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@9 Mail is stored under Inbox. @9 Mail is stored under Mailbox.
Y Drafts folder holds all saved messages. ) Work in Progress folder holds all saved messages.
) Personal folders are stored under the main mailbox area. ) Personal folders are saved under Cabinet.
= Favorites folder section available so user can drag & drop any folder | %7 No Favorites area available.
into this area and always have available at the top of the screen.
) To do items are available as Tasks and appear in their own section on | &7 To do items are available as a Checklist.
the Navigation Pane. You can also add an email as a task by clicking the
flag on the right-hand side of the mail.
-J High priority message appears as red exclamation point and low =7 High priority message appears as red envelope and low priority as a grey

priority as a blue down arrow. envelope.
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@9 Deleted Items are located under Deleted Items.

@9 Deleted items are located under Trash.

§ . Expand All | Newest on Top|
Mew - Delete » Move~ Filter» View~
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tons by D < Newestan Top George Washington Presentation
-

|| Founding Fathers ¥ || =] ShelleyDyck [ wil present about his role at Fort Necessity. 1/22/2010
Jeff Price 1/22/2010 I [ ShelleyDyck How about his role at the Constitutional Convention? __...  1/22/2010
+/,] Founding Fathers Project @ W I+ (3 Chris Mayo Lets split up the Presentation. I will do the early ... [¥ 1f22/2010
Chris Mayo; Shelley Dyck Y2z/2010 b = Shelley Dyck Here are a couple of slides about Fort Necessity... _... l@ 1/22/2010

George Washington Presentati... W .
E " 9 I+ (3 Chris Mayo I am attaching some slides about Washington's early... l@ 1/22/2010

Shelley Dyck 1/22/2010

| George Washington Presentati... () 0 Qv b (= Shelley Dyck I am done with all my required slides. Sara do you mi... @ 1/22{2010
Chris Maya; Shelley Dyck 1/22/2010 I+ (5 Chris Mayo These are the last of my slides. ) 1/22/2010

* | SentItems | Home | Contacts
p 6;3 (2] New Mail = @ Mew Appt = |E| NewTask = | | -
= Mailbox Find: |
From Subject Date

5/27/2011 12:3¢
5/27/2011 9:04
5/25/2011 8:55
5/25/2011 3:27,

=0
=
=
=

[Allpps] A principal for Jefferson Hi

PPS ppscomms”  [Allpps] Focus on Diversity: Today
[all-besc-list] Green Team Mews: dr
[Allpps] Focus on Diversity: This we

PPS ppscomms”

PPS ppscomms”

(8 By default, messages are displayed in Conversation View. This view
groups your messages according to the message thread. This allows you
to see the entire history of that conversation in one place regardless of the
folder it happens to be in. To turn off this view, click on View > Use
Conversations.

© Messages are displayed in normal view.
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New Email Message

/= Untitled Message - Windows Internet Explorer provided by Portland Public Schools 0 Mail To:

File Edit View Actions Tools Window Help
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Mail | Send Options
To.. |

From: ] [saial Meheshwar |
G To: [ BC: |
Subject: Subject: [
S vow B r u = i=li==(w-a-lg 3 Tahama viiow E- B I U @ SiEiEE = £ =2 — o @Edad B

&9 Click on the book icon to open the address book.

9 Add the BCC and From fields by clicking on Options. To always
have these fields available, go to your home screen and click on Options
> See All Options > Settings and click on Always show Bcc and Always
show From.

) Click on the down arrow to see more formatting options.

(£) Set up message priority by clicking the exclamation mark (high) or
the blue down arrow (low).

&9 Click on Address to open the address book.

) BCC and From fields are automatically available.

) All available formatting options are visible on the task bar.

() Set up message priority by going to Send Options.

) Attachments are shown under the subject field.

() Click on Options to set up delivery and read receipts.

) Attachments are shown in the window at the bottom.

() Click on Send Options to set up delivery and read receipts.
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PPSL.ive

GroupWise

Sent Items

Search Entire Mailbox

Today
| Test email
Test User

Yesterday
i Meeting
Test User

e oDP

Tuesday
% Bi-vweekly Micra
Test User

Last Week
= inline image tesl
sajal@pps.kl2.on

Ax g

=2 inline image tesi
Sajal Maheshwari | [A3

=

Three Weeks Ag: '

MNew - Delete ~ Move - Filter ~ View -

Conversations by Dete ~ M|

Reply

Reply all

Farward

Forward as Attachment
Mark as Unread
Retention Policy
Create Rule...
Junk E-kail
Delete

Ignore Conversation

Move to Folder...

