here is the PDF for the Epson 733
Thanks

Matthew Wheeler

Epson America

1612 Gaston Ave

Austin, Tx. 78703

3123911871

312 577 3895 cell phone .t

[2] Or, your may also right click on the name and choose
the option of Save Target As.

Printing Messages

Double click to open your desired message

2 Epson Specs for the 735 - Microsoft Internet Explorer E|['E|E‘
€0 Reply €8 Replytoall 4@ Forward 5§ 13 X | 4 Help
From: Matthew_Wheeler@ea.epson.cof[Matthew_Wheeler@ea.epson.com] Sent:Thu 8/21/2003 9:32 AM
To
Cc:
Subject:  Epson Specs for the 733
Attachments: Ay Attachments may contain viruses that are harmful to your computer. Attachments may not display
correctly.
U735 pafroxe)
View As Web Page
2,
Here is the PDF for the Epson 733.
Thanks
Matthew Wheeler 1
Epson America
1612 Gaston Ave
Austin, Tx. 78703
5123011871
512 577 3895 cell phone Lt
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View As Web Paze < [ 1 ]
-

[1]

Click on View as Web
Page

When the browser
window opens, choose
File, Save As

Navigate to the folder
you want to save your

messages in, choose a
file name and type.

Click the Print button
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’ Worleing with attachments

Sending an Attachment

e Create a new mail message.

2 Untitled - Message - Microsoft Internet Explorer

= Send save 5p 0 % | ! 4 Options .
[Nomal v A[Ana 4 v v B I US
{ = ”‘ 1 [1]  Select Insert Attachment
(= \ button on the Toolbar
Subject: | ‘

Attachments:

1]
]
11
11
a

U]
i

2 Attachments — Web Page Dialog

Help
] [1] Browse to and select the file
Choose a file to attach:

|(Browse.. |

Add the file to the list

e [2] Browse to and select the file

Current file attachments

Repeat as necessary

Close

[3] Close to return to your message
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Opening an Attachment

¢ Find a message with an attachment

rosoft Dutlook Web Access - Microsoft Internet Explorer

| Fle Edt vew Favortes Tooks Help

| wBak « = - @D [0 & | @Qoewrch GaFevories @vede (8| By S = - 5

| address |@ https:J{mymall saisd.net fexchangel

— =3
Bl Outlook
Web Access

Folders

From: Zorols, Marcos
Subject: RE: Why Witsless?

To: 'Miguel Gublin; Alfaro, Robert; Amen, ltis; Celesti o
Ce: Ascolsse, Clauds; Baldoni James; Gasch, Lacey; €

That's interesting but I did not see any Lype of cost comparison between the wireless lab and a traditional lab. 1
am interested in which has a higher total cost,

Mlatcos

< |

|

R

A

Epson Specs fol

735 - Microsoft Internet Explol

©o Reply €0 Replytoall 48 Forvard| 5 3 X+ w
From: Matthew_Wheel epson.com [Matthew_Wheel epson.com] Sent:Thu 8/21/2003 9:32 AM
To:
Ce:
Subject: Epson Specs for the 733
Attach 3 & Attach may contain viruses that are harmful to vour computer. Attachments may not display
correctly.

P

Dmspanmxe <@

View As Web Paze

Here is the PDF for the Epson 733
Thanks

Matthew Wheeler
Epson America

1612 Gaston Ave
Austin, Tx. 78703
5123911871

512 577 3895 cell phone

~

[
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=] Matthew_Wheeler@eaPlease quote Thu §/21/2003 838 AM ZKB .~

=] Gubtin, Miguel Re: Part Time CIT Available Ve 8/20/2003 9:55 PM 4KB

= 0 Giddens, Janic FY#: Job Announcement Postings Wed 8202003417 FM 295 KD <fmmmm— [ 1 ]
= Alfaro, Laura Marcopolo Training, Sept. 26-27 red 3/20/2003 309 FM IKE

™ 0 Marines, Rolando August 18 Board mesting HIGHLIGHTS  Wed 842042003 1107 AWM 142KB

& Baldoni, James CIT Crientation Meeting Ved 8/20/2003 938 AN 4KB

= Chublin, Miguel RE: Why Wireless? Wred 32072003 9.02 AM TKE

= Zozols, Marcos RE: Why Wireless? Wred 32012003 8:41 AM SKE

M 0 Miguel Gublin Why Wireless? Tue 8/19/2003 10:41 PM 1 ME

=] Zaumeyer, Curt tast Tus 8/19/2003 536 PM BB |

Double-click to open a
message with an attachment.

Click on the underlined
attachment.

Some attachments will
open in the browser
window.

Some attachments will
save to the hard drive
first. Right-click on the
link and choose Save.

(Mac users click and
hold on the link.)
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Common file extensions for attachments

e Below are some file extensions used by programs supported by the SAISD district.

¢ When sending an attachment, make sure the file extension is included in the file name.
If the extension is not included, the recipient's computer will not be able to open the file.
(Without going through the process of assigning a program that may or may not open

the file correctly.)

MS Office Suite programs:

MS Word

MS Excel

MS Access

MS Power Point

MS Publisher

Picture Files

Movie Files

Sound Files

.doc - Document .dot - Template
.ecc - Exclusion Dictionary gly - Glossary
Xlb - Excel File Xlc - Chart

Xls - Workshop Xt - Template

Xlw - Workspace

.mdn - Blank Database Template
.mde - Database File
.mdb - Database/Application

.pdi - Power Point File .pot - Template
.pps - Slideshow .ppt - Presentation
.pub - Document .bdr - Border

.bmp - Bitmap Graphics

tif - Tagged Image Format File

.png - Public (Portable) Network Graphic
Jjpg - JPEG Image

.gif - Graphic Interchange Format

.avi - Audio video Interleave Files
.mov - QuickTime Video Clip

.mid - MIDI Files
.wav - Sound files
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Chapter 3-Options inWeb Outlook

Topics Page
Message Options
Formattinga message.........ccccoevvvvieiieeenennn. 38
Changing your message options ................... 39
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Using the Outlook Assistant..........cccccccceeeene. 40
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E-mail Options ........ccceeeiiiiiiiiii, 41
Reminder Options.......ccccoeeeiieiiiiiieiiii, 41
Working with your Password
How to change your password ................. 42-43
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'Message Options

Formatting a Message

¢ You have several options for customizing individual messages, font type, size, and
color, other formatting.

y.:

Font Dialog Button............. Allows you to choose font, font color, font
size and other formatting options for your
message.

Amnal w
Font List ...... Choose a font for your message
g W
Font Size ....ccccoeeccceeeeen. Choose a size for your font.
Font Color........cccceeeieeeinnnnn. Choose a font color for your message
B I E Formatting icons................ B old, Italic and Underline
= = = Alignment Icons................ Left, Center, Right alignments
S
s — lIndents.....cccoiiiiiiiiies Bulleted and Numbered List
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Changing your message options

e Messages can be sent with different levels of importance and sensitivity. You can also

Track a message and tell when others have received it and when they’ve opened and
read it.

o All options must be set before the individual message is sent.

A Untitled -- Message - Microsoft Internet Explorer |ZHE|P>__<|

=] Send Save g e ' & Oplians..
[Nomal v A [asal vt ¥ & B I
[
[
[

st [1] Inside your message, click
the Options button

IS A
(]
]
i

I
I
i
(]

+
]

0. ] ‘LSincla.r@saisd.net |
Jl |
= | |
Subject: ‘Nates from 8/23/03 meemg{ |

Attachments:

I | |-
[

I
o

‘) Message Options -- Web Page Dialog

_ | = [ 1] Select the desired options
Message settings

for the message
Importance hd Show Ce &
Sensitivity Show Bec

Tracking options
[ Tell me when this messape has been deliversd
(] Tell me when this message has been read
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' Other Options inWeb Outlook

Using the Out of Office Assistant

B 1 Microsoft
S Outlook
Web Access

Folders

[1] Click Options—Out of Office Assistant

Shottcuts

-
Inhox

=

2 Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help
e Back ~ -\-) @ @ {h p Search S‘:\?Favorihes QMedia @ Bv % |_J
Address @ https: fmymail saisd.net/exchange/

B - Microsoft

Outlmk [E save and Close

Web Access
Folders Out of Office Assistant

&] @ ® I'm currently in the office

O I'm cusrently out of the office
AutoReply only once to each sender with the following text:

Close

=

Contacts

Options

Calendar

- E-mail Options

[1] Check I am currently out of the office and type in your auto-
reply message
[2] Click Save and Close

Turn off Out of Office Assistant

,
2 Microsoft Outlook Web Access - Microsoft Internet Explorer

ol i) ) E _ [1] Click Options—Out of Office
eBack v -\) @ @ (h pSearch *Fauurib&s QMedia @ ﬁv % LJ Assistant

Address |@ https://mymail . saisd.netfexchange/

§’§“§Lo°k' [ save and Close | Close
[ Foers | outerOfice Assistunt [2] Check I am currently in the
% (;ﬁ & TI'm currently in the office Ofﬁce

(O T'm cutrently out of the office
AutoReply only once to each sender with the following text:

[3] Click Save and Close

Calendar

= E-mail Options
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E-mail Options

e You must be logged on to Outlook for these notifications to appear

& Outlook

Web Access
Folders |

Shorteuts [1] Click Options

E-mail Options
Display a notification message when new mail amives.

