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About SafeMail

harpSchool’s SafeMail provides users with the ability to access, send, receive and
manage their email from any computer with an internet connection. Since
SafeMail can be accessed both at home and at school, teachers and students can

easily keep in contact with each other. SharpSchool’s SafeMai/ solution also gives users

the ability to create and organize contact lists, store events on a personal calendar, and
write virtual notes. The SafeMai/ solution is cross browser compliant. Each user is assigned
150 MB of storage space. If you require additional storage, please contact your SharpSchool

Account Manager for more details.
About this Guide

This user guide offers users an introduction into the operation of SharpSchool’s SafeMail

system.
Who Should Use this Guide

The contents of this guide are written to be readable by users of all technical backgrounds.

This guide will be used by teachers and other staff at educational institutions.

If you have been given a training site, it is a good idea to practice the steps covered in this
guide before working on your real site. This eliminates the risk of accidentally deleting

important content or ruining anything on your real site.
Accessing your Website

In order to use SafeMail, you must first log into your website. The login page to your school
or district site will contain fields for the username and password. The location of the login
button will vary according to your website’s design; however, login buttons are typically

available on the upper right corner of your website.
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I. Accessing SafeMail

Once you log on to your website, you can reach SafeMail by clicking on a link. The exact
name and location of the link may vary from site to site but it will be listed with other
published links (such as My Classes and Photo Gallery). These links are generally located
across the top or the bottom of the page near (or in) the header or footer. If you do not see
SafeMail, look for similar terms such as “Mail” or “Webmail.” You can also reach the
webmail by adding /webmail/ at the end of your site’s URL. i.e.
http://www.yoursite.org/webmail

My Classes Photo Gallery Workspace

STANDARD GOMMUNITY SGHOOLS

— Building a Bright Future for Qur Children!

Home About Us News Calendar For Students For Parents

i Standard - SafeMail - karina.west@concord.sharpsch...

fj Compose @ Rephy @Repw All [:w',p! Forward @ Delete ff'}i Print B Mext <@ Previous -@Muve To é;? Check Mail QSearch Mail ii — .

Mailbox Info 15 sort By - Mo message is selected.
karina.west@concord.sharpschoal.c n cordo
] st 1.4 MB (1.0%) f:l;;:ﬁme“t o M8 13/07/2% |
Mail
- Ed Johnson

Wl 1KB 13/07/2 '
i Drafts [0] D pirza Party! et ¥
# Inbox [3/3] 7] (= Ed Johnson 1KB 13f07/2n |

‘{J-L_-‘n Sent Ttems [2/2] English Assignment 4

qﬂ Junk E-mail [0]
@ Deleted Items [0]

Contacts

: ‘\ Note: If, instead of an inbox, you see, “We are sorry, there is no mailbox associated with
.\ your user account. Please contact the administrator” then you do not have an email address
/ set up for your account. If you should have an email account, contact your site administrator
about having one created for you.
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Il. Reading Email in SafeMail

In most cases, clicking the SafeMail link will take you directly to your inbox. This webmail
interface works much like any other mail client, be it on the web, or installed on your

computer.

Note: If you are listed as an instructor in an online classroom, and your school has enabled
the monitoring feature, you will be given the choice to go to your account or the account of
one of your students. For more information on viewing student accounts, consult [Zewing

Student Email Accounts later in this manual.

To view a specific email, simply click on the email. The message will populate in the preview
window. To switch from preview to viewing the full message, double-click on the email

instead.

You can also configure how the preview window will display. By default the preview window
will be to the right of your list of emails, however you can use the three preview buttons in
the top-right of the webmail window to switch between preview right (preview window to
the right of emails), preview bottom (preview window underneath emails), and preview off

(no preview window).

% Standard - SafeMail ~ karina.west@concord.sharpsch...

i'* 1 Compose _“_J Rephy .“jn Reply All [~ Forward @ Delete 5 Print & Next 4 Previous {jr.h:lve To §,§? Check Mail ;_'IJSEErch Wail “ H]

Mailbox Info 1 | 8% sert By - Mo message is selected.
karina.west@concord.sharpschool.c . E—
[ ussed naMe(L0%) B " iMB 13/07/20%, |

' Assignment 2

Mail
D‘-*-Edj"h“ﬁ““ iKB 13j07/20 |

i Drafts [0] = Pizza Partyl
% Inbox [3/3] -+ Ed Johnson -
i} Sent Items [2/2] 0t 'English Assignment41KB 13fo7/2t |

16 Junk E-mail [0]
‘@] Deleted Ttems [0]

Contacts
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1) Sorting Mail
Mail can be sorted by date, to, from, subject and size. To sort mail, hover over the icon and

a dropdown menu will provide you with a list of sorting methods.

i Standard - SafeMail -~ james.gordon@concord.sharpsc...
_"}'.Cumpuse _“1] Rephy _“;]'-F‘.&plyAII (= Forward @D&Iete ‘2 Print B Next 4 Previous .1jr.1uv&Tc| £§Check Mail '_J'JSearch Mail ii —
Mailboz Info ] % sortmy < Full message view
james.gordon@concord.sharpschoo Date Late Assignment
1 used: 14 ME [10%) ] 1KB 13/07/2 | "Ed Johnson"
From From: .
Wail - <ed.johnson@concord.sharpschoal.comr
0 KB 13/07, i . 0114 -

i Drafts [0] (¢ - 13/07/2002 I Sent: Mon, 13 Jul 2009 17:01:14 -0400

Inbox [ - i "james.gordon@concord.sharpschool.cc
& mbox [1/4 O size ntg B o008 To: <james.gordon@concord.sharpschool.c
i} Sent Items [2/2]
el | ,Ed Johnson I
'_Jﬂ Lrse s ) ] 'Late Assignment 8 072009 " Hello, James.
@/ Deleted Items [0]
Contacts 1 don't seem to hiave received assignment 2
SORTING METHODS
Date Sorts emails numerically by date received.
From Sorts emails alphabetically by sender.
To Sorts email alphabetically by addressee.
Subject Sorts email alphabetically by subject line.
Size Sorts email numerically by size.

