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1.

Click on the Polson E-mail icon on your Launcher. If you are unable to locate
the icon on your Launcher open your hard drive and locate the Microsoft
Outlook folder, open it, and double-click the Microsoft Outlook program icon.

E-mail Login

Folzon E-mail

2. If your User Name is not listed in the login
window key in your first initial followed by your
last name as one word. If your last name is

Enter Password longer than nine characters key in the first nine
letters following your first initial. The Domain
Name will be pps for all users. Key in your
User Hame: [CElNiott | PaSSV\]/corc: and click OKH This login vvlill be the
: same for logging in to the Internet, file servers,
Darmain Mame: |I3'I3'3 | and e-mail.gg 9
Passvword: [snssses |
You will only be able to login from a computer
["Cancel | [Change Password___| containing your user profile, generally your
; classroom computer. If you work from more than
_ one workstation as a result of multiple work
assignments submit a work request to Carl
Elliott for your user profile to be assigned to an
additional computer.
0 =—————— Inbox - Microsoft Dutlhook=——————— 015
Bl (&l [EE]x] o] @l
H”“I 81@1 Fram l Sub ject J Received
B (0] Carl Elliott meeting reminder-Oct, 25th 10#25#@
B IEI arniddlet@egghead.comn Greetings from Egghead.com!! 1041949
B4 ] Linda whedbee Re :presentation how to build tale 1041849
EA 0] carl ENiott Fw': V2K Summary 1041843
Calendar | IEI Car| Elliott F% : Delivered: Grant reading 1041849
_ B 0] carl Eliott F : data from the Carousel Monday 1041849
\g | SIEGLE, RAMD A e-mail project 1042649
B Tirnothy Savarese 1042649
Outboee B Web Suppart Rezponse to ywour Epson Web Support inquiry - 1042549
| Larry K jorvestad RE: printer =haring 10425749
@. B fue MeCormick RE : meeting reminder-Oct, Z5th 1042543
B Kelly Geiger Re: quate 1042549
Sent [tems | Susan MocCormick input/feedback on proposed professional develop... 1052549
| o Jakupeak THE CIRECTORY 1042549
-" B Susan MeCormick Palson School District website 1042579 4 |
MI | Lori MaCurdy RE: wed. meeting 10725/ o |
Deleted Items K

The Inbox window above will appear upon a successful login. Messages in bold type are new
messages that haven't been read. Messages with a paper clip next to them have a document
attached that you can save to your computer. A message with a clock symbol indicates a request
for your presence at a meeting. Log off the e-mail system by going to Quit under the File menu.
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1.

Working with Received Messages

View Message-Double-click a message from the Inbox window to view it.

Profile Cheat Sheet - Microsoft Outlook o"i0F=——0 H

@!Ei_! e]ve] [o]w )] [a%] K2

Frorn : DD].]-“ CI'US]J r;

Sent: “wednesday , Movernber 10, 1299 10:12 Ak
Ta: Car | Elliott

Subject: Profile Cheat Sheet

Hi again, Eed
here is a cheat sheetthat | just put together for the folks using the imac and email. You find
it useful in other areas. You may have to modify it to suit.

Are yau putting gther for using Outiook?

<= Attached document

email infg

Thanks Doug

i

Reply to Sender-Click on the @ icon to reply to the sender of the message. Key in the reply
message in the new message window. The To... box will be prefilled for you. Click the
M| icon to send the message.

Reply to All Recipients-Click on the@. icon to reply to all recipients of the message. Key in
the reply message in the new message window. The To... box will be prefilled for you. Click the
| icon to send the message.

Forward Message-Click on the icon to forward the message to another person. Key in any
further information you wish to include with the forwarded message in the new window. You will
need to fill in the To... box. Click the 5.4 | icon to send the message.

Print Message-Click on the icon to print the message.



6. View/Save Attachment-To view or save an attached file double-click the file icon in the
message body. An attachment options window will appear. At the top of the options window it will

tell you the type of document. You may choose to open the document or save it to disk to view it
later.

- Microsoft Outlook ——msms—mm———

Opening:
email info {Clarisworks drawing) from "Profile Cheat
Sheet - Microsoft Outlook™

Some files can contain viruses or otherwise be harmful fo
vour computer, |1 iz important to be certain that this file is
from a trustworthy source,

What would vou like to dowith this file?