) Play a sound when new mail arrives.

b

Contacts
2

[1] Choose Display notification if you’d like a small popup window
to appear when you have new mail

Date and Time Formats

FoN

[2] Choose Play a sound if you’d like a chime to sound when you
have new mail.

Reminder Options

e You must be logged on to Outlook for these notifications to appear

'Ewl'

¥310utlook
‘Web Access
Folders |

Shortouts [ 1 ] Cth Options

-
8 Reminder Options

Contacts

757 To view reminders. you must be using Microsoft Intemet Explorer 3 or later
s Enable reminders for Calendar items

Play 2 sound when a reminder comes due

——

[1] Click Enable Reminders for Calendar Items to be reminded of
appointments with a pop-up window.

[2] Click Play a Sound when a reminder comes due to hear a chime
when an appointment is due.

© SAISD/Office of Instructional Technology Services
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’ Working with your Password

How to change your password

e Make sure you are in the Shortcuts view

/A Microsoft Outlook Web Access rosoft Internet Explorer
File Edt View Favortes Toos Help “L\nls ‘
dback ~ = - @ (2] 4| Qoearch [iFavortes @Meda 8| 5y S = - 15
| adevess [ ] haps:/fmymal. saisd.netjexchange/ B
o
B Outlook | vew - | @6 Reply 0 Repiyto e 8@ Forwara| B [@ 15 X (F Hiew [Messages
Web Access

Foldets fills, Torya : Bibox Ttems “ml’-r SO D

=] Matthew_Whasler@ea. Please quote Thu 8/21/2003 8:28 AM ZKE~
Guhlin, Miguel Re: Past Time CIT Available Wed /2042003 9:55 FM 4KE
0 Giddens, Janie FW: Job Announcement Postings Wed 8/20/2003 417FM 295 KB
Alfaro, Lavra Marcopolo Training, Sept. 26-27 Wed /20/2003 309 PLT IKB
O Mattiner, Rolando~ August 18 Board meeting HIGHLIGHTS  Wed 8/20/2003 1107 AM  142KB
Eldoni, Tames CIT Orientation Meeting Wed 8/20/2003 938 AM 4KE
Guhlin, Miguel RE: Why Wireless? Wed 8/20/2003 902 AM TKE
Zorols, Marcos RE: Why Witeless? Wed £/20/2003 8:41 AM SKB
0 Iiguel Guhtin Why Wireless? Tue 8/19/2003 10:41 PM 1 ME
Zaumeyer, Curt test Tue 2192003 5.36 M WIE.|
From: Zotals, Marcos To: Miguel Guhlin; Alfato, Robext; Amon, Tris; Celasti +
Subject: RE. Why Wireless? Ce: Ascalese, Claude; Baldoni, James; Gosch, Lacey; C

That's interesting but | did not ses any type of cost comparison between the wireless lab and a traditional lab. [
am interested in which has = highertotal cost,

Marcos

| |
5 [ [ 8@ v

[1] Click Options

e Your view should change to the Web Outlook Options window (in the Work Area)

3 Microsoft
Be et Yew Fgeoites Jeos  Hep &
Qs - @ ¥ @G Preer Prronee @t @ (3-5 @

] bt [fmymad, saisd, net fexchange w 5., ks ™

mmlmk Calendar Options

Web Access

| Sl
(_heecsw | T DoemiassmA v

Day end time: SO0PM v

a

Firstweek of year: | Do not display week rumbers +
Reminder Options

“a7 Toview reminders, you must be using Microsoft Intemet Explorer § or later
1] Enable remmders for Calendar sems

[ Play 2 sound when a reminder comes dus

Defut seminder: | 15 mimates |
Centact Options
% Check Names First Against

) obal Address Lust

O Contacts

[ I—

ward
@b [ Change Pas J‘IA

Recover Deleted Items

Click heve to vie tems that your Deleted ltems fold will be
moved back tw the Deleted items folder.

v

© SAISD/Office of Instructional Technology Services
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[1] Scroll down and find the
Password header

[2] Click Change Password
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e The lIS—Authentication Manager window should open.

<A 115 - Authentication Manager - Microsoft ... |Z E E|

Internet Service

Manager

for Internet Information Server 6.0 [1] In this Wil’ldOW, type:
Domain | Domain: saisd
Account | Account: User Name

| New Password: desired password

New password .
P Confirm New Password: desired pass-

|
|
Old password | | Old Password: current password
|
|

Confirm new password

OK ” Cancel ” Reset
A

[2] Click OK
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Chapter 4 - Wor]eing with Others

Topics Page
Working with Contacts
Adding new contacts..........cccceeeeeiiiiiiiiiien e, 46
Tofindacontact ...........eeeciiiiiiiiniiies 47
Send a message to a contact ........................ 48
Delete a contact........ccccooeeeeeiiiiiiiiiiii, 49
Working with Distribution List
Creating a Distribution List ................cccoeeiiiinnnns 50-51
Send a message to members of a Distribution List52-53
Working with the calendar
Date Navigator...........ccccoeviiiiiiiiiieeee, 54
Selecting a View ..., 54
Creating appointments.............ccccceeeeeennnn. 55-56
Creating recurring appointments .............. 56-57
Planninga meeting .........ccccoeeiiiiiiiiiinn. 58-59
Reschedule a meeting ..., 59-60
Cancelameeting..........cooevvviiiiviicciiiieeeeeeee, 61
Replay a meeting request...........cccccceeeeenenn. 62
How to Forward e-mail from your Staff mail account63-65
How to Log Off your account...............ccceeeeeeen. 66-67
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' Working with contacts

e Contacts are personal addresses you can modify.

Adding new contacts

NEWF < [1] Click on the downward-pointing triangle next to New
on the Toolbar
Idezzage
@ & ppointent
Contact <€ [2] Choose Contact
] Distribution List
%)  Pastin This Folder
(] Folder
2 Untitled -- Contact - Microsoft Internet Explorer El[ﬁlgl
* Save and Close g 0 * ® Help z
General | Details
g Last Name ‘ | . o ) ) )
it Neme: } I gpieemes | |e==[1] Fillin the details
Middle Name: ome Phone l:l
Tob title: ‘ | DMobile Phone l:l
Company: ‘ | |Assastantl’hune v|| |
File As: Last, First -
3
Mailing address [] DS | |
Street: E-mail address: | |
Ciry \ | |
State Province: ‘ |
Postal Code ‘ |
Country Region: ‘ | 5—% Web page address l:l
Attachments: )
[2] Click Save and Close
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To find a contact

r_ MiCToEoi T
B Outlook.

Web Access

Folders

Shotteuts

Sl Holcomb, Tamara
@ Calendar

'@ Contarcts <
(# Deleted Tiems (1-
B Drafis (1)
@ Inhox
Journal
Hotes
@ Chathiozx
Pockethlitror
= Sent Items
Tasks
& Fuhblic Folders

i

Fle Edit View Favorites Tools Help

A Microsoft Outlook Web Access - Microsoft Internet Explorer

eBack - J |ﬂ @ h /I__\J Search ﬁ;n:(Favorites el\‘ledia 6} [_\:- _:\; _J

[1] Select Contact on the Toolbar

Address ‘@ https: ffmymail. saisd. net/exchange/

v‘ Go Links

Bd0utiook |Ever - B @ B X B e ddtessCarts ) Eep

‘Web Access I
E There are no items to show in this view
Shertcuts

I
[1]

In the Contacts window, choose the Search button.