Tip: To toggle between ascending order and descending order, click the item in the
dropdown menu again.
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2) Searching for Email
SafeMail allows you to search through your emails by name of the sender, text in the subject
or text in the body of the email. To begin searching, click on Search Mail. This will open a

search box.

% Standard -~ SafeMail - james.gordon@concord.sharpsc...

[‘},1 Compose f‘_,’l Reply _‘.ﬁﬂeph;ﬁxll [=! Forward @ Delete L:a Print & Mext 4 Previous {jrﬂuveTu g(lheck WaiD Search Mail I — .

rch From - Search
— 1§
Mailbox Info 1 | %5 sort By = Mo message is selected.
james.gordon@concord.sharpschoo -
onnson
[ Jussrame(ion O &pizza Party! L EmEE
Wail
Ed Johnson
1KB
(@ Drafts [0] (& '1English Assignment 4 /G200 [
& box 273 D¢ ']E:tiobg:iglqment B 13/07/2009 [
A
i} sent Items [2/2]

(£ Junk E-mail [0] & Karina West KB Yesterday |

~ Computer Science ...
@i Deleted Items [2] .
E& Karina West

1KB
Assignment 3 13/07/21 [

Contacts

To perform a search, select a search type from the dropdown menu. You can choose From,
Subject, or Body. From will search the text of both the email address and the name fields.
Subject will search the text of the subject field and Body will search the text of the body of
the email. Once you have made your selection, type in your search term in the Search box

and then press the Search button.

i Standard - SafeMail - james.gordon@concord.sharpsc...

4 compose f‘_‘iﬂeply _‘.Eﬂﬂeptyﬁxll [ Forward @Delete r'za Print W Next & Previous {jrduveTu QCheck Mail |[&] Search Mail ii = .

Search Ed From - Search
Mailbox Info ect = | 8% sort By = Mo message is selected.
james.gordon@concord.sh I
onnson
[ Tused: 14 MB(L0%) ] e Assignment Ke  wjor0s
Mail
Ed Johnson
{ Drafts [a] i ']English Assignment 4 IKB  13/07/2003 E
% Inbox [2/5] B - Ed Johnson e 1yo7a0s |

i el
‘lq; Sent Ttems [2/2] Pizza Party!

c{ﬂ Junk E-mail [0]
1w Deleted Items [2]
Contacts

|
/' Tip: Searches are NOT case-sensitive.
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3) Navigating Messages
While reading an email, it is possible to move on to the next email or the previous email
through the use of the Next and Previous buttons. This is particularly useful if you are

inside the message window and do not want to return to the inbox listing window to read

your next message.

@i Standard -~ SafeMail - karina.west@concord.sharpsch...

['" | Compose “_;I Rephy "‘_ﬁ Rephy All [~ Forward @Delete 2 Print B next f Previous J:]Mcl\.fe To fﬁ Check Mail _L'I:| Search Mail ii — _

Mailbox Info

Full message view
karina.west@concord.sharpschool.c  English Assignment 4
st 1.7 mB (10%)

From: "Ed Johnson" <ed.johnson@concord.sharpschool.com>

Wail Sent: Mon, 13 Jul 2009 17:07:07 -0400

(A Drafts [1] "james.gordon@concord.sharpschool.com”

& Inbox [4] To: <james.gordoen@concord.sharpschool.com=,
"karina.west@concord.sharpschool.com" <karina.west@concord.sharpschool.comz

i} Sent Items [3(7]

(5 Junk E-mail [0] Hello, class!

@/ Deleted Items [1]

Contacts I know many of you are still toiling away on assignment 3, but a few people have been

asking me about assignment 4. I am still actually ironing out the final details so ITwon't
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4) Creating New Folders

SafeMail gives you the ability to create new folders for your emails. You can use these folders
to organize your emails into different categories, making it easier to find an email when you

need it.

To create a new folder, right-click on an existing folder and choose New Folder. Name

your new folder and click on the checkmark to confirm the folder creation.

% Standard - SafeMail karina.west@concord.sharpsch...

) Compose ™ Reply (A Reply All (= Forward &Y Delete f5a Print & Next @ Previous -{jMuve To #F Check Mail (@) Search Mai |1l | == [l

Mailbox Info 1 | 9% sortBy = No message is selected.
karina.west@concord.sharpschool.c D -
ames Lordon 1

[ Tuseanrme(im D[- " Lost Notes B zjozoes |
Mail

-~ James Gordan 1

- 1MB

M Drafts [1] ] JAssignment 2 [E B LTS % ¥
& Inbox - Ed Johnson ]
3 sent Il (@ New Folder I (a]; Jpizza Party! ke 172008 |
Jgd Junk E-mail [0] B -,Ed Johnson KB 13for2008 |

- English Assignment 4
@] Deleted Items [1]

Contacts

Tip: Right-clicking on one of the new folders allows you to Rename or Delete the folder.

i Standard - SafeMail - karina.west@concord.sharpsch...

3 compose [ Reply I Reply All [ Forward &3 Delete 5a Print ¥ Next 4 Previous FIMove To & Check Mail [T Search Mail || = W]

Mailbox Info 1 | 8% sortBy - Mo message is selected.
karina.west@concord.sharpschoal.c D, -
AMESs Lordon 1
s r7me (s ] (=3lost Notes s wjerfoos |
ol &= James Gordon Me 130772008 |
i Drafts [1] Assignment 2
% Inbox [4] ~ Ed Johnson ]
"I.F! Sent Items [3/7] (s 'JPizza Party! s (ENTEELTE ¥
{d Junk E-mail [0] [ (= Ed Johnzon e orzoes )

. English Assignment 4
@ Deleted Items [1]

] Assignments | T4l New Folder

Contacts al rename
% Delete
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5) Moving Messages

To move email messages into one of your new folders, or one of the default folders, place a

checkmark next to each email you want to move, then click on Move To and choose your

desired destination from the drop-down menu.

i Standard - SafeMail

Mailbox Info
karina.west@concord.sharpschool.c
7 usedr 1.7 ME (1.1%)
Mail

i Drafts [1]

i, Inbox [4]

i} sent Items [3/7]

qﬂ Junk E-mail [0]

@/ Deleted Items [1]

1] Assignments [0]

Contacts

karina.west@concord.sharpsch...