3 Open it
& Save it to disk

&ilways ask before apening this type of file

| Cancel I

7. Delete Message-Delete the message by clicking the IE icon. It is important that you delete

messages in a timely manner to preserve the e-mail server disk space resources. This includes
deleting messages in the Sent Items folder.



Creating New Messages

1. New Message-Create a new message by clicking the icon from the tool bar at the top of the
Inbox window. A blank message window will appear.

O Wew biessape - Acraanft Gutisek BB
I yajls jej|si-jufspliobeje (= o]
I Te. I :
| | Sl
Eak et |
F-
Add Address to Message-Click on the(_To-—J icon to access an address book. You may

also key in an Internet address or the name of an individual if that person is in your address book.
The following window will appear after clicking the To... button. Select the name and click the To->
button to insert the name. Click OK when all recipients are selected. The To... box on the message

will be filled with the e-mail addresses, or names.

Address Book

Shuiis b e 1 o L b

Persans! sodress Bpalk

Tt Wi B Sabect From Lian

ﬂl.._-lllrll-':
Beceer, Paul

i~ Hecter—bome, Bail "0
Beed, Caoniag
Birtolica, Jamak
Bizbop=hams, Hetl
Baysun, Jey
Brewer, Sally
Flurk, Ell
Ceth Eslick
Cinnbera- home, Penay

Measage recipienls.

|-||i|-

-
-

11| [4T#

[ Mew_.

| [ Properties |

[ ring.. | | Sesd options... |

[ camezt | | Hetp |

message’s contents.

You will have two address books; a
Global Address Book, and a Personal
Address Book. You access them from the
pop-up menu in the upper right of this
window by clicking and dragging to the
desired address book. This window is
currently set to the Personal Address
Book. The Global Address Book contains
all of the Polson E-mail system users, and
the Personal Address Book contains e-
mail addresses outside the Polson
system that you have defined.

For directions on adding e-mail addresses
outside the Polson system see the
section on Adding Internet E-mail
Addresses to Personal Address Book on
page 6.

Subject-It is considered proper e-mail etiquette to fill in the subject box to alert the recipient to the
Message Body-Key the message into the large message body text box.

Send Message-Click the M| icon to the send the message. A copy of the message will be

placed in your Sent Items Folder if the message should need to be viewed again. Be sure to
delete messages from this folder in a timely manner to conserve the e-mail server disk space

resources.



Adding Internet Addresses to Your
Personal Address Book

Ed:
1. Open Address Book-Click the icon on the tool bar at the top of the Inbox window. The

following address book window will appear.

Address Book El

I
e e <] [Fa 5l kel

T hla e o Salec] from Liat: Sherw! Hane® Tram 1ha-

2. New Entry-Click the@ icon at the

I | [ Gilubesl Adr aces LK

top of the Address Book window. A

AlvinHolrae
Armanda Thompson
amber Al ber
Anne W right
E=rb Grinde

Earb Haakt
Barhier s Ferril
Ezily Rigte

E=tiy Thamas
Eesserly Hullew
Esturly Hughas
Eecenrly Sichallock

fif] &

New Entry window will appear.

After an entry is placed in the
Personal Address Book it may be
edited by double-clicking the name
from the list to view and change the
entry information.

m’gﬁw [4]®

3. Entry Options-The New Entry options settings
need to be set to Internet Address and the entry
should be set to go to the Personal Address Book
from the pop-up menu toward the bottom of the
window.

T <
‘whﬂnml fediress Baok T l
L I T o !

Mew Entry

Sedact the entrey bepe:

cr:MHal | pddress

Fic ot Fail sddirsss

Marhljadtrae
HL T e e e el e
A.400 AHddrens

Oiher wddracs

Feranral Disdribubion Lisd

i

Hew Imternet Address Propertics

lpledr redrve: ||:'I?'E. Jane |

E-mall addvess: ) age @i e netmail sam |

1 Alwerss a=nd todhis reciplent (nieraasrt Exchange Fleh et fae et

[ Send Options... |

/7 Bitkl re N Prhore Mumbers Y Motee N Gartificedns N SETR - Ganaral

4. Address Information-Key in the
information for the new entry. The
display name is the name shown
in the address book list. Key in the
E-mail address. Be sure to double
check the address for accuracy.
Click OK. Close the address book
window.

peip | [ cameet | [ ampey ||| (T3 !|
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Adding a Distribution List to Your
Personal Address Book

Ed:
1. Open Address Book-Click the

following address book window will appear.