Enter search word or phrase, then click Find Now

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli

Page—47



Send a message to a contact

3 Microsoft Outlook Web Access - Microsoft Internet Explorer

Fle Edt WVew Favorites Tools Help
Q- Q- X B O ) search 5% Favorites @M veda 2) 2- :‘? J
A;Idress@https:[fmyma\\.sa\sdﬂatj’exd‘\angaf v‘ Go Links **
BOutlook |Evev- @ @ B X B Yew| AddessCuts ) Hep
Web Access

Folders +% Mills, Tonya : Contacts ttems I totcofty WO« oM
ST p [1]
e | <
B B \ils, Tonya Business Phone (210) 527-1400

@ Calendar Home Phone N/A

ES¥Contacts) Mobile Phone  NJA

@ Deleted Items
Drafts

B2 Inbox (1)

Tounal
Notes
& outbos
B Sent Items
Tasks
2 Public Folders

&l R 5 @ ntemet

3 Mills, Tonya - Microsoft Internet Explorer

Save and Close 5 0 X @ e
General | Details f [ 1 ]
g Last Name: |M_ﬂ_15 B
@ Busmess Phone (210) 527-1400

First Name: |Tunya

|
|

— RS T
|
|

| Assistant Phone % | |

|Semnr Trainer

Company.  [3A15D

Fiess
Business Address v

Display Name:
Mailing address [] splay Name: | |
Street: E-mail address: | |
A — 1
Country/Region: A
e T
Attachments: ]

© SAISD/Office of Instructional Technology Services
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Double click on the con-
tact to open in the Contact
Window

Click the Send Mail to
Contact button

Type message and subject
and click Send
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Delete a contact

2 Microsoft Outlook Web Access - Microsoft Internet Explorer
Fle Edit View Favorites Tools Help

Qe - O [¥] B 0 Psewen Prramies @rede &) (- s

EE

LJ

Address |@ https:/fmymail.saisd.net/exchange/

v| Go | Links ™

Bfitiook DY - & B 0 x @) v i ¥
Web Access

B B\ fitts, Tonya Business Phone (210) 527-140
@ Calendar Home Phone N/A
(=) Mobile Phone  NJA

(7 Deleted Items

ttems [ to1¢of1)

Help
W

Drafts

B2 Inbox (1)
Joumnal

2 Notes

@ Outbox

@ Sent Items
Tasks

B Pubiic Folders

&l B S @ ntermet

© SAISD/Office of Instructional Technology Services
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Select a contact

Click once on the Delete
button

Note: This will
IMEDIATELY delete
your contact. You will
not receive a warning
dialog box.

Page—49



' Working with Distribution List

e Distribution lists allow you to send a piece of e-mail to several people at once.

Creating a Distribution List

ek

L& B [E =

ann.:-'lT <

Idezzage

& ppointent
Contact
Distribotion List <

Puost itn This Folder
Folder

2 Untitled -- Distribution List - Microsoft Internet Explorer

[1] Click on the downward-pointing triangle next to New
on the Toolbar

[2] Choose Distribution List

Save and Close| %
| oo [1] Type a name for your list.
@I Add to Distribution List:
‘¢ [2] Type an email address or
_ click on Find Names to
Nams E-mail address .
bring up the Outlook Ad-
dress book.
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2 Find Names -- Web Page Dialog

Display nams: | |
g T
.
e T
Name Phone Alia= Office Job title 2
Michasl, Candace  532-4241 Chichael Asst. Ademin:
Middlston, Roy  733-8331  RMiddleton Stadivm Man
Mier, Elizabath  289-3555  EMfier Accounts Payable  Clerical Aide
Miles, Ruth 223-9031 PRhMiles Couvnszlor
e ik [1] Find the person in the Address book and
Miller, Patricia 23 f— . . .
Mitchall, Sharron  223-2406  SMitchstl Supervisor select them in the I'CSllltlIlg list.
Mitts, Kennath 733-8321  Lomitts Tezacher
bl
< | ¥
64 recipisnt to... | Distribution List | [ clese |
y

| [2] Click on Add to Distribution List

Continue to add people to your list. Click Close to close the ad-
dress book
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Send a message to members of a Distribution List

r— Microsoft
53 Outlook
Web Access

Folders

Shorteuts

SRy Holcomb, Tatnara
@ Caletidat
T Contacts ¢ [1] Select Contact on the Toolbar
(¥ Deleted Items (1
B Drafis (1)
(= Inbox
Journal
Nu:ntes
@ Chathoz
Pockeﬂh'liﬂor
= Jent [tems
@ Tasks
& Public Folders

A Microsoft Outlook Web Access - Microsoft Internet Explorer E|
File Edit View Favorites Tools Help l','
y A @ . y . . WA
e Back ~ () |ﬂ @ _lj p ) search . Favorites e‘ Media ﬁ} [_:.-} s iz _J
Address |(§| https: {/mymail saisd.netfexchange/ "‘ Go  Links *

] Microsoft "
BQiliook [Se - & 0 B X @t riwrscos v s
i £55

Folders 4% Mills, Tonya : Contacts Ttems [l 02¢or2) W o » om0 .
T o | BB [1] Double click on the
B Tove Distribution list

B 3 \fills, Tenya Mills, Tonya
g Calendar Business Phone (210) 527-1400
Home Phone NA

Deleted Items Mobile Phone  NJA
Drafts

B2 Inbox
Journal
Notes
& Outbox
@ Sent Items
Tasks
U Puplic Folders

@ht‘lps:ﬁmymail‘saisd‘net{ax:hangE,’hmllsjtunmdsﬂCmd=cunbems# % é P Internet
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3 ITLS - Microsoft Internet Explorer

Save and Close| ¥

- f i
| |
@l Add to Distribution List:
Eemove

© SAISD/Office of Instructional Technology Services
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[1]

Click the Send Mail to List
button

Type your subject and
message and click Send

Type message and subject
and click Send
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’ Worleing with the calendar

e The Calendar option allow you to arrange your schedule and create meetings

Date Navigator

e Use to select a specific date (dates with scheduled items are in Bold)
e Today’s date is outlined in Red.

A Microsoft Outlook Web Access - Microsoft Internet Explorer |:"E|@
fle Lot Vew  Fgvontes Tools Help :l‘
Qu - © [ B 6 Lowea Frrooms @ @ 2+ 5
agdress | ] httpss [fmymal.sasd.netjenchange/ E = B
S0utlook Dver- B[4 % & m T @ 7 @ L Eity .
] AN i Tons: Catenda: [1] Use the left and right arrows to
[ —o — Wednesday, August B, 2003 ] i .
[ a A pMINIES go to a different month
gﬁ oo 163 14 lss ;;
%;‘;‘:‘““ = L3 N[E]5 3 e [2] - Click anywhere on the calendar
b= it A to select the desired date
@ Notes
 Oathen
B Sert Hem: AM
B Tasts 11
XN [3] Return to the current date from
= any month on the calendar by
P
1
& _“E S @ inernet

Selecting a View

e To change your views, click on the view buttons located on the main toolbar at the top
of the window.

2} Microsoft Outlook Web Access - Microsoft Internet Explorer

Fle Edit Wew Favorites Tools Help .4!

Address |@j https://mymail.saisd.netfexchange/ \4 V| Go Links **

BlGutlook Ty - @ @ X & @ ey @ E S Hep

Web Access

August 2003
§ M T W TF 8§
1 2

4

; — —t

[1] Click to view the [1] Click to view the [1] Click to view the
by date by week by date
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Creating appointments

e An appointment is an activity for a specific duration.

| i 5 | Powe frne @ras @3- 5 B J
1 A'I.lgl.lﬁt 1{"]3 P‘ a iﬂ-ms:.'_nm.mu.ma-ow_- EY - s *|
EdOutlook Tve - @@ X 3 W Tedn @ @ 6 S "
$ M T W T F & _
i — ] Friday, Augusi 29, 2003
1 2 Tem &
© Contacts o
i 4 5 6 7 8§ 0 g?{:‘”
~ & rouma AM
10 11 12 13 14 13 16 S I
P A
17 18 19 20 21 22 23 SN
- _‘I‘.\fl
24 25 26(27|28:29; 30 il
A 1=
31 ko
& T 5 @ v

[1] Double click on the desired

I
[1] Using Date
start time

Navigator, select the
day for appointment

A Untitled -- Appointment - Microsoft Internet Explorer

Save and Close| [ §Pn'm '} | 3 Recumence @ Invite Attendees Help

Appointment | Availability

—p || Subject: | |
Location: | |
Attachments:
Start time: | Fri 8292003 [-)830 M (1) O At day event
End time: |Fri 8202003 [-]2:00 At [+]

A O et s 9] vy

[1] Enter the Subject and Location [2] Enter the end time to
information change the default time
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2 Untitled - Appointment - Microsoft Internet Explorer

= Save and Close (] §Pn'nt ! 3 Recumence @ItmteAttmdees

Appointment | Availability

- B

Subject: |

Location: |

Attachments:

Start time: Fri §/20/2003 [-]s30aM [-) 00 At day event

End time: |Fri $/29/2003 [-)2:00 AM [

0 e s ) Sovemes iy %

I

I
[1] Select any other options desired

[2] Select Save and Close

Creating recurring appointments

e Create a new appointment

A Untitled -- Appointment - Microsoft Internet Explorer

Save and Close [m §Pn'm ! + | 4} Recurence @ Invite Attendees Help
A

Appointment | Availability

Subject: |
Location: |

Attachments:
Start time: Fri $/29/2003 (-] 830 a0) (7] 0 Al day event
End time: |Fri 8202003 (-] 200 anvj [

AYa  —— I 1

[1] Select the Recurrence button on the Toolbar

© SAISD/Office of Instructional Technology Services
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2 Recurrence pattern - Web Page Dialog

Appointment time

Start: [J End: o)

Recurrence pattern

O Daily S L [ <t [1] Selgct the Recurrence Pattern
© Wiy Clsondsy  [Mondsy  [Toesday  [Wednesday (Daily, Weekly, Monthly or
O Monthly [ Thursda Frida ] Saturda .