1 | 35 sort By -

=l & 1ames Gordon
£ -jLost Notes

=, James Gordon
[ 'Jp'assignment 2

-, Ed Johnson
(] jPizza Party!

g __JEd Johnson

English Assignment 4

1KE

iMB

1KE

1KE

3 Compose ™ Reply ™I Reply Al (=3 Forward & pelete 2a Print W Next @ Previous

27/07/ 2009
13/07/2009 %,
13/07/2009

13/07/2009

{jrﬂuve To

LE Drafts
& Inbox
! sent Ttems
"Iﬂ Junk E-mail
& Deleted Items
"Lj Assignments

o

heck Mail [ Search mail |1 | = Il

0 message is selected.
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6) Downloading Attachments

Attachments are displayed in the message header, just below the To field.

To download an attachment, click on the file name. The exact wording and look of the
window may vary based on your operating system and the browser but in every case a
window will pop-up asking you to either open or save the file. It is generally considered best

practice to save the file, that way you will have easy access to it - even after you have closed

the webmail interface.

["‘ 1 Compose _U-‘_] Reply '"‘_]'l Rephy All (=i Forward @D&Iete ‘= Print B Hext @ Previous {jrﬂuve To 5;? Check Mail _L'IJ Search Mail " —

Mailbox Info 1 | 15 sort By =
karina.west@concord.sharpschool.c .
[~ James Gordon Assignment 2 IME  13/07/2009 I
[ 1 et 1.4 MB (L0%) — < ©
Mail File Download == KB 13/07/200% i
i Drafts [0] KB 13/07/2009 I
Do want t this file?
& Tnbox [2/3] you o open or save this file
il .
[z Sent Items [2/3] [!F,‘._, Name: assignment_2.doox
{3 Junk E-mail [0] = Type: Microsoft Office Word Document, 1.04MB
@ Deleted Items [0] From: concord.sharpschool.com

Contacts

e

I--‘ While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open ar

save this file. ¥What's the risk? ol.comz=

T

Ta: "karina.west@concord.sharpschool.com”
' <karina.west@concord.sharpschool.com=>

[Attachments: sssanment 2.doc ||

Hey Karina.
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7) Checking for New Email

When you first log in to SafeMail, the client will automatically check for new email messages.

You can check for new messages yourself at any time by pressing Check Mail.

% Standard - SafeMail ~ karina.west@concord.sharpsch...

3 compose ™ Reply ™5 Reply All (= Forward € Delete 5 Print & Next 4 Previous [FlMove T search Mail | == [
Mailbox Info 1 | 8% sert By - Mo message is selected.
karina.west@concord.sharpschool.c . E—
] usest: 14 MB (1.0%%) O pocagmment 2 1MB 13/07/20%, |
Mail
« Ed Johnson 1
@ Orafs [] D“P_ﬂa Partyt iKB 13jo7/20 |
% Inbox [3/3] -+ Ed Johnson .
{} Sent Ttems [2/2] O English Assignment 4 1KB 13707/ ;

16 Junk E-mail [0]
‘@] Deleted Ttems [0]

Contacts

13| Page



SharpSchool User Manual Chapter 23: SafeMail User Guide

8) Deleting Email
If you find yourself running low on free space, or if you just want to tidy up your inbox, you
can delete unwanted or unneeded items. There are two ways to delete mail items. One
method is to place a checkmark next to the items you want to delete and then press the

Delete button. This method can be used to delete multiple emails at one time.

i standard - SafeMail - james.gordon@concord.sharpsc...

1 compose ™ Reply (% Reply All (= Forward(ED Delete Y Print & Hext 4 Previous [[Move To & Check Mail [@] Search mail | [ | = [l

Mailbox Info 1 | 95 sortBy - Full message view
james.gordon@concord.sharpschoo S——— Assignment 3
oF mson
1 used: 1.5 MB {L0%) O foor Hockey Update 21KB136PM From: farina West"
Mail S— " <karina.west@concord.sharpschool.con
rna vves

2 Drafts [o] N mpnter Science Humer ™8 Yesterdsy | sent: Mon, 13 Jul 2009 16:47:38 -0400

i Ed Joh . "james.gordon@concord.sharpschool.cc
'% nbox [1/6] o ¢ .'1pizz:pr:gr.1| we e FOTO <james.gordon@concord.sharpschool.c
[} Sent Items "

i Ed Joh

1 Junk E-mail [0] It -']Engli‘;hn;:;gnment L KB 13/07/2009 | Hello, James.

@i Deleted Items [2] .
Ed 1
[ Ed Johnson !

E—— Late Assignment KB 13/07/2009 Have you sele;ted a topl; for ass!gpment 3
yet? Iam having a hard time deciding
ri_na West e 13072008 |} between writing about Telitale Heart or The
signment 3 Ravern.

The other method for deleting email is to right-click on the item you want to delete and

choose Delete from the list.

(& - Karina West between writing about Telifale Heart or The

iKB  13o7j2009 |}

~ Assignn gy Reply Raven.
5 Reply all Sincerely,
[ Forward Karina

(=l Mark read
£ Mark Unread
PJ Set flag

[ Clear flag
i Print

|§—| View source

Messages 1- 6 of & 4 »

14| Page
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In both cases, the deleted emails will be moved to the Deleted Items folder. To delete the
items permanently, right-click on the Deleted Items folder and choose Empty. You will be

asked to confirm that you want to permanently delete the items in the folder. Pressing OK

will complete the deletion.