Licon on the tool bar at the top of the Inbox window. The

| Address Book EE
e e > [Fal [l vl
Tipe Harw or Suleel from Liat: Shorw Hame Tram thi: 2. New Entry-Click the @ icon at the
[ | ([ Globeal Wiras Lat £ top of the Address Book window. A
— B New Entry window will appear.
simanga T homason o L .
Ak iy After a distribution list is placed in the
Bert brinde Personal Address Book it may be
Berd saitt edited by double-clicking the
kol distribution list name from the
Eefhy Thamas address book list to view and edit
Saihihis =oo MUDR 1St :
EW”: H'u:]rf? il the distribution list information.
h-'--'!u-r_lz.I Schallock =
mpnpuu:u B

Entry Options-You will need to select Personal
Distribution List and the entry should be set to go
to the Personal Address Book from the pop-up
menu toward the bottom of the window.

Mew Eniry

Techivdlegy Commsine e Progerties

QL= rzoral Disribution Liz

Pk
< It | Peraoml ddiress Back E

Sedack thi enkry bpe:

crlal | sdress

Mic recart Hail sddress

Mecral Aoeaes

i

w

Dt bk Liak Y ok

LN |Tu:lrl|lyi.'lrlml1-et

Carl Ellioid

Cedh Esllik

Cree- barm, Carib
OenirBrien

Opig Croaby

b inCax
Larry K preerisd
Firlt Riskon
Aabert Pardersin

R

| A P Members . |

| Tand Dgdiam... 1

Cancel

ST

Distribution List Options-Name the
distribution list and click the Add/Remove
Members... button.



Add Members to Distribution List-
Browse through your address books to find
the indivuals to include in your distribution list.
Select their name and click the Members->
button to add them to the list. Click OK to
return to the distribution list window. Click OK
to return to the Address Book window. You
will find your new distribution list included in the
address book.

| Edit heribers o1 Tedanelogy Camsniies

et e o Hee | Parmcnsl Addreaa Book |

Tpe Hame ar Zalect from List

Pl CAedr b i o L

0 Adminibr sy CaclE gt -
mmf. Pail M s [piwly i

Bekmr-harma, il w

B, DanN ELar O Bt

Beriales, Jarel Eam Cronby

Bk pr- P, Pt [ayth (e

Bosyaan, Jwy L B mepind :

Brewer, Gally Hatt udaa

Bark, Bill M&&-

Culf 4l ik k- M:I:IE ;

Charrbars- lara, Fanry - - -
Kl s D Tifni P i ]
[Wew. | [ Prepartic |

| ok | | camer | | Ewip |

Using the Distribution List-Send a message to all members of a distribution list by placing the
distribution list name in the To... box of a new message window.

] raw WSS age - MO0t DUtonk HE]|
E [ e 3 Y 3 N 2 S O =

[ To—||Techmeisss committes. =
(T | JE
Gt |




Using Outlook Calendar

1. View Calendar Contents-Click on the icon from the left side of the Outlook window. The
calendar window will appear. Click the Daily, Weekly, or Monthly tab for the desired calendar view.

[0 =——————carl Elliott - Microsoft Outlook Calendar =———EH
oty | 5] 1] & |Bl@] -] %] o] A8 % 2
4] Cichober 1994 ]
%] Mon 11 %] Tue 12 %] Wed 13 ‘%] Thu 14 %] Fri15

Finish up on Firish up Corvert 4+ ¥ 4+ ¥
Sandy's hdary's C Ui Ul um TALES site TALES site

8 15 computer computer standards coordinak or coordinak or
Wtk meetingin meetingin
bizsoula Mizsoula

Troubleshoot || [Wather

and rrvatetials for
camfigure QO5C

proxies and meeting
personal

email delivery | QT TETeshoor

Tami's

[u:nnta-:ts [Tn Do [Planner [Mnnthlv | Weekly [Dajl':.f

PR 30
45
00 —
"
15 —
1 e e s il =
1:20 PM Tuesday, October 26, 1999 11:30 &k - 11 :45 AR 7

2. Create Calendar Appointment-Click and drag on the calendar the time frame for the appointment.
When the appropriate time frame is highlighted key in the appointment information.