O Yeuy i Y . Yearly) of appointment

Range of recurrence

o [s90ws  |0 O Nomaa
O Endafier |10 |oscummences <«——[2] Select options for Recurrence
O s frimas | Pattern
[ 0K ] [ Cancel ][ Remove Recurrence ]

|
[1] Select OK

A Untitled -- Appointment - Microsoft Internet Explorer

= Save and Close lm gPﬁm ! + | 3 Recurrence @Im’iteAttmdees

Appointment | Availability

Subject | |
Location: | |
Attachments:
Start time: | Fri 81292003 () 830 AM [-) O Att day event
End time: |Fri 8202003 (-] 200 AM [

5 O it s 9] vy

[1] Select Save and Close
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Planning a meeting

e Meeting Planner shows free/busy time for people and resources to plan a meeting

e Create a new appointment

A Untitled -- Appointment - Microsoft Internet Explorer

Save and Close| I gPﬁm ! 3 <% Recumence @ Invite Attendees

Appointment | Availability

Help
[1] Select Invite

Subject: |

Attendees button

Location: |

| on the Toolbar

Attachments:

A Untitled -- Appointment - Microsoft Internet Explorer

=] Send Save| ) %Pﬁm 5\/ ! 1 | Recumence Q(Cmcel[nvitaﬁon

Appointment | Availability

[ Reguired.. ) GamaAba o Comen M. Loms
[l

g -

[ Resources... ”

[1] Click Required to bring up the address book and select required attendees.

2 IT meeting - Microsoft Internet Explorer

© SAISD/Office of Instructional Technology Services
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Save and Close [l gPrint ¥ ' b ¢ Recmence @F Invite Attendees Help
Appointment  Availability
Thursday, August 28, 2003
Mills, Tonya | I
h p—
Tentative [JjBusy [ Outof office 3 NoInformation

Start time:| Thu 81282003 [ 1z00pn &

End time: | Thu §28:2003 [7)z30em 8

[1]

Check Availability to check
attendees Outlook calendars for
conflicts. The grid on the right
will show free and busy times
for each attendee
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<———— [1] To change the day and
Tentative [JjBusy [ Outof office 3\ No Information tlme, use the Scroll bars

Start time:| Thu §/28/2003 [ 1z00pn &)
End time: | Thu §/28/2003 [F230em [

3 IT meeting - Microsoft Internet Explorer

l =] Send [F Save| [ %Pﬁn{ W ! 1 Reommence @(Cancel]m'ilaﬁon Help
Appointment | Availability

[ Optional.. H ‘

[ Resources... H ‘

Request Responses

Subgect: ‘IT meeting
Location: 2d floor. $5B |
Start time:| Thu §/28/2003 [ 200 P [7) [ Al day event
End time: | Thu §28/2003 [F230mm &)
{0 [ Reminder:| 15 minutes v| Show time as | Busy v

4=—t——— [1] Fill in other meeting
information as

appropriate
[2] Click Send
Reschedule a meeting
- 3 Microsoft Outlook Web Access - Micrasoft Internet Explorer :”E‘
File Edit View Favorites Tools Help ,'
eﬂa\:k M > \ﬂ Iﬁ _h f.i\’ Search \;1:( Favorites QMEdiE {‘) [l’v :_\; _J
Address ‘@Ihtlps:,’fmyma\\‘sa\sd‘netfexmangef ~ Gu Links ™
BlQutiook T~ SO x %@ viv@ D @ —
ﬁ % Mills, Tonya : Calendar
Thursday, August 28, 2003 1 August 2003 4
Shortcuts n S MTWTF §
0@ toe | PM el 2
E faMﬂls Tonya 2 Lz
K63 Catenda 34035 6 78 9
@Cnntacts 10 1 15 16
@Deletedltems M 71 25n
B Dratis 3 U 23 9 30
% Inbox 3
@ foumal PM ¥ Teaching MS Outlook (Room 100B, S8B)
Nntes 4
@Outbux
@Semhems PM
@ Tasks 5
T Public Folders
[1] Double click on meeting in the Calendar
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Appointment | Availability

[ Optionat. ||

[ Resources. . ”

Eequest Responses

p— Start time: | Thu §/28/2003
End time: | Thu 8282003 )60 E 530 A F)
v L00PM
':&:’ Reminder: Show time as: E|

5:00 PM

Subject: | Teaching MS Outlook |
Location: |Room 100B, S5B |
Attachments:

(-] 4300 [-) [ Alt day event

330 PM
6:00 BM
6:30 BM
7:00 PM
730PM
§:00 PM
§30PM ¥

[1] Change the meeting time and date, save and close

2 Teaching MS Outlook - Microsoft Internet Explorer

Save and Close | =] Send Update U] %Pﬂ'ﬂt x Q‘, !

Appointment | Availability *

Optional | |

[
[

Resources... ] |

Request Responses

Start time: Thu §/28/2003 [-])430eM
End time:  Thu §/28/2003 [~]|s:00 P71 -]
O B Remindee Show e

B [0 An day event

Subject: | Teaching MS Outlook |
Location: [Room 1008, SSB |
Attachments:

© SAISD/Office of Instructional Technology Services
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[1]

Select Send
Update button
on Toolbar,
save and close
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Cancel a meeting

=

2 Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit View Favorites Tools Help i

eBack @ \J Iﬂ @ h /.ﬁJSean:h \‘i‘\"(Favuntes QMEd\a e} [2\" :’\; _J
Address |@ https:ffmymail.eaisd.net/exchange/ v| Go | links >

BlOutiook [ver * & B X ol i = [2] Press the Delete key

Web Aocess & Mills, Tanya : Calendar |
Folders -
Thursday, August 28, 2003 1 August 2003 4

Shorteuts § MTWT

B QﬁMJ.Ils_ Tonya
¢
D Contacts
@ Deleted Items PM
P Drafts 2
k= Inbox
B Joumal PM ¥ Teaching M5 Outlook (Room 100B. SSB)
Nc[es 4
@ Outbox
B Sent Items PM
Tasks 5
63 Puibtic Folders

|

PM

(3]
ca | W

w ks

4 5 6 7
112 13 14
18 19 20 21

35 2 [27] 28]

B
W
Sl

RS s w
ra
2

[1] Go to the calendar and select a meeting

. The Alert dialog box will open.

‘A Alert -- Web Page Dialog

The attendees have not been notified that this meeting has been canceled. Do yvou wish to send a
cancellation?

Yes [ Ma ] [ Cancel ]

[1] Select “Yes, you want to notify attendees”

© SAISD/Office of Instructional Technology Services Page—61
http://itls.saisd.net/tli



Reply to a meeting request

3 Microsoft Outlook Web Access - Microsoft Internet Explorer

Fie Edt View Favortes Tools Help »
Qu O BB G Pt sy @ @3 % & - [J

sdcress | €] https:/jmymai saisd netexchange v B ks ”
BHOutiook | New = 90 Reply 0 Repiytoall 48 Forvard &[G B3 X F View | Messages

Web Access

Folders
Shortcuts 2 S
—_— FW:RE: IT Services: Professional Development Invitatic Wed 8/27

=2 gﬁgﬂi Tonya ¥ Mills, Tonya Ved § 03 12:13 P} 000 B I
o Calendar =) Guhlin, Miguel Your Presentation on DVDS. /
“ Contacts ] Guhlin, Miguel FW: Web Outlook Training @ Harris MS Mon §/23/2003 1027 PM 2KB

[1] Open arequest from the Inbox

23 https://mymail.saisd. net/exchange/tmills/Inbox/No Subject. EML?Cmd=open - Microsoft Internet ... |_

> v Accept| ? Tentative ¥ Decline § | b ‘ & ¥ | Help ‘
From: Mills, Tonya Sent: Wed 8/27/2003 12:13 PM
Ta: Mills. Tonya
Subject:
Location:
When:  Thursday, August 28, 2003 8:30 AM-10:00 AM
Attachments:

View As Web Page

[1] Select either Accept, Tentative, or Decline on the Toolbar
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'HOW to Forward e-mail from your Staff mail account

e Soon teachers from iMail and Staff email accounts will be moved to new Web Outlook
accounts.

e This is the same system all administrative support staff currently have access to via
the District’s web page.