@i Standard - SafeMail - james.gordon@concord.sharpsc...

2 compose fﬁﬂepry E]'IReply All [~ Forward @Delete iza Print W Next 4 Previous {jr.m\.re To ECheck Mail [ ] Search Mail II = _

Mailbox Info ]| D sonmy = No message is selected.
james.gordon@concord.sharpschoo

[ Tused nome(noe) ] 1355;;”?:,2?02” IMB  13/07/2009 %, |

Mail

N[.;j Drafts [0]

i Inbox [g]

i} Sent Items [1/1]

‘{ﬂ Junk E-mail [0] Windows Internet Explorer

@ Deleted Thems 11
& New Folder —~

e v
Contacts | g @ Are you sure you want to permanently delete?

oS
G S Cancel

Tip: You can restore items from the Deleted Items folder using the Move To button. For

information on how to use Move To refer to later in this chapter.

Pitfall: While you can restore items while they are still in the Deleted Items folder, if you

delete the items in the Deleted Items folder, they can no longer be recovered.
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9) Printing Email
To print an email, first you must display the email you wish to print. Once you have done

that, press the Print button.

@i Standard - SafeMail -~ james.gordon@concord.sharpsc...
f}-1 Compose % Rephy _‘.ﬁﬂepty All [~ Forward @ Delet Next i Previous {jrﬂuve To ,§§ Check Mail Q Search Mail Ii — _
Mailbox Info 01 | 8% sortBy - Full message view
james.gordon@concord.sharpschoo — Assignment 3
rel amson
[ used 1.5 MB(L0%) E = ioor Hodey Update. | o festerday | Erom: "Karina West"
Wail P " <karina.west@concord.sharpschool.con
rna vies
{ Drafts [] sl ']Computer S AL I Sent: Mon, 13 Jul 2009 16:47:38 -0400
Inbax £d Joh . "james.gordon@concord.sharpschoaol.cc
% = o )= Pizz:pr:m e mforas |10 <james.gordon@concord.sharpschool.c
i} Sent Items [1/1] .
i Ed Johnson
‘fﬂ Junk E-mail 0] ]; '1English Assignment 4 KB 53f07/2009 ; Hello, James.
%] Deleted Items [1]
Ed Johnson i i
— El¢ 3 ate Assgnment 2KE 13072009 | Hawve you selgcted a toplc_ for ass!g_nment 3
yet? I am having a hard time deciding
[l -, Karina West e sovzoos | between writing about Tellfale Heart or The
Assignment 3 Raven.

A window will pop-up to display a preview of the print job. Click Print to continue with the
print job.

X Close

james.gordon@concord.sharpschool.com

From: "Karina West" <karina west{@concord.sharpschool com>

Sent: Mon, 13 Jul 2009 16:47:38 -0400

To: "james.gordon@concord sharpschool.com” <james. gordon@concord sharpschool. com=
Subject: Assignment 3

Hello, James.

Hawve vou selected a topic for assignment 3 vet? I am having a hard time deciding between writing about Telltale Heart or The
Raven.

Sincerely.
Karina

After clicking Print you will see your computer’s normal print job interface. The exact look
and features will vary depending on your printer and your operating system, but you should

always be able to choose a printer and then print the job.
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lll.  Writing Email in SafeMail

Writing an email in SafeMail is similar to writing an email in most mail clients or webmail
interfaces. If you have written an email before, you should have no trouble getting used to

SafeMail’s interface.

1) Starting an Email
There are four different ways to begin writing an email message. Which method you choose
will depend on the situation.
e Composing a New Email Message
To begin writing a new email message, click on the Compose button at the top-left of the

window.

[[‘?.1 Compose }5_\'; Reply ﬁﬂepry All [~ Forward @ Delete r5a Print & Next 4 Previous -{jMuve To é? Check Mail (3] Search Mail “ 3 _I

¢ Replying to an Email Message
To begin writing an email reply, click on the email you want to respond to and then click on

the Reply button.

I[‘?.1 Cumpusel% Reph_.rl‘?ﬁ Reply All [~ Forward @ Delete r5a Print B Next <4 Previous {:]Muve To é,? Check Mail [ 3] Search Mail Ii = .I

¢ Replying to All for an Email Message
To begin writing an email reply to the author of an email as well as all the people the author

sent the email to, click on the email you want to reply to and click the Reply All button.

—
=) compose f‘_,’lﬂepry 4 Reply Allj (! Forward @D&I&te iz Print % Next 4 Previous -{i]r.mve To ,ﬁ?th&ck Mail ] Search Mail Ii = _I

¢ Forwarding an Email Message
To begin forwarding an email, click on the email you want to forward and click the Forward

button.

I[‘?.mumpuse ) Reply P Reply Al D) Delete < Print B Next 4t Previous [IMove To & Check Mail [T Search Mail | i | = _I

The choice you select will impact what goes in the To field and whether the email includes
the text of a previous message, but the actual message composition process will be the same
with all four options.
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2) Writing an Email Message
Once you choose Compose, Reply, Reply All, or Forward you will be presented with the

composition screen.

i Standard - SafeMail - karina.west@concord.sharpsch...

