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PPSlee Quick Reference Gmde
Basic User Interface

PPSLive is the new District email system that uses the web version of Microsoft Outlook. This guide
covers how conduct basic email functions in PPSLive. For more detailed user guides, take a look at the
training materials here: http://www.pps.k12.or.us/departments/information-technology/5693.htm.

Before using the new email system, be sure to activate your PPSLive account by going to
www.webmail.pps.k12.or.us.

Login to PPSLive

Step 1 Open your browser and navigate to www.outlook.com. -
Outlook Live sign in
Step 2 Enter your username@pps.net and password and -
CIICk Slgn In. Outlook Live sign in

Send an Email

Step 1 To send an e-mail, click New. A compose e-mail
message window will appear. Inbox
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Step 2 Enter the e-mail address in the To field and in the Cc Hsed W0 @8 Y 8 BV
field (if necessary) and include any additional contacts | wm.. tmenciecntsoshod.net

you want to receive your e-mail. To add Bcc, click on [@Cc...  jenniferkin@contososchoolnet

(@) ptiO ns. Subject: This Week's Homework Assignment

.
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In the Subject field, enter the subject of the message.
Enter the text of the message in the body field below.

Step 3 To attach a file, click the paper clip button. send ||| 0| @8 Y 8 B Y-
[ To... tom.oneil @contososchool. net
Click Browse and browse to the file you want to ce.  jenniferkm@contososchool.net
attach, then C“Ck Open Subject: This Week's Homework Assignment
Tahoma v w v B I U := i
Click Attach.

Indude Attachments

To include an attachment, dick Browse, and then select the fle. After you've selected the
fle, dick Attach, The fle wil be uploaded to your message.

Note: To attach another e-mail message, copy and
paste or drag-and-drop the message from the Inbox or g
other mail folder to the new message. B

h an e-mail item by copying and pasting the item using the keyboard
L+C and CTRL Y, or using a drag-and-drop operation. Leam
feature ...

Attach || Cancel

Step 4 When your e-mail is complete, click Send. Ssed |l 0@ B F 8P -] Bopens.

& o... tom.oneil @contososchool.net

[iCe..  jennifer.kim@contososchool.net

Subject: This Week's Homework Assignment

Attach... ) Endangered Coral Reefs.docx (16 KB) [Open ==

Tahoma v~ B I U i

Tom-—-

Please see the attached homework assignment for this week.

Let me know if you have any questions.

Reply to an Email

Step 1 Click Inbox, then click the e-mail to reply to and it will 2 oo sees
appear in the Reading Pane. +3 e P ——— :
[ ey S o
Note: You can use the View dropdown menu to set B Y r—
the Reading Pane to appear to the right of the B s T —
Message Pane, the bottom of the Message Pane, or S et o

turn it off completely.

Review for Mid-Term Test

Step 2 Click the Actions drop-down arrow list.

Click Reply.

Note: When replying to an e-mail, all previous e-mail :
texts will be included below your new message, :
however no attachments will be included.
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Step 3

Alternatively, click the Reply button.

Review for Mid-Term Test

Lusa Cazzanigs - | -

Step 4

Step 1

Enter the reply. When your e-mail is complete, click

Send.

Select the e-mail you want to delete.

Click the delete button.

isend (W 0@ & Y # BV - Hopors.. [rm

[ To..  LuisaCazzanigs
G ce

Subject: RE: Review for Mid-Term Test

Tahoma vow B I U == & a7,
Hi Luisa--

I'm adding a couple of topics to the test. I'l send the complete list later today.

Thanks,
Mr. Kelly

From: Luisa Cazzaniga

Sent: Friday, October 15, 2010 11:38 AM
To: Bob Kelly

Subject: Review for Mid-Term Test

Delete an Email

10/15/2010

10/15/2010

10/15/2010
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Create a Meeting Request

Step 1

Click the New drop-down arrow list.

Click Meeting Request.

New - Delete GotoToday 5 [ B @ Share-

ﬁ Appointment
Nov 1 2

500 AM Biology: rof

j Meeting Request

24 Message

Step 2

Enter e-mail addresses in the To field or click To and
browse for contacts from your address book.

Enter a meeting name in the Subject field.

Enter the meeting location in the Location field. You
may also browse for a location from the Global
Address List by clicking on Resources.

Note: To send the meeting notice to the room
calendar, you have to click on Resources. Location
will auto-populate.

Enter the Start Date/Time and End Date/Time.

Note: When you click new Appointment/Meeting
Request, by default it will select the first day of the
work week (Monday) as your meeting day.