The timeline is as follows:

Date Change

September 9, 2003 | 1. All campuses notified of transition to Web Outlook form iMail/Staff email accounts

2. Usernames and passwords will be handed out to campus technology representatives on
September 9. CTRs will also have access to the Web Outlook tutorial online as
http://itls.saisd.net/ctr

3. Each campus should designate a Web Outlook trainer to attend Train the Trainer sessions
offered by Instructional Technology during September and October, 2003.

4. From September 9—November 1, professional staff with iMail/Staff accounts will have the
opportunity to “forward” email to their new Outlook account. This procedure is explained in
the tutorial all professional staff will have access to via the ITLS web site.

5. All new staff will receive Outlook accounts when they are processed through Human
Resources.

3 Login to staff.saisd.net - Microsoft Internet Explorer |ZHE|E‘
;'l

Fle Edit Vew Favorites Tools Help

Qe - O [x] B (D Oseach Spraones @veda &) (- L2 [

Adcress | @] htp:staff.saisd.net:8383/login. 11774, cgi?imai_frame=1 v Bso ks ?

[1] Log in to your Staff (or iMail)
account

&] Login B Int=rnet
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& | (0)Main Menu: TMILLS@staff.saisd. net - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Eadc - \_\_) E @ Ch psaarch *Favont&s QMed\a @ &2' :;_(.. I_J

Address |@ http: f/staff.saisd net:8383/Xe 562989bcbc9Se9ecB986502a877/menu. 17003, cai?mbx=Main

Click on the triangle
Personal Account Options... neXt to Personal
Personal Accourt Options Account Options to
TMILLS's Mailhox Message Count [Edi My Preferences show the drop down

Main Menu = i Change My Signature
LB Change Finger Information

- Check Mail Sent Change Password 0 menu
P Deteted
- Summary Draft Change Vacation Message 0
Read Mail Change Processing Rules
Address Book Edit Address Book [otal: 4K
Edit Mailbox Manage Mailboxes t mailbox
NOTE: To view the nums| Edit Auto Response preferenoes.

IMail Web Calendaring

——— [2] Choose Change Mail
Forwarding
Information

&] Main Menu # Internet

A Mail Forwarding - Microsoft Internet Explorer

Flle Edit View Favorites Tools Help

@Eack o -\_/\1 E @ \ih psaardﬂ ‘T)\?Favcnb&s eMadia @ &2v ,; I_J

Address ‘@ http://staff.saisd.net:8383/%e565989bcbc99e0eca985a0 23877 fchafnd. 19425, cgi?uid=TMILLS &mbx =Main V| Go Links *

Menu Compose Search

Personal Account Options... ~ | Help Logout

Change Mail Forwarding
e [Tmils@saisd ne < [1] Type in your new
MS Web Outlook
email address

[2] Click Save

&) Mail Forwarding & Internet
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A IMail Server Response - Microsoft Internet Explorer

Ble Edit View Favortes Toos Help

lf'r
Qe - © - [x] B €0 POseacn Jpravois @ reda €) (3 L L)
Address \@ hittp: fstaff.saisd.net:3383/Xe 562988bchS53e9eca986a0 25377 chafd. cai V\ Go | Links 7

Change Forwarding Status

MENU

Plan file "forward.ima" modified to:Tmills@saisd.net

Links:
= Back

[1] Click Back

&] Done

& Internet

B Mail Forwarding - Microsoft Internet Explorer

Fle Edit Vien Favorites Tools Help

;,r
Qe - ) %] B €0 POseoan Flpravones @Prede £ (- L LJ
Address \@ http: {fstaff.salsd.net:8383/Xe 562088bchca0e3eca086a0 25877 /chgfnd, 19425, cgiUid=TMILLS &mbx =Main V\ Go | Links *
Menu Compose Search Personal Account Options... «|Help Logoul<-_ [1] Cth tO LOgOUt Of
‘ your Staff (iMail)

TMILLS's Change Mail Forwarding

Mail : account

Forwarding EMAIL: |Tm\\ls@salsd nef] ‘

Save

Powered by IMsil

(&] Mail Forwarding ® Internet

e All new incoming mail should now go to your new Microsoft Web Outlook account.

¢ If you have older mail messages that you wish to save, forward these mail messages to

your new Microsoft Web Outlook account.
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’HOW to Log Off your account

[ ]
being able to read your email.

¢ Microgort
S Outlook
Web Access

Folders |

Shortouts

[1] Click Log Off

j Microsoft Dutlook Web Access - Logoff - Microsoft Internet Explorer

File Edit VWiew Favorites Tools Help

I

=10l

|J Links |

J GBack + = - (@ ) | {Qsearch  [GelFavorites  GMedia ¢4 | B S -

J Address I@ https: ffmymail saisd. net/exchweb/bin/USa logoff asp

j @Go

r— Microsoft:

5510utlook

Web Access

browser application.

To complete the log off process and prevent
other users from opening your mailbox, you
must close all browser windows and exit the

Close | <
<

—1

@ Done

“four browser is: Mozillaf4.0 (cormpatible; MSIE £,0; Windows NT 5.0

’_ l_ E |4 tnternet

© SAISD/Office of Instructional Technology Services
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[1]

Click Close

Remember to log off before your leave your computer. This will prevent others from

Note: You must log off and close all the browser windows before
Microsoft Web Outlook is “officially” closed.
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J File Edit View Favorites Tools Help

/3 Microsoft Dutlook Web Access - Lo

=101 x|

IEY - I

| &Back - = - D & | @search [GFavorites mvedia (8| By Sh A - =

J Address I&j https:/fmymail saisd. netfexchweb/bin/Usa /logoff . asp

j @Go

Py Microsoft

551 OQutlook
Web Access

To complete the log off process and prevent
other users from opening your mailbox, you
must close all browser windows and exit the

browser application.
Microsoft Internet Explorer

@ The Web page you are wiewing is trying ta close the windaow.

Do yaou want to close this window?

‘fes I Mo
A

rour browser is: Mozillaf4. (compatible; MSIE 6.0; Windows NT 5.0)

|@ Done

’_ ’_ ré_ # Internet 4

[1]

Click Yes and close any open Internet browser

windows
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Appendix - MS Web Qutlook

Topics Page

Helpful Information
Keyboard shortcuts for working with Outlook

(7= To [ TP 70

Microsoft Web Outlook 2000 Quick Reference

Card ... 71-77
Test for Knowledge

Create the following in MS Web Outlook....... 78

Mini MS Web Outlook Quiz.............cccevvvvnnnnn. 79
Evaluation Form

Geometric Reflection and Evaluation ....... 80-81
Software Integration

Web Outlook Integration..................ocooinnes 82

TATEKS ... 83
Levels of Technology Integration (LOTI) .................. 84
Resources, Links & Citations.............ccccceeeeeeeiennnnnne.. 85
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'Helgful Information

Keyboard shortcuts for working with Outlook messages

o ACON...ooiii Press the following Keys
e Switch to the Inbox folder .................. [Ctrl][Shift]l

e Check fornew mail ... [F5]

e Create anew message.........ccccceunnn.... [Ctrl][Shift]M

e Delete the selected message ............ [Ctrl]D

e Mark a message asread ................... [Ctrl]Q

e Open the Address Book ..................... [Ctrl][Shift]B

e Selectall messages ........cccoevevvvnennnnnn. [Ctrl]A

e Select the next message ................... [Down Arrow]

e Select the previous message ............ [Up Arrow]

e Open the selected message .............. [Enter]

e To close an open message ................ [Esc]

e To reply to a selected message ......... [Ctrl]IR

e Create a Reply To All message ......... [Ctrl][Shift]R

o To flag a message for follow-up ......... [Ctrl][Shift]G

o With a message open, ........ccccvvunnennne. [Ctrl]+. ([Ctrl], plus, period)

open the next message
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Microsoft Web Outlook 2000
Quick Reference Card

Access E-Mail from Anywhere Through the Internet

Start your Internet browser

Go to www.saisd.net

Refer to the Quick Links box on the right of the screen
Click on Web Outlook

Type your user name in the Log On box and press ENTER
Type your user name again in the User name box and your
password in the Password box

e Click on OK

Enter Network Password

B A MOS0
B Outlook
Web Access

Foldets

Tlhe Ouidoolk Bar

The Shortcuts Bar contains the most
frequently used items.