’)Send H Save Draft %Aﬁach File(s) G High Priority @ Low Priority 5 Show Cc & Beo x Cancel

Mailbox Info To:
karina.west@concard.sharpschoal.c Suﬁt
[ Jussd 1.5 ME (L0%)
Mail

q._aﬂ Drafts [0]

aﬁ. Inbox [2/4]

i} sent Items [2/g]

{Ed Junk E-mail [0]

i Deleted Items [1]

VB I UK = F

nw
1l
i
i
o

|
11

4

4

Contacts

a. Choosing Email Recipients
To set who will receive your email, you will need to fill in the To field. You can also
include the CC and BCC fields by clicking the Show Cc & Bcc button.
You can type the email address into the To field or you can click the To button to bring
up your emails from your contact lists. For information on creating and accessing the
contact lists, referring to later in this manual.

b. Setting the Subject
To set the subject, type the subject into the Subject field.

c. Writing the Email
To create the body of the email, write your message into the main window. The email

editor is a simplified version of the RadEditor.
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d. Attaching Files
To attach files to your email, click on the Attach File(s) button. This will bring up a file

attachment interface.

% Standard - SafeMail karina.west@concord.sharpsch...

_’_’-'5end H Save DraftQs Attach File(s] O High Priority 0 Low Priority .;——l Show Cc & Bee x Cancel

Mailbox Info To: | "James Gordon™ <james.gordonfconcord.sharpschool.coms>

karina.west@concord.sharpschool.C ubject RE: [ ost Notes
[ used 1.5 MB(L0%)

__ [l Select Remave

i Drafts [0] Upload
& Inbox [2/4 el Delete -
i} Sent Items [2/8]
1gd Junk E-mail [0]
@l Deleted Items [1]

L]
-
iii
-
&

Y B I U &
Hi James,

Contacts

Sure vou can borrow my notes. [ scanned them and am including them with
this email. Hope they help!

Karina

Press Select to choose a file to upload. If you have additional files to upload, use the
Add button. When you have selected all the files to attach, press the Upload button.

#i Standard - SafeMail - karina.west@concord.sharpsch...

_‘_.'-'Send H Save Draft %Aﬁach File(s} 'o High Priority 0 Low Priority |;—-| Show Cc & Beo x Cancel

Mailbox Info To: | "James Gordon™ <james.gordonfconcord.sharpschool.com>

karina.west@concord.sharpschool.c gubject RE: [ ost Notes

1 Used: 1.5 ME [10%)

Mail
O Cvmyw notestChemistry Remoyve

q.;j Drafts [0]

.
i} Sent Items [2/8]

qﬂ Junk E-mail [0] .
@ Deleted Items [1] = \% T

Contacts

<
=
[
=
*
I
il
il
]
¥
L]
ki
L]
-
111
>
¢

Sure vou can borrow my notes. [ scanned them and am including them with
this email. Hope they help!

Karina

Note: Each email has a maximum size of 10 megabytes. Therefore, do not attach any

files that are larger than 10 megabytes or else you will get an error on sending,.
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c.

Setting Priority on an Email

In some cases you may want to indicate that the contents of your email are particularly

urgent. Conversely, if the email contains only a routine report, you may want to mark it

as a less urgent priority. SafeMail allows for both these possibilities.

e High Priority
To mark an email as urgent or high priority, press the High Priority button.

e Low Priority

To mark an email as a low priority, press the Low Priority button.

f. Saving a Draft

If you find yourself called away in the middle of writing an email, you can use the draft

function to save your work. That way when you return to SafeMail you can continue on

from where you left off.

To save your email as a draft, press the Save Draft button. This will save the draft to the

draft folder where you can later return to it.

g. Sending Email

Once you are satisfied with your email message, you can send it by pressing the Send

button.

Mailbox Info |

Wail

i Drafts [1]

Q. Inbox [2/4]

{4 Sent Items [2/6]
i Junk E-mail [0]
@i Deleted Items [1]

Contacts

i Standard -~ SafeMail

karina.west@concord.sharpsch...

‘ E sena?H Save Draft '%ﬁ\ﬂach File(s} i} High Priority ﬂ) Low Priority 5 Show Cc & Bee x Cancel

To: | "James Gordon" <james.gordonfconcord.sharpschool.coms>

karina.west@concord.sharpschoal.c Subject RE- | pst Notes

[ 1 usedi 16 MB (10%)
Attached Chemistry - July 27th.doc@

Y B I U & =E =

=

i
il
LR
Ll
i
|

iZ = ALy~
Hi James.

Sure vou can borrow my notes. I scanned them and am including them with
this email. Hope they help!

Karina

————— Original Message -----

From: "James Gordon" <james.gordon(@concord.sharpschool. com>
To:"karina west({@concord. sharpschool.com”

<larina west{@concord sharpschool com>

Date: Mon, 27 Jul 2009 17:17:35 -0400

Subject: Lost Notes

*

m
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IV. Contacts

Emails are often sent to the same user or group of users over and over again. As such, it can
be rather tiresome to have to type out the same email addresses again and again. The contact
feature allows you to create an easy short-hand for your frequently emailed contacts and to
group them into lists allowing you to email an entire group of users quickly and easily.

To access your list of contacts, click on the word Contacts in the left-hand navigation bar.

% Standard - SafeMail » ed.johnson@concord.sharpscha...

['"iCumpuse f'-‘_‘JRepry f‘_‘]’lﬂepryﬁxll [~ Forward @Delete = Print B Next 4 Previous {jl.hweTu ﬁ?Check Mail QSearch Mail “ =

Mailbox Info 1 | 8% sortey - Mo message is selected.
ed.johnson@concord.sharpschool.c .

T used 105 kB (0.0%) ]2 iﬁ;:;:ﬁh Ques.. 1KB 13/07/20 |

Mail

(& Drafts [0]

. Inbox [1/1]

i} Sent Items [1/4]

e Jurk E-mail [0]
@ Deleted Ttems [1]
ontacts

My Classes

& Grade 12 - English
Personal Address Book

&3 pl Contacts
Shared Contacts

2 students
&F Teachers

There are three different main categories of contacts: My Classes, Personal Address
Book, and Shared Contacts. All three categories handle contacts in a different way so we

will discuss each category separately.
Pitfall: While there are three categories of contacts, you may not see all three listed on your

screen. That is because whether you see a particular category or not is dependent on how

your administrator has set permissions for each of the three contacts.
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1) My Classes

This category will display all courses you are the instructor, an assistant, or a student for the
My Classes component of the site. If you are not involved with any online course

components, or if your site does not use the My Classes feature, this category will not

display.