Enter a reminder for the meeting. The default
reminder is 15 minutes.

Step 3

Step 1

Click Send. The meeting will now be displayed in your
Calendar.

Create a meeting request as before. When done, click
the arrows icon to set up a recurring meeting.

seed o T-3 r 3 B &m

Create a Recurring Meeting

L]
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Step 2 Select the repeating pattern you want to set for the
meeting then click OK.

Note: Unlike GroupWise, PPSLive asks you to choose
a pattern for your recurring meetings rather than
allowing you to choose individual dates.

Step 3 The recurrence rule will show in your meeting request. | _F ' = @ % 7 &1 @ 5 s~ .

When you have entered all the required information,

click Send.
Set Out of Office Reply
Step 1 Click Options. Select Set Automatic Replies. sign out | Bob Kelly
W& Find Someone Options ~| @
Options
Set Automatic Replies..
. Create an Inbox Rule...
:Ed ElT]all See All Options.., ns
Step 2 Select Send automatic replies. &
rrusMEERREEBE®A
Step 3 Select the dates and times for when you want the out | Auemac kesles
Of Oﬁlce message to be sent Create automatic reply (Out of Office) messages here. You can send replies to senc
(O Don't send automatic replies
@ send automatic replies
Send replies only during this time period:
Start time:  Mon 4/18/2011 ¥ 800 AM -

End time:  Mon 4/18/2011 ¥ || 5:00 PM 2

Step 4 Type in your Out of Office message.

Step 5 Select if you want to send the Out of Office reply to
external senders. e
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Step 6 When you have typed your Out of Office reply, click

Save.
Create a Rule
Step 1 Click Options. Select Create an Inbox Rule. sign out | Bob Kelly
W& Find Someone Options ~ 0
Options

Set Automatic Replies..
Create an Inbox Rule...

‘ed Email ns

See All Options..,

Step 2 In the Inbox Rules tab, click New. S E

;
Inbox Rules  Automatic Replies  Delivery Reports  Retention Policie

Inbox Rules

Choose how mail will be handled. Rules will be applied in the order shown. If you don't |
To learn how to farward yaur e-mail to another mailbax using Inbox rules, diick here

5 New., o

B Move mess

2 Mo

Q

Step 3 Choose the type of rule you want to create. & New..| -

B4 Create a new rule for arriving messages...

Move messages from someane to a folder...

For this demo, we will choose Create a new rule for
arriving messages...

Move messages with specific words in the subject to a folder.

Move message sent to a group to a folder...

X @00

Delete messages with specific words in the subject.

Step 4 Select the drop down box under When the message “ewlibf:: '?“
arrives, and: Click the applicable action. Respired feids

2pply this rule..

when the message arrives, and:

. . . - elect ane -
For this demo, we will click on It was received from... o

Tt was received from...

Twas sent to..,

Itincludes these words in the subject..
Ttincludes these words in the subject or body...
Tt includes these words in the sender’s address...
My name is in the To or Cc box

[4pply to all messages]
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OK.

Step 5 Your address book will open. Select the contact you
want to create the rule for, click Add and then click

Display Name
@4 Administrator
@4 bmason

@ Bob Kelly

gl chall

@4 clarsont

@ cool group
] CR-ITDeschutesProjectRo..
@4 doutler

g4 enyseth

~ |E-Mail Address

admin@partiandpublicschools.net
bmason@pertiandpublicschools.net
sajal@portiandpublicschoals.net
chall@portiandpublicschaals.net
clarsonl@portiandpublicschools.net
coolgraup@portiandpublicschools.net
CR-ITDeschutesProjectRoom@partlan...
dbutler@portlandpublicschools.net

enyseth@portiandpublicschools.net

ecohan@portlandpublicschools.net

Ilsé Evan Cohan

1 selected of 40 total

Select a user from the list and click Add. Ta add recipients not on the list
type their e-mail addresses and dlick Check names.

e T

Check names

Step 6 Click the drop-down box under Do the following: to Apely i e

Vhen the message arrives and:

select the desired action. = received from <] “Evan Cohan

Do the following:

Select one -

For this demo, we will click on Mark the message o
Wlth a Category,__ Move the message to folder...

Mark the message with a category...

RECTECT e TESEage To™
Delete the message
Send a text message to,

1 New Inbox Rule
Step 7 Select message category and click OK. T,
Apply this rule...

When the message arrives, and:

Select Message Category x
Do the following
cateqory
Red Categary v ]
(& More options.. oK Cancel
L (]

Step 8 Click Save.

Step 9 Click on My Mail to return to your inbox. : _ .
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