Shortcuts

_ Inbox — Manage e-mail
o

messages that you have
received and sent, flag messages
for action

Calendar — Create and manage
appointments, meetings and tasks

Contacts — Organize personal and
business contact information

Options- Set preferences for the calendar,
reminders, contacts and display notifications, as well as
changing passwords, recovering deleted items, and

turning on the Out of Office feature.

S < e

Log Off- To prevent others from being able to read
your email, you must log off and close all the browser
windows.

&

SAISD

Page 1

The Folders Bar contains the
most frequently used items and
the following items..

5 MACOBOT
B Outlook
Web Access

Folders

Shorteuts

ElE] Holcomb, Tamara

.. Deleted Items — Store deleted @ Catendar
4 items for later retrieval © Contarts
(2 Deleted liems (1
B Drafis (1)
Notes — Jot down ideas, questions St
. 7 al
or reminders B totne
@Ouﬂ:ux
. .. 2 Pockethi
Tasks — List and prioritize to-do e

items, assign tasks to others and D Tasis
Qﬁpub].i-; Folders
track progress

B = | B Ry B Biplysed o Porrwed 28 B & X (3 [ @) e

Favwmird. ' B 1 .38 A
Tud P 10 AN
Pk FE: Fratiy's Crvtions Dt este achond WobiSiaes T Fod 55110083 111§ AM
P Dosamervens Dy Thaa HYIOD 11 24 P
P ITL3 Uprmmang CTTCTH Mesing. Thea FRNEND 101 P
Eiem ey s Taes 1R

T POTE0D 12302 P e

Toee WOTAEG 1181 AM I
bl o marse e, wl b, devvem b e BOCBOEET 11 51 ABE K
e e ] Bl TR 31180 I
e

i ofil

eoprped yowr thas on Ved e | e bokong Soeaed 1 Por offwrs

Mo, | ool Wik 13 0ot Deammgavet Soiates LK tha Pt 0 1 ross rmatioradl, Bl | Ganh S that Ioppdtrs isd mabbaned 0 st bl
il Do yow Rippes 1o Ry Bor setrin ey miormatue | raed e orter B package, vach on B @ eie 8ok, 8wl b REAL PAS 10 poder
o ki Bt 10 T ot | ok 19 il ASAP

BT st of pril ey 0 demnll el 3ot hoe P Moy, b § i plinewry | el rue Bt iy Phop mibsbn e hos wwh prige

50 beaen e good® 1)
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Jwra Flood-Librsasn

Bk porien 13 o L=
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Read Received Mail

e Double-click on a message to open in a separate

window.

e  Use the Show/Hide Preview button to turn on the
lower Preview pane. This lets you select a message in
the upper half of the window and see the contents in the
lower half.

Reply to a Message
e Select the message.
e  Click the Reply, Reply to all or Forward button.

.ﬁdﬂapljr €0 Reply to all % Forward

Reply sends only to the sender.
Reply to all sends to all of the recipients in the To
and Cc boxes.
e Forward allows you send a received message to
another user.
e Type your message in the window that appears.
e  Click the Send button in the message window.

=1 Bend
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Creating a New Message

e  Click the New button at the top of the ) New ~
window.

e  Choose Message from the drop-down menu.
e  Click the To button to bring up the Outlook address
book.
o  This address book only shows the names of
SAISD employees on Outlook.
o You can type an Outlook user’s name
in the To: field, then use the Check M
Names button.
o You can also type email addresses in the To
field: ie. dthomas@yahoo.com.
e Type the recipient’s last name in the Last Name field.
e  Click Find.
e  Select the correct recipient from the resulting list, then
click the To, CC, or BCC button to address the

message.

; Attachments -- Web Page Dialog 5[
Help
Choose a file to attach:
ICZ\DD cuments and Settingsitholcomb\Desktopmaina cre en. gift
Add the file o the list
Attach
r D new.gif Eemore
Close

e  Click the Attach button.
e Repeat as necessary.
e  Click the Close button to return to your message.

Receiving Attachments

e Repeat as necessary, then click the Closed button to
close the address book.

/3 Find Names —- Web Page Dialog x|

Diisplay narme: I

Last name: IF First name: l—
Title: I— A lias: l—
Company: I— Department: l—
Oifice: I— City: I—

Find

Office B

Attachments:

jMicrosoft Internet Explorer

A

e Double-click to open a message with an attachment.

e  (lick on the underlined attachment.

A Attachments may contain viruses that are harmful to your computer. Attachments may not display
cotre oty

1 cohort_lessons sipG0KE

o Some attachments will open in the browser
window.

o Some attachments will require you to save to
the hard drive first. Right-click on the link and
choose Save. (Mac users click and hold on the
link.)

This attachment rmust be saved to disk, Right-click the link and save from the menu. With a single-button mause,
hald the button down aver the link then save from the menu,

o

Close |

4| |

Add recipient to... To I Ce | Bec I

e Type your subject in the Subject field.
e Type your message.
e  Click the Send button in the message window.

Sending Attachments

e Create mail message as above

o  Select Insert Attachment button on the Toolbar ]
o Browse to and select the file

SAISD Page 2

Formatting Messages
You have several options for customizing individual messages.

e  Font Dialog Button- allows you to choose
font, font color, font size and other formatting
options for your message.

Al

e Font List- Choose a font for your message

Atial =]

e Font Size- Choose a size for your font.

[: =]

e Font Color- Choose a font color for your
message. T

e Bold, Italic, Underline, Left Align, Center Align,
Right Align, Bulleted List, Numbered List

BIU-ES

-— i—
-— i—
-— —

Message Options

e Inside your message, click the

Options button. Options...
e Select the desired options for the

message.

10/25/2002
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Messages can be sent with different levels of importance and
sensitivity. You can also Track a message and tell when others
have received it and when they’ve opened and read it.

ALL OPTIONS MUST BE SET BEFORE THE
INDIVIDUAL MESSAGE IS SENT.

/3 Message Options -- Web Page Dialog x|

T,

—I settings
Iraportance I 'l ¥ Show Cic
= Sensitivity INormal 'l ¥ Show Bee

~Tracking options

™ Tell me when this message has been delrrered
I™ Tell e when this message has been read

Close |

Inbox Items

H Importance — Indicates importance of message (high,
T low)
|_u| Message Type — Indicates mail, meeting request, task,
etc.
? Flagged — Indicates messages flagged to act on at a
W later time
]

Attachment — Indicates if message has an attachment

Click on any of the above symbols, as well as From, Subject,
Received and Size to organize messages by the desired
parameter.

Organize Inbox _
Click the down View |Messages |

arrow next to the Messages

View field to Untread Wessages
reorganize your By Sender

mailbox by the By Subject

desired parameter. By Conversation T opic

Unread By Cotrverzation Topie
aent To

Search the Inbox

Navigate the Inbox

Use the Navigation bar to move to different pages of messages
in the inbox.

Items mt.n:n 59 of 597 M
First Previous  Next Last
Page Page Page Page

SAISD

Page 3

e  (Click the Search button.

e  Enter the search information in the Search Window.

e C(Click Find Now.

e Double-click the desired message in the Search Results

pane.
e  (Click Close to exit.

/A search : Dutlook Web Access - Microsoft Internet Explorer E: _10j x|

Type the words you want to search for, and then click "Find Now."

¥ou are searching this folder: Inhox
I Search Subfolders

Look i the Subject for these word(s):
[11ecting
[ Alsa search message body

From

[mauttia

Sent To

[thotooms _Eind o |

Search Results:

Y2 Holcomb, Tamara : Inhox

] Chabilin, Wiguel Outstanding Projects Thu 9262002 10 5KB
=4 Miguel Guhlin Ceometric Ref & Eval Tool Sun $/15/2002 7:48 P 1019 B
L | Guhlin, Miguel Building Bridges: CIT/CTR. Fri 9/13/2002 12:43 PM 3KB
t = 8 Guhlin, Miguel FUW: Curriculum Management System Mon9/9/2002 132 PM  336KB

Close

Delete Messages
e Select or open the message to delete. *

e (Click the Delete button.

Recover a Message from the Deleted Items Folder
e  Click on the Folders button in the Outlook Bar.
e  (Click on the Deleted Items folder.
e Select the message you want to retrieve.
e Drag the message to the Inbox.

@ Inbox

Empty the Deleted Items folder

It is very important to frequently empty your Deleted Items
folder. Items in the Deleted Items folder are still on the server
and are taking up space. If your mailbox becomes too full, you
will receive a message telling you that you’ve reached the size
limit on your mailbox. When this happens, you will need to
delete old mail items before you will be able to receive any more
mail.