Copy to Folder...

= This week's horr|°-;_'|

Open Delivery Report

, ked

X
J % | & = J B Delete Sent Item gl Retract [Egy Retract And Delete

Mail Properties | Personalize || Discussion Thread |

Style: Basic Properties ..

Delivery Report

Test email

From: Sara Davis

To:  Test User

Sent: 5/12,/2011 11:55 &M

8 E-Mail This Repart
Delivery Report for Test User (testuser@test.pps.k12.or.us)
Submitted

5/12/2011 11:55 AM
The message was submitted.

Subject: Re: PPSLive overview announcement
Created By: sajal@pps.k12.0r.us

Scheduled Date:

Creation Date: BM2/2011 944 AM

From: Sajal Maheshwari

Recipient Action Date & Time Comment

To: Jed Gilchrizt (jgilchri@ppz.k12.0r.uz) SM2:2011 945
Read
Al
To: Jenna Mazon-Steinberg SM252011 945
(jmazon@pps.k12.0r.us} A

9 To see sent message status, right-click on Sent Item and click Open

Delivery Report.

@9 To see sent message status, open Sent Item and click the Properties tab.

€9 cannot recall a message using the web. Recalling a message requires
the Outlook client.

9 Click Retract on the Sent Mail to recall a message.
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PPSLive

| GroupWise

Calendar

@9 To create a new appointment, click Appointment. To set up a new
meeting, click Meeting Request.

&9 To create a new appointment, click Posted Appointment. To set up a
new meeting, click Meeting.

send [ 0 obe, w- 3| v 3 22 & [hma = ) Fle Edit View Actions Tools Window Help
2 ] : -
Appointment 7T Scheduling Assistant Ak send 3§ Cancel Address ﬁ Busy Search fige ps ﬂ_: M 535 Spell Check Q
To... | —
A Appointment | Send Options
Optional...
From: - |Saja| Maheshwari cc: |
Resources... &3 '
To: |Saja| Maheshwari BC: |
Subject: =
. L Place: |
Location: [¥]Request a response to this invitation
Startdate:  |5/11/2011 [4:30PM [ Al Day Event
Start time: sun 5/8/2011 | 430 PM ~| [O all day event
End date: 5112011 5:30 PM i -
End time: Sun 5/8/2011 b 5:30 P 2 | — | O BLSY -
. " . - . Subject: |
Reminder: |15 minutes b Show time as: |MBusy b [ private

) To check the availability of an attendee, click Scheduling Assistant.

) To schedule and reserve a room, select the room by clicking Resources
(Location will automatically populate).

<7 For not required attendees, enter them under Optional.

=) Click the arrows to set up a recurring meeting.

) To check the availability of an attendee, click Busy Search.

) To schedule and reserve a room, enter the room under To.

7 CC those people who are not required to attend.

) Set up a recurring meeting by clicking on Actions > Auto-Date.

Repetition

Appointment Time

Start: [ 9:00 AM ~ | End: | 10-00 Al ~ | Duration:

1 hour s

Repeat Pattern
O MNaone Repeat every |1 week(s) on:
© paily [ sunday taonday [ Tuesday [J wednesday

wWeekly
= » O Thursday O] Friday ] Saturday
> nonthly
O yearly

Range of Repetition

Start: [pon 5/16,2011 & Mo end date

O End after: 10 occurrences

O End by: Fri 7/1/2011

7 To set up a recurring meeting, you must select a recurrence pattern.

| Auto-Date E] El

Febroary, 2011
M T W T F

March, 2011
M T W T F

April, 2011
P A

June, 2011

[ September, 2011

October, 2011

Mowvember, 2011

=) To set up a recurring meeting, select specific dates for your meetings.

5
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You cannot select specific dates.

@9 To delegate an appointment, click Forward. When you
delegate/forward an appointment, the meeting organizer will be able to see
who you have delegated/forwarded the meeting to.

(2) View multiple calendars in side-by-side view.