@i Standard - SafeMail - ed.johnson@concord.sharpscha...

(& e H:» (= ?E\]Send Email @Zee‘e x:e-": e From Contact List &8 Add To Contact List Ii = _

Mailboz Info [|FirstMame  LastMame  Email Address N0 CONTCE s selected.

ed.johnson@concord.sharpschool.co 1 Ed

Johnsaon ed.johnson@rar
[ 1 Used: 105 kE (0.0%)
= [ James Gordon james.gordon@
ai
i@ Drafts [0] [ Karina West karina. west@co

% Inbox [1/1]

i} Sent Items [1/4]
16 Junk E-mail [0]
@/ Deleted Items [1]
Contacts

My Classes

& Grade 12 - English

Note: The permissions the administrator sets for My Classes contact lists may stop you
from seeing My Classes even if you are a student or an instructor of a course.

/
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2) Shared Contacts
Shared contacts are contacts that everyone on the site has access to. These are created by site
administrators and can contain all site users or only specific groups of users. There can be
multiple groups of users set up for shared contacts and the site administrator can configure
permissions for each contact list. As a result, you may not be able to see all the contact lists.
In the example below, Karina, a student, can see the contact lists for principals and teachers.

Ed, a teacher, can see the principal and teacher contact lists, but also the student contact list.

% Standard - SafeMail karina.west@concord.sharpsch...

[Fnew B save ™ Send Email € Delete $€ Remove From Contact List &2 Add To Contact List i=m
Mailzox Info Mo Contacts Mo contact is selected.
karina.west@concord.sharpschoaol.c

[ 1 used 17 ME(LI%)

Mail

M Drafts [1]

@. Inbox [4]

i} Sent Items [3/7]

{63 Junk E-mail [0]

i Deleted Items [1]

&% Grade 12 - English
Personal Address Book

&3 Al Contacts

@i Standard - SafeMail - ed.johnson@concord.sharpscho...

[ENew kA save ™ send Email €D Delete € Remove From Contact List 4% Add To Contact List =R |
Mailbox Info Mo contact is selected.
ed.johnson@concord.sharpschoal.c
[T used: 105 KB (Du0%)
Mail
c[;ﬁ Drafts [0]
i Inbox [1/1]
] Sent Items [1/4]
fEd Junk E-mail [0]
@ Deleted Items [1]
Contacts
My Classas

& Grade 12 - English
Personal Address Book

F

hared Contacts
g Principals

£F students
& Teachers
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3) Personal Address Book
Of the three address books, the Personal Address Book offers the user the highest degree
of personalization. The other two address books are dependent on classes you are associated
with and the lists that the administrator puts together. The Personal Address Book,
however, is composed entirely of contacts that the user creates.
a. Adding a New Contact
To add a new contact, click on All Contacts under the Personal Address Book. Then

click on New up at the top.

i Standard - SafeMail - james.gordon@concord.sharpsc...

H Save _‘%5&nd Email @ Delete x Remove From Contact List é‘EAdd To Contact List “ 3
Mailbox Info Mo Contacts Mo contact is selected.
james.gordon@concord.sharpschoo

1 sed: 1.6 ME (1.0%)

Mail

{1 Drafts [0]

@. Inbox [1/7]

i} sent Items [1/1]

16 Junk E-mail [0]

@] Deleted Items [1]

Contacts

My Classes

g Grade 12 - English
Personal Address Book

Al Contacts

You will be prompted to enter a First Name, Last Name, Email Address, and

Website. When you have finished, press Save to save the new contact.

@i Standard - SafeMail - james.gordon@concord.sharpsc...

3] Hewd 4@ % Send Email @Delete x Remove From Contact List 4'3 Add To Contact List “ 3
Mailbox Info Mo Contacts ntact Details \I
james.gordon@concord.sharpschoo First Name 5ap 4y

[ used 16 ME(LO%)
Mail )
i/l Drafts [0] Email Address 5031415@gmail.com

& Inbox [1/7] Website | j
i} Sent Items [1/1]
fEd Junk E-mail [0]

@/ Deleted Items [1]

Last Name nyens

Contacts

My Classes

g Grade 12 - English
Personal Address Book
L3 Al Contacts
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b. Deleting a Contact
To delete a contact from your personal address book, place a checkmark next to the

contact and then press the Delete button.

i standard - SafeMail - james.gordon@concord.sharpsc...

& New H Save ﬂ-ﬁ Send Emai Remove From Contact List @Add To Contact List “ = _
Mailbox Info [ First Name Last Hame Email Address CoOntact Details o
james.gordon@concord.sharpschoo andy E— 5031415@gmai First Name ggnqy

I:I Used: 1.6 ME (1.0%) Last Name Gyens

El e Email Address 5531415@ggmail.com

% Inbox [1/7] Website

i} Sent Items [1/1]
{64 Junk E-mail [0]
@] Deleted Items [1]
Contacts

My Classes

g Grade 12 - English
Personal Address Book

&3 Al Contacts

You will be asked to confirm that you want to permanently delete the contact. Click OK
to confirm the deletion.

c. Creating a New Contact List
You can also use the Personal Address Book to create your own contact lists made up of
contacts in your all contacts folder. To do so right-click on All Contacts and choose

New Contact List.

% Standard - SafeMail james.gordon@concord.sharpsc...