To empty the deleted Items folder, click on the Empty

Deleted Items button. l@

Recover Deleted Items

e Go to the Deleted Items folder in the Folders view.

e Click on the Recover Deleted Items
button.

e In the window that opens, choose the
message to recover and press Recover.

e To permanently delete a message, choose Permanently
Delete.

@ |

45! Recover ¥ Permanently Delete ‘
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e Save Messages to your Computer

e  Double-click the desired message to open it.

e  Click on View as Web Page on the top right of
message. View &2 Wieh Page

o In the browser window that
opens, choose F iledSave As.

e Navigate to the folder you want to save your messages
in, choose a file name and type.

File name: I content and possible scream tomorraw for help!j

Save az type: IWeb Page. complete [* htm;* html] ﬂ
) wieh Page. complete [ htm* html]

Encoding: ‘wieb Archive, single file [ mht]

‘wieh Page, HTML anly [*.htrm= htrnl)
Test File [“kst]

Print Messages
e Double-click on a message to open it.

¢ Inthe message window, click the Print =
button. —

Contaets
Contacts are personal addresses you can modify.

Adding New Contacts
e  Click on the downward-pointing triangle next to New
on the Toolbar
e  Choose Contact
e  Fill in details
e Click Save and Close | |os]

Contact

To Find a Contact
e Select Contact on Toolbar
e In the Contacts window, choose the Search
button.
e  Enter search word or phrase
e Select Find Now
Send a Message to a Contact
e Double-click on the contact to open the Contact
window.
e  Click the Send Mail to Contact button.
e Type message and subject and click Send. —_—

Change Current View
o Select View drop-down
menu on Toolbar
e  Sclect desired view

Detailed A ddress Cards
FPhione List
By Company
By Location
By Followup Flag

Delete Contact
e  Select contact. b
e  Click once on the Delete button.
NOTE: This will IMMEDIATELY delete your contact. You
will not receive a warning dialog box.

SAISD

Page 4

Create a Distribution List
Distribution lists allow you to send a
piece of email to many people at once.

NewF| €4 Reply %541

. fl  Message

e  Click the drop-down menu = =
e Appointment

next to New. Contast

e Choose Distribution List.

e Type a name for your list.

e Type an email address in the Add to Distribution list
or click on Find Names to bring up the Outlook
Address book.

¢ Find the person in the Address book and select them in
the resulting list.

e Click on Add to Distribution List.

e Continue to add people to your list. Click Close to
close the address book.

e Click Save and Close in the Distribution List window
when you are through.

Disttibution List

/2 Untitled -- Distribution List - Microsoft Internet Explorer -0 x|
| Save and Close | ¥ | Help
I
@ Add to Distribution List:
' [ s |
[ Name E-mail address Eemowe

Send a Message to Members of a Distribution List
e  (Click on Contacts
e Double-click on the Distribution list.
e  C(Click the Send Mail to List button. E—
e Type your subject and message and click Send.

Modify a Distribution List

e (Click on Contacts

e  Double-click on the Distribution list.

e Toremove a member, select names in the list, then
click Remove.

e To add a member, Type their email address in the Add
to Distribution list or click on Find Names to bring up
the Outlook Address book.

e Find the person in the Address book and select them in
the resulting list.

e C(Click on Add to Distribution List.

e  Click Close to close the address book.

e (lick Save and Close in the Distribution List window
when you are through.
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Delete a Distribution List

e  Click on Contacts
e  Double-click on the Distribution list. | ¢ ‘
e  Click the Delete button. :

The Calencar

gzsls:etcl)\I szgl,;c?ts(;ciﬁc 1 October 2002 le
date (dates with # M T W T F &
scheduled items are 1 2 3 4 5
bold) 6 7 8 9 10 11 12

:1 'SZIZCt 13 14 16 17 18 19

esired date

e Use left and 20 21 22 23 24 13 26

right arrows to 47 28 29 30 31

go to a different

month

e Today’s date is outlined in Red.

e Selected date is outlined with a broken blue line.

e Return to the current date from any month

on the calendar by clicking on Today. Today

Selecting a View

e ByDay 7]
g@“w Clwe - |3 [0 % & 0 =50 6@ S =iz
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Creating Appointments

An appointment is an activity for a specific duration.
Using Date Navigator, select day for appointment
Double click on desired start time

Enter Subject and Location information

Enter end time to change default

Select other options desired

Select Save and Close

g
9™

A Staff Meeting

Create Recurring Appointments

e Create Appointment as above 7% Mecwrr=nce. .

e Select Recurrence button on Toolbar

e Select Recurrence Pattern (Daily, Weekly, Monthly or
Yearly) of appointment

e Select options for Recurrence Pattern

e Select OK

e Select Save and Close

Appointment Recurrence HE
— Appointment Eime i
3:00 | Egd::;lg:ao At | Dgration::;lao mindtes x| |

—Recurrence pattern

]  Daily Recur every 'Il week(s) on:

(% eekly I Sundary T Monday [T Tuesday W wednesday
" Monthly [ Thursday ™ Friday [ Saturday
| vearly

~Range of recurrence

| Shart: 'IWed 7/19j00 | ¥ Mo end date

= End after: j-llD OCCUFTENCES

" End by -'EIWed 9/20{00 ;I

Cancel | Remaye Reclrrence |

o]
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Planning a Meeting
Meeting Planner shows free/busy time for people and resources
to plan meeting.

e Create an Appointment

e Select Invite Attendees button

‘ @ Itrrite Attendees

on Toolbar
l0lx]
= 8end [ Save B | hPa B, | ! 4 | @ Recunence| O Cancel lavization Hslp

Appainimend | Availabibly
Reguaed i
Dpticnal_|[
Rasourses.. ||

W Raquest Responses
Subgect [

Lecation |

Attachments
PN Btart time: [Tue 1001 572002 B =T Al day evees

2 End time: [Tus 107572002 «[rmF =l
] Showtime as: [Busy -

A P Reninder [15 mizntes

=l

e Click Required to bring up the address book and select
required attendees.

e Click Availability to check attendees Outlook calendars for
conflicts. The grid on right will show free and busy time for
each attendee

e To change day and time, use scroll bars

e Fill in other meeting information as appropriate

e  Click Send

Reschedule a Meeting

e Double click on meeting in Calendar

e Change meeting time and date, save and
close

o Select Send Update button on Toolbar, save and close

{[=l5end Update |

Cancel a Meeting
e Go to the calendar & select meeting

e  Press Delete key
e The Alert dialog box will open.
[ ]

Select “Yes you want to notify attendees”
/3 Alert - Web Page Dialog x|

The attendees have not been notified that this meeting has been canceled. Do you wish to send a
cancellation?

Yes | Mo | Cancel

Reply to Meeting Request
e  Open request from Inbox @
o Select Accept, Tentative, or Decline on Toolbar

" Sccept | 2 Tentatve | 3¢ Declie

SAISD

Page 6

Options

Using the Out of Office Assistant

o Click Options — Out of Office Assistant

o  Check I am currently out of the office

e Type in your auto-reply message

e Click Save and Close at the top of the window.

Out of Office Assistant

Qﬁ & I'm cutrently in the office

0 I'm currenitly out of the office
AutoReply only once to each sender with the following text:

-

I'm at training today and will not be back in the

office until Wednesday, September 15. Sorry for

any inconvenience. _I
-

Turn off Out Of Office Assistant

e Click Options — Out of Office Assistant

o  Check I am currently in the Office

e Click Save and Close at the top of the window.

Email Options
e Click Options

e Choose Display notification if you’d like a small pop-
up window to appear when you have new mail.

e Choose Play a sound you’d like a chime to sound when
you have new mail.

e YOU MUST BE LOGGED ON TO OUTLOOK
FOR THESE NOTIFICATIONS TO APPEAR.

@ v Display a notification message when new mail artives.

¥ Play a sound when new mail atrives.

Reminder Options

e Click Options

e C(Click Enable Reminders for Calendar Items to be
reminded of appointments with a pop-up window.

e C(Click Play a Sound when a reminder comes due to
hear a chime when an appointment is due.

e Set the default reminder time using the drop-down
menu.

e YOU MUST BE LOGGED ON TO OUTLOOK
FOR THESE NOTIFICATIONS TO APPEAR.

| Reminder Options

_Kj_ T o wiew reminders, you must be using Microsoft Internet Explorer 5 or later
ST [V Enahle reminders for Calendar items
V¥ Play a sound when a reminder comes due

I 15 mimmates 'I

Drefault reminder:

10/25/2002
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Change Password

e Click Options | Password
* Lk Change ‘ﬁ& _Change Password |
assword.
e In the window that
appears, type :

o Domain: saisd

Account: User Name

Old password: current password

New Password: desired password

Confirm New Password: desired password.

o O O O

/3 115 - Authentication Manager - Mice

Internet Service
Manager

for Internet Information Sexver 5.0

Dromain I—
Acceount l—
Old password l—
Mew password l—

Confirm new password
Ok | Cancel | Reset |
[
e Click OK
Off Ouflealk
Log Off
To safely leave Outlook so that no one else can access your
account:

e Click Log Off on the Outlook Bar Shortcuts.
e  Click the Close button.
e  C(Close all Browser windows.