T12/995:00 PH

1 1 R
P9 6:00 PM ki
This iz asample calendar entry

~

3. Set Appointment Alert-Click the ﬂ icon to set the alert. The default alert timing is 15 minutes
prior to an appointment.



Appoiwtment Series

Set Recurring Appointments-Click thelﬁl
icon to place recurring appointments on the
calendar. Make the appropriate settings. Be
sure to include an ending date by clicking on the
Until check box and setting the date. Click OK
when the desired settings are completed. If the
settings need to be changed at a later date
double-click the appointment on the calendar
and click the Edit Series... button to make the
appropriate changes.

caned | WS | tendaes | Hokaz |

Whet:  [ONPH-FET PR MeeliigTael

Th aseum ekl

(" Daly By [T 2] wieekision

i WeEEH

IHM::r:r [ WMo [ Tue [ Wed

£ e Ct Frm T= [ 5n
Duxalan

B ective |F|'l 114124498 '| rLH:I

Hhen

Sal [a:o0FM 2] End [4:30F 2 [T alday

[ T-07 100 Haundein Time (WS Coras)

Hexd gacuterce [Fr Mo 12, 1958

Move Appointment to Another Time Frame-
Click on the appointment you wish to move. Place
the arrow over the blue vertical line on the left of the
appointment until the arrow changes to a four-direction
symbol. When the four-direction symbol is visible
drag the appointment to the new time frame.

[oE ] corew -=ts | Help |
|

SIN099 12:30 Phd

110088 157 B ork on Crutlo ok rnaniual

Appnintesent
@mﬁlﬁim |
Make a Meeting Request-You may request other x |: z:—!“: :::::::__l s
Polson E-mail Users to attend a meeting and have it s
placed on their calendar. Create an appointment for Tedrgied
the desired time on your calendar. Double-click the r
appointment to view the appointment options. Click
the Attendees tab. When the window below L
appears click the Invite Others... button. Choose the a3k P
attendees from the Global Address Book. When AR e L
you have completed your selections click OK. A
meeting request message window will appear. Key _
in your meeting information and click the send button. i), it |, T 2] TN
Appointsent Fdeeding Aliendens
Gimand 1AlImiess ]rnrglﬁl.im | S Pma (o e | bl daddran Lk 3|
S SR R Ty pe Rerwt o S ke frar List
Faqani: Opll ol C
' ' E.“‘ﬁ"z”u E e B
Taim: ek -
Elmwrara Stamhy 5
Erieass =
e ) it
Frav b | [Emee ] .
L] =
[ | [Freperioes | T |

| CH | Cawel | Deele Hep | El e |

(_ox__J [ tumet | | metp |
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Receiving a Meeting Request-You may receive a request from other Polson E-mail Users to
attend a meeting. You will have the opportunity to accept the meeting or decline it. If you accept the
meeting the appointment will be placed on your calendar and a return message will be sent to the
individual requesting the meeting. If you decline the meeting the appointment with not be placed on
your calendar and a message will be sent to the requesting individual stating you declined the

meeting. You will have an opportunity to include a personal message when you accept or decline a
meeting request.

ke eting Reguest f2if=|

[awadve ]'If"'.i.llr. £ |

Car] Elliett

Coa-hotne, Genh’, Ceth EskeE, Can CrBdan; Do Cr oDt Geh ok Lty K] oryeaad; Wedl Bshop;
Robed Gurdaman; Sheue wark: Sue ke C oomick; Tarm | bome
GE [ Haunen

HH = Tuesdplr OazanberT, 1999, 1095 PRi-5:45 PH
Whes, PSS Lbrre

Subject:  Termmabsgy Commith 2 e bieeting

Thiz is & mminder of owr nert i=chnology commitie= mesdng. Fesse oead any esisons o e
areplabe use pdicy comwments oms Dy kov. 24th. | you have rot o =g a
mEssEgE BHing ma inow yau ave gane hougn iLso | dond hound you e, Thanks!
T=O. pEn sJbmmmibEs-

Pieasa send mysions 0 ha Eoh plan mme Gy kow, 196, H vou do'thave anyhing o add send
iFE & Fess ane incicsling &0

Wim shoud be able l'ﬂ.pﬂ'l-:-t:ﬂ'lrrl:l'l and &UPupa o Oec 7t meatng and kave fam
you

ey fof e sohoal boad mesing, e v Tirg Pt neecs © ke ad o by ke
oormmitiae: 3k e g,

Cal

8.