(A new HSave %Send Email @Delete x Remowve From Contact List @Add To Contact List I = _
Mailbox Info 7] First N e Email Address 110 CONEACE is selected.
james.gordon@concord.sharpschoo ] 1ack F— jack.gowan @cor
[ Tused: 1.6 MB(LD%)
- [ Janelle Crowley janelle. crowley @
ai
‘Izj Drafts [0] 7] Karina West karina. west@cor
% Inbox [1f7] [] Mandy Simmaons mandy.simmons{
{4 Sent Items [1/1] [ Mark Gibbs mark.gibbs@con
d Junk E-mail [0] [ sandy Owens 5031415@gmail

@ Deleted Items [1]

Contacts

My Classes

a Grade 12 - English
Personal Address Book

S
boreal U8 New ContactList |

a Principals
3 Teachers
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Once you have selected New Contact List, you will be prompted to name the list. Do

so and then click on the checkmark to confirm the name.

i Standard - SafeMail - james.gordon@concord.sharpsc...

[ Newr H Save % Send Email @ Delete x Remove From Contact List éEAdd To Contact List i =
Mailbox Info 7] First 1 e Email Address O CONEACt is selected.
james.gordon@concord.sharpschoo ] Jack — jack.gowan @cor
1 used: 1.6 MB (L0%)
o [ Janelle Crowley janelle.crowley@
ai
'{ﬁ Drafts [0] [ Karina West karina.west@cor
aE’, Inbox [1/7] [] Mandy Simmons mandy.simmons{
{7} Sent Items [1/1] ] Mark Gibbs mark.gibbs@con
i Junk E-mail (0] [7] sandy Owens 5031415@amail

‘@l Deleted Items [1]
Contacts
My Classes

G Grade 12 - English
Personal Address Book

& )l Contacts
lé.—? Chem Group Vn

d. Add Users to a Contact List
To do so, go back to all contacts to bring up the list of contacts. Place a checkmark to
each contact you want on your new list (Chem Group, in our example) and then click on
Add to Contact List. Choose the desired list from the dropdown menu. You should

receive a message saying Contacts added successfully if you did everything properly.

i Standard - SafeMail - james.gordon@concord.sharpsc...

3] new HSave ESend Email @Delete x:e-": e From Contact List éEAdd To Contact List " — _

Mailzox Info D First Hame Last Hame = Chem Group Contact Details

james.gordon@concord.sharpschoo First Name |capina

Gowan jack.gowan@cor

[ 1 U= 1.6 ME (LD%)
. Last Name yyact
Mail Crowley janelle. crowley@
ai

) Drafs [0] West karina.west@cor EMaIl Address yanina west@concord.sharpsch
% Inbox [1/7] Simmons mandy.simmons( Website
) Sent Items [1/1] Gibbs mark. gibbs @con
{5 Junk E-mail [0] Owens 5031415@gma

@i Deleted Items [1]
Contacts
My Classes

& Grade 12 - English
Personal Address Book

&2 all Contacts
g Chem Group

H-I Tip: To create a list that is a subset of a current list, choose your contacts from an

existing list rather than choosing from All Contacts.
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e. Removing Users from a Contact List
To remove users from a contact list, first click on the contact list and then place a
checkmark next to each contact you want to remove from the list. When you have

selected all the users you want to remove, click on Remove From Contact List.

i Standard - SafeMail -~ james.gordon@concord.sharpsc...

2] Mew H Save “_,BI Send Email @ Del&teLx Remove From Contact Listl éﬁ Add To Contact List ii — _
Mailbox Info D First Name Last Hame Email Address Contact Details
j First Name
james.gordon@concord.sharpschoo Crowley janelle.ronley @ Mark
1 used: 1.5 ME (1.0%) Last Name
Wail West karina, west@cor Gibbs

all
¢ Drafts [o] Gibbs mark.gibbs@con Email Address mark.gibbs@concord.sharpsch
&, Inbox [1/7] Owens 5031415@gmail Website

i} Sent Items [1/1]
Y63 Junk E-mail [0]
@ Deleted Ttems [1]
Contacts

My Classes

g Grade 12 - English
Personal Address Book

“F pl Contacts

& Chem Group

f. Renaming a Contact List
To rename one of the contact lists within the Personal Address Book, right-click on
the contact list and choose Rename. Enter the new name and click on the checkmark to

confirm your change.

% Standard - SafeMail james.gordon@concord.sharpsc...

[Anew kA save ™ send Email ) Delete 3§ Remove From Contact List &3 Add To Contact List i=m
Mailbox Info [ | FiestName  LastMame  Email Address 110 CONGACE s selected.
james.gordon@concord.sharpschoo ] Janelle Crowley janelle.cronley @
[ Tused: 1.6 MB(LD%)
= 7] Karina West karina. west@cor
al
] Drafts [0] [ Mark Gibbs mark.gibbs@con
% Inbox [1/7] [F] sandy Owens 5031415@gmail

{4 Sent Items [1/1]
c{[ﬂ Junk E-mail [0]
‘@] Deleted Ttems [1]
Contacts

My Classes

g Grade 12 - English
Personal Address Book

3 Al Contacts

8 cremrmm
bshared | # New Contact List

a Prinlai Rename l
2 Tea) ¥ Delete
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g. Deleting a Contact List
To delete one of your contact lists under Personal Address Book, right-click on the

contact list and choose Delete.

% Standard - SafeMail james.gordon@concord.sharpsc...

[ new Elsave ™ send Email & Delete J€ Remove From Contact List &3 Add To Contact List in=m

Mailzox Info Mo confact is selected.
james.gordon@concord.sharpschoo
1 used: 1.6 ME (1.0%)

Mail

i Drafts []

i Inbox [1/7]

i} Sent Items [1/1]

E[[ﬂ Junk E-mail [0]

@i Deleted Items [1]

Contacts

|My Classes

@ Grade 12 - English
Personal Address Book

£3 all Contacts

‘gchemistr Grou
¥ STOUP ol New Contact List

\Shared Contacts
3 Principals &l Rename
& Teachers % Delete
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V. Viewing Student Email Accounts

If you are using an online classroom, you can view the email accounts of students who
are part of your online classroom. When you first click on the SafeMail link, instead of
being taken directly to your webmail, you will be presented with a choice between My
Accounts and My Class Accounts.

