FIRST CLASS TRAINING SESSION

Archive Emails
= Open email you want to archive
= File >Export Document (choose desire d location)
= Consider creating a new folder for arc hived emails

Create a Mail list
= New >Mail List
= Tit le your group ( Ex: Div Assistants, Div Heads, US History Teachers,
Foot ball Coaches, Student Council Officers, etc)
= Type in the name of the members (same as d214 email)

e 06 Personal Mail List : HS District 214 e 06 Personal Mail List : HS District 214
= Personal Mail List = Personal Mail List
Name: "US History Course Alike ] (_ Cancel ) Name: "Counselors ] (_ Cancel
Members: ~ § Rob Shepard ( OK ) Members: ¢ Maria Maso Mroz ( OK
¢ Steven P. Lesniak ¢ Danielle McCarthy

¢ Steve Gordon

Send Someone a Mail List
= Open your Contacts Application
= (lick and hold down on a list icon/ title of contact group
= Select Send to Recipient
= Sendit and thenthe recipient canjust dragit intotheir contacts

l—& Calendar
~_ Contacts
&4 Conferences
Calendaring EY
To Create a New Event... R %pTT Do
= Open your calendar SN
= (Click New and choose New Event New Task
= BOR- Double click onthe particular date of the event New Message
- New Message Special
Add Participants for an Event... New Contact
= (Click on Part icipant s and add t heir name Neghia s
= Aredflagwill alert youtothe new event >choose accept
Accept ) [ Tentative ) [ Decline

Setup Group Calendar (talk with one of the ATCs)
**Permissions need to be set for all users involved in sharing the calendar

Created by Kristen Harding, EGHS



Organization (folders/colors/sorting)
Think of ways folders can save you time or make you more ef ficient at
communication? (Ex: 0708 | EPs, Parent Contact, To Do HOT, Summer Works hops)

To Create a New Folder... New Conference
*» File >New Folder New Folder

. New Contact Database
A new folder will appear as New Folder

Rename the folder by double clicking on it or Control/ Click on it an choose
Rename

To Color Code your Emails...

Control/ Click on t he email and choose Color to select a color ot her than the
def ault

To Sort your Emails...

FYI -Each staf f member is given 15 MB of space. How do you exceed your
limit ? Easy to do-I do it myself ©

‘:_‘Jl' g Name Subject Size 'Last Modified

Click on the Headings to sort by: I con, Flag, Attachments, Name, Subject,

Size and Last Modif ied (Date)

One way to figure out why you are over your allocat ed email memory is to

sort by Size (Attachments and pictures can be very large)

You may also search for email by using the Find f eature Bl St e aeieabier Nes ik

e OC Mailbox Content search
£ Find: ] # More options W Attachment names
M “From" name
Look for: Everything T] ’Z‘ "To/Cc" names
Only items created or modified in the last: - v : "] History records

or from: | Text body

"] Unread items only

History

This feature tells you information about your email including: What, When and
Who. I nother words, it tells you who has read t he email/ saved t he attachment/
forwarded it/ edit ed it, as well as the time of each.

There are four ways to access the history of an email: Click on icon after
opening the email, Goto Message >Select History, Control click or use the
Shorcut> Shift/Apple/H
I
w—

Unsend History Print
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