Delete an Appointment-Click on the appointment on the calendar and click the Pl icon.
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Using the Web Clie

nt for Remote Access

Accessing E-mail from Outside the District-You may access your Polson e-mail account and
calender from a computer outside the district network, possibly from home or a networked

computer from another site, by using the Intern

et browser. You must have a dial-up account from an

Internet Service Provider, i.e. Digisys, CompuPlus, CyberPort, etc., to use this feature from home.
Set your browser to exchange.polson.k12.mt.us .

E-mail Login Through Web Client-In the
Log On box key in your User Name (first
initial and last name). Click the “click here”
hypertext link. Key in your User Name and
Password in the login window shown below.
Click OK.

Enter Yo Hame Aad Fassword

Eated o Siriaiive B & Wilalie oo b 02w s
o BT PP B L

-.-i-:ln.-l-ld-ﬂ

ST )

Pu.lv-inl:l-i-mnd

O Netscape: Microsoft Outlook Web Access - Logon 8
< 5 A D} 2 @ oa S £ @
Back Forward  Reload Hormne Search Metscape Images Print Security Stop

| @507 what's Related

\I’ﬂ Mational Educat

Location: \& |http 1/ fexchange polson ki2.mt.us fexchange / logon.asp

\I’ﬂ Search Engines

".& Game Zone

x'l& HotBot Search

Version 5.5 8F2

DMierosoft [R] Outlook [TR) Web Aeeess ic a Mlierosaft
Exchange detive Server Application that gives you private
aetess to ywour Bierozoft Qutlook or Mierosoft Exchange
personal e-mail aceount so that you can wew wour Inhox from
any Web Browser. It also allows wow to wiew Exchange server
public folders and the Address Book from the World Wide Web.
ANYODE fan post Messages sMOLYMOuslY ko public folders or
search for vsers in the Address Book. For more information
abouk this Outlook produet, click hers.

e s
e e

Log On [cellictt

Exchange Tsers Only:
Type your alias and then qlisk

hers bo commect to wour perronsl
e-mail account.

Click here to:

Public Access

browse Public Folders, find
names in the Address Book, and
post Mmessages anonymously.

4 =
@:.mnq JavaSeript :sendFormifalze)

S

B [P wicrzses DubookWes Accar TH|
& + 3 4 =~ @ 6 = & @M
Frt ¢ Feerd Hoer Beech  Hmoer Fril  Basily e
i ¢_|u|p AR e | W] {1 W T |E.i"-'h|l!hl|h:| . . .
T B ety A bk Swech B Gearehrgase b e pare o i st o - iz B 3. Web C“e_nt WlndOW'_The web client
: 52l _ : = window will appear giving you access
| o T L i to your e-mail and calendar from a
lakiz remote location. Click on the name of
- the individual sending the message to
_ﬁ ,:,': ' E H s e view the message contents. Click on
- O & elisen B . the Calendar icon to view your
: e et N o calendar
Cogemr = o= R T S PRI AR SO S .
O B e e YA T TR
\"J O 3 beidoe KE: a0 it
O 2 Rk BE: Ak P . _
it B waressed || 4. Web Client Log Off-Click on the Log
& S : ecnae mvt e Off icon to disconnect from the web
B O & o Bl Sy Frmn md s sk client server.
0 = CEEREEA il Tkl
". O 5 o Do Condiv Trotila Chuiat Flasit
i O = o B S
[} B cehlisk B : diesdetar T i
l“: (] & Gkl B Torkmodoan o
Ler 0 =& e B s
0 = @ kb e Emndd
O & ok Al prerpHe e ol
[ C
[ ™ s L T e 3 [
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