%5 Outlook

Web Access

To complete the log off process and prevent other users from opening your mailbox,
you must close all browser windows and exit the browser application,

Close

SAISD Page 7 10/25/2002
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. lest for Knowledge

Create the following in MS Web Outlook

Developing a contact list................

Developing a distribution list..........

Keeping a current calendar ...........

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli

Use information gathered at meetings, in-
services, phone calls, etc. and develop a
contact list of fellow teachers, staff
members and administrators. Make a
habit of emailing minutes from the
meetings to all interested parties.

Assemble a list based upon the common
interest or occupations of people on your
contact list. Make a habit of emailing
updates, handouts, or newsletters to all
interested parties.

Make a habit of blocking the time for all

meetings, in-services, etc. on your Web
Outlook calendar. Refer others to the use
of sending appointments via their Outlook
accounts in order to arrange meeting
times and locations.
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Mini MS Web Outlook Quiz

1. Name three ways that you can increase the productivity in your
classroom by using the Web Outlook program

2. Name three ways that you can increase the productivity in your
school by using the MS Web Outlook program.

3. What is the difference between a contact and a distribution list?

4. What are the steps to creating an appointment in MS Web Outlook?

5. What are the step to creating a message for multiple users?

6. Why is it important to log off of your MS Web Outlook account?

7. Why is it important not to save your password to the password list on
your computer?

© SAISD/Office of Instructional Technology Services Page—79
http://itls.saisd.net/tli



’ Evaluation Form

Geometric Reflection and Evaluation

Something | learned
that SQUARED with
my beliefs.

A gquestion going
AROUND in my mind...

STOP!
How do | plan to
implement what | have
learned?

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli
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3 Important POINTS
to Remember

Please respond to the questions by selecting 1-5, 5 being the highest and 1 being the lowest, below:

The Session Facilitator:

1.Held my interest with relevant examples.

2.Facilitated activities effectively that reflected a clear grasp of the topic.

3.Responded effectively to questions.

4.Delivered content in an appropriate, well-paced manner.

5.Provided opportunities for active participation.

6.Provided quality handouts that enhanced my learning experience.

1

2

7.1If this activity was TEKS-related, at what LOTI level were most of the activities?

1

2

8.Anything else you would like to share about the workshop today that may not have been addressed

previously?

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli

Page—S81



’ Software Integration—Content Area

Web Outlook Integration

The Microsoft Web Outlook program with a myriad of practical purposes for the classroom teacher.
The integration of information sent through email by colleges, the attachment and then transfer of
files, images, and sounds, and several other uses makes integrative practically limitless. Below are

just a few suggestions for content area integration:

Elementary

Developing contact list of other colleges that
share the same certification or interest

Language Arts

Reading

Math

Social Studies

Science

Elective classes

Secondary

Developing contact list of other colleges that
share the same certification or interest

Language Arts

Science

Texas History/US History/ World History

Literature

Elective classes

© SAISD/Office of Instructional Technology Services

http://itls.saisd.net/tli
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‘ Software Integration—TA: TEKS

Technology Applications: Texas Essential Knowledge and Skills

§126.12 Technology Applications (Computer Literacy), Grades 6-8

TEKS (1) Foundations. The student demonstrates knowledge and appropriate use of
hardware components, software programs, and their
connections. The student is expected to:

(H) use terminology related to the Internet appropriately
including,but not limited to, electronic mail (e-
mail), Uniform Resource Locators (URLs),
electronic bookmarks, local area networks (LANSs),
wide area networks (WANs), World Wide Web
(WWW) page, and HyperText Markup Language
(HTML);

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli

Page—383



'Leve]s qf lechnology Integration (LOTI)

Level

Category

Description

0

Nonuse

A perceived lack of access to technology-based tools or a lack of time to pursue
electronic technology implementation. Existing technology is predominately text-
based (e.g., ditto sheets, chalkboard, overhead projector).

Awareness

The use of computers is generally one step removed from the classroom teacher
(e.g., it occurs in integrated learning system labs (i.e. Jostens, CCC, IDEAL, Plato),
special computer-based pull-out programs, computer literacy classes, and central
word processing labs). Computer based applications have little or no relevance to
the individual teacher's instructional program.

Exploration

Technology-based tools serve as a supplement (e.g., tutorials, educational games,
simulations) to the existing instructional program. The electronic technology is em-
ployed either for extension activities or for enrichment exercises to the instructional
program.

Infusion

Technology-based tools including databases, spreadsheets, graphing packages,
probes, calculators, multimedia applications, desktop publishing, and telecommuni-
cations augment selected instructional events (e.g., science kit experiments using
spreadsheets or graphs to analyze results, telecommunications activities involving
data sharing among schools).

4a

Integration
(mechanical)

Technology-based tools are mechanically integrated, providing a rich context for
students' understanding of the pertinent concepts, themes, and processes. Heavy
reliance is placed on prepackaged materials and sequential charts that aid the
teacher in the daily operation of the instructional curriculum. Technology (e.g.,
multimedia, telecommunications, databases, spreadsheets, word processing) is per-
ceived as a tool to identify and solve authentic problems relating to an overall theme
or concept.

4b

Integration
(routine)

Teachers can readily create integrated units with little intervention from outside
resources. Technology-based tools are easily and routinely integrated, providing a
rich context for students' understanding of the pertinent concepts, themes, and proc-
esses. Technology (e.g., multimedia, telecommunications, databases, spreadsheets,
word processing) is perceived as a tool to identify and solve authentic problems
relating to an overall theme/concept.

Expansion

Technology access is extended beyond the classroom. Classroom teachers actively
elicit technology applications and networking from business enterprises, govern-
mental agencies (e.g., contacting NASA to establish a link to an orbiting space shut-
tle through the Internet), research institutions, and universities to expand student
experiences directed at problem solving, issues resolution, and student activism
surrounding a major theme or concept.

Refinement

Technology is perceived as a process, product (e.g. invention, patent, new software
designed), and tool for students to use in solving authentic problems related to an
identified real-world problem or issue. In this context, technology provides a seam-
less medium for information queries, problem-solving, and product development.
Students have read access to and a complete understanding of a vast array of tech-
nology-based tools to accomplish any particular task.

© SAISD/Office of Instructional Technology Services
http://itls.saisd.net/tli
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’Resources, Links & Citations

MS Outlook and Web Outlook Resources on the Web

http://www.microsoft.com/office/outlook/default.asp - Microsoft’s Home page for Outlook

http://www.lancs.ac.uk/iss/email/web-email.html

http://www.slipstick.com/outlook/ - Hot issues, tips and other solutions for Microsoft Outlook 97,
Outlook 98, Outlook 2000, and Outlook 2002

http://www.slipstick.com/outlook/antivirus.htm - How viruses affect Microsoft Outlook and
how to prevent becoming infected with them.

http://support.microsoft.com/ - Microsoft Help and Support.

Print Resources
There are a number of valuable books written on the topic of MS Outlook. Check out new and used
bookstores. An example would be “Microsoft Outlook Version 2002 Step by Step with CD-ROM”
by Microsoft Press. This book has many screen shots and is easily understandable.

Listservs and Newsgroups

If you have access to Usenet Newsgroups, you might try:

Group Group
microsoft.public.outlook.addin_utility microsoft.public.outlook.mac
microsoft.public.outlook.calendaring microsoft.public.outlook.migration
microsoft.public.outlook.configuration microsoft.public.outlook.printing
microsoft.public.outlook.contacts microsoft.public.outlook.program_addins
microsoft.public.outlook.environment microsoft.public.outlook.program_forms
microsoft.public.outlook.fax microsoft.public.outlook.program_vba
microsoft.public.outlook.general microsoft.public.outlook.teamfolders
microsoft.public.outlook.installation microsoft.public.outlook.thirdpartyutil
microsoft.public.outlook.interop microsoft.public.outlook.usage

LOTI Resources

http://www.learning-quest.com/LoTI , presented by the National Business Alliance

© SAISD/Office of Instructional Technology Services Page—85
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