To view a student’s account, first choose the class from the My Class Accounts
dropdown menu. You will then be presented with a list of students who are part of that

class. Choose a student from the list and you will be taken to their account.

4 Standard - Webmail

Please select an account:

My Accounts Please select. .. -

My Class Accounts Please select... -
Please select...
Grade 12 - English

4 Standard © Webmail

Please select an account:
My Accounts Please select... -
Grade 12 - English

My Class Accounts

Please select. . -

Please select. .
james_gordon (j

©i Standard - SafeMail -~ james.gordon@concord.sharpsc...

5 compose ﬁ?e: ¥ ?f]l?e:: y All [ Forward @ Delete |“i| Print % Next 4 Previous -C]Muv&Tu @ Check Mail [ ] Search Mail Ii — .
Mailbox Info 1 | 8% sortBy = Mo message is selected.
james.gordon@concord.sharpschoo @ Karina West
rina 1

L Tused 16 M8 (10%) ij RE: Lost Notes 101K31/07/2% |
Wail

-~ Fred Samson |

: 31KB

(@ Drafts [0] al: I Floar Hockey Update b
i, Inbox [1/7] [ arina West. we aoraes |
q-,-!J Sent Ttems [1/1] Computer Sdence Humor
(& Junk E-mail 0] [F] = Ed Johinson e wyoros |

h Pizza Party!
@i Deleted Items [1]

e jEd Johnson

1KE J
English Assignment 4 [ENIF{ELL) ;

Contacts

\

. Note: While you have full access to read student emails, you are not logged in as the
/ student. As such, you are not able to compose, forward, or reply to emails using that

student’s account, nor can you delete their emails.
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VI. Calendar

SafeMail’s webmail interface includes a personal calendar that can be used for keeping track

of upcoming tests, assighments and other important dates.

To access the calendar, log into your webmail account and click on the Calendar button in
the left-hand column. For more information on how to use the Sharpschool Calendar, refer

to Chapter 4: Calendar.

"% Standard - SafeMall ed.jehnson@concord.sharpscho...

Mail (] 7 B i 5 =
Contacts
Calendar August 2009 -
Notes
3 4 5 6 i s
— Quiz o Test
2 10 11 12 13 14 15
10 17 18 19 20 21 2
A Essay 1
24 25 26 27 28 29

Tip: Any event you create, sign-up for, or are invited to anywhere on the site will
automatically be displayed on this personal calendar. Any quizzes or assignments from My

Classes class will also be displayed on this calendar.
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VIl. Notes

The SafeMail interface also contains a notes feature. This feature allows you to store virtual

reminder notes to yourself.

To access your notes, sign in to SafeMai/ and then click on Notes in the left-hand column.

i Standard - SafeMail » james.gordon@concord.sharpsc...

Mail Notes o
Contacts

Calendar

mo‘les ||

Assignm... Locker Pagesto
4 Combo Study
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1) Opening a Note

To open one of your notes, you can double-click the note you wish to open or right-click the
note and choose Open. Either action will open the note on your page.

¥ Standard - SafeMail james.gordon@concord.sharpsc...

Mail Notes o
Contacts ) ) X
Calendar =
Notes

Title: |Lucker Combo

i 36-24-15
Assignm... G =

4 Combo

MNote:

Last Modified: 2009/08/19 12:42

-

- . . .
x / Tip: You can edit any existing note or title once you have opened the note.
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2) Adding a Note

To add a new note, click on the

the X to close the note.

icon. This will bring up a new note. Enter a title for

your note and whatever text you want. When you have finished working on your note, click

2009/08/19 12:35

% Standard - SafeMall james.gordon@concord.sharpsc...
Mail Notes @
Contacts
Calendar
Notes
Assignm... Locker Pagesto
4 Combo Study
¥, Standard - SafeMail james.gordon@concord.sharpsc...
Mail Notes o
Contacts
Calend:
aenaar Title: [Finish Book by Monday
Hotes
Hssignm"_ Locker] Make sure to finish
4 Combd reading The Great
Fatsby by Monday. Bring
book to class for group
discussion.
MNote:

Tip: You can also add a new note by right-clicking an existing note and choosing New.
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3) Deleting a Note

To delete a note you no longer want, right-click on the note and choose Delete.

% Standard - SafeMail - james.gordon@concord.sharpsc...

Wail HNotes
Contacts
Calendar
Hotes
Pages to Finish
gzt g Book by

New
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VIlIl. Space Management

By default each user’s mailbox has 150 megabytes of storage (though this may vary from
school to school). As long as you are not receiving a lot of large attachments, this will

provide you with enough space for hundreds or even thousands of messages in your

mailbox.

Whenever you access your mailbox, you can see how much space you are using, as well as

how much space you have remaining by looking at the storage meter in the top-left corner.

i Standard - SafeMail - james.gordon@concord.sharpsc...

[‘};] Compose :‘%3.5:: 'y _f'-‘_,‘lli.e:: y All [~ Forward @ Delete "fa Print Q Next Q‘ Previous -{jr.h:weTu .4_,5;; Check Mail Q Search Mail “ = _
Mailbox Info 1 | 95 sort By = No message is selected.
. QPSCh00. o e rina West
l:l Used: 1.6 MB (1.0°%) D[‘*-]RE: Lost Notes 101KIZ1/07[2 % [
Iail
Fred Samson
Drafts [0 i Jeloar Hodkey Update KB 23/07/2009 |
(0]

5 Inbox [1/7] 7] Karina West He wmoyoes |
‘{.q; Sent Items [1/1] — Computer Sdence Humor
e Jurk E-mail [0] El ;]Ed Jofhnson KB 13f07/2009 |

. Pizza Party!
@i Deleted Ttems [1]

Eg -lEd Johnson

1KB
English Assignment 4 13/07/ 2003 ;

Contacts
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