9 To delegate an appointment, click Delegate. When you delegate an
appointment, the meeting organizer is not able to see who you have
delegated the appointment to.

£-) View only one calendar at a time.

New- Delete GotoToday [ = = G Share- View- &
¢ ) 8 9 10 11% Add Calendar..

;‘@ Share This Calendar..

i3 Change Sharing Permissions...

Me:

€3 To give another user read-only access to your calendar, go to the
Calendar and click Share > Share This Calendar.

*Note: To give the recipient read and write privileges, you will need the Outlook client.

Security Options

Password || Motify | Prosy Access | Send Options

Mame:

Access list:
Mame Address
<Al User Access=
Access rights for <All User Access>

Mail‘phone:
Appaoirtments:

€3 To give another user access to your calendar, go to Tools > Options >
Security > Proxy Access.
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PPSL.ive | GroupWise
Junk Mail Handling

Portland Public Schoals | Junk Mail Handling

oft Dutiook Web Aop

viail > Options: b

Settings | Jurk List || Block List | Trust List

Account EB

Block or Allow Junk, Mail Handling provides the ability to deal with unwanted e-mail bazed on the address of the

Organize £l zender. There are zeveral ophions available:

Groups

Settings Junk E-Mail Settings Junk Mail . . . . . .
“rou cah zpecify that e-mail be placed in the Junk Mail falder. [IF the Junk, M ail folder does not exist

Phane et 2
on ) Don't move e-mail ta my Junk E-Mail folder it will be created when any of these optionz are enabled ]

! Block or Allow A " N ] B ;
H i @ Automatically filter junk e-mail I:IE nable iunk Li=t.

iMail frorn addreszes in the Junk List will be placed in the Junk Mail falder ;

Safe Senders and Recipients
Don't move e-mail from these senders or domains to my Junk E-Mail folder. I:I Enable Junk Mail u&ing DE[SDHEJ address books
tail from addreszes not in a personal addresz boak [including Frequent Contactz] will be placed

irn the Junk, kail falder.
SEnCEr Br seman iere [] Enable Jurk Calendaring using personal address books.

Appointmentz and tasks from addrezzes not in a personal addrezs book, [including Freguent
Contactz] will be placed in the Junk Mail falder.

[[E edit | == Remove

invite--7003830508052259552@windowslivemail.com

myportal@pps.ki2.orus

&9 Go to Options > Block or Allow to handle your junk email settings. &9 Go to Tools > Junk Mail Handling. In GroupWise, you do not have
Additionally, in PPSLive, you have a direct view of your junk email folder. | direct view of your junk email folder.
Signature
Environment EJE'

Partland Public Schools

 Microsoft Outio
Vail > Options: Manage Myself = General Views File Location . Cleanup Default Actions
Reply Format Editors/ Viewers Signature Appearance
AB [
Account g‘ Ig’ BEEE! E= @ Add your signature and/or electronic business card [vCard) to outgoing messages.
Organize E-Mail Mail Spelling  Calendar  General  Regional o . :
[#lEignaturs (&) Automatically add e

Groups = » i
Tahoma A o@ =-| B (O Prompt betore adding
Settings E-Mail Signature =

Phone Sajal Maheshwari, MBA

Block or Allow Tehoma 2o Web Project Manager

IEE W A 2 £ 90 @ S5 x X% oM Portland Public Schools
(503) 916-6010
Signature name:
Professional i~
[ Electroric business card [wCard)

[
[] sutomatically include my signature on messages I send
@9 To set up your email signature, go to Options > See All Options > @9 To set up your email signature, go to Tools > Options > Environment >

7
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Settings.

Signature.

General

' Notes are not tied to calendar days. When using the web, you will have
read-only access to notes. Creating notes requires the Outlook client.

' Tasks appear in their own section on the Navigation Pane and allow
you to track task completion.

' To assign a task to another person, you need to use the Outlook client.
' To create a new rule, go to Options > Organize E-mail > Inbox Rules.

' To create automated Out of Office reply, go to Options > Set
Automatic Replies.

' Cannot view individual size of an email.

' Reminder Notes are tied to calendar days.

' Tasklist is available as a checklist.

' Can assign a task to another person.
' To create a new rule, go to Tools > Rules.

' To create automated Out of Office reply, go to Tools > Vacation Rule.

' Can see the individual size of an email.




