Holyoke Public Schools

Email Manual

Accessing Your Messages

1. Go to the district website http://www.hps.holyoke.ma.us and click on the Email Log-in link.
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2. Click the link Click Here to AccessEmail. (Notice the links to Help and Email Instructional
Manuals on this page).
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Click Here to Access Email

Need a HPS email account?
Contact Eelly Curran at 534-2000 x211 to register for training

Training: are held the 15t and 3rd Tuesday of each month
from 3:00-4:00.

Help! Questions about how to use email

Email instructions and features
Instructional manual

Contact the Help Desk

Can't remember your username and password

Can't log-in using vour assigned usemame and password
Computer maintenance/repair

Software/equipment orders

Technical assistance with hardware/software/email

Email account requests

Opportunities Levendo Staff: Log in here to gt your msil.
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You may receive a security certificate error message. Click Continue to this Website (Not
Recommended). Note: this will not harm your computer.

/= Certificate Error: Navigation Blocked - Windows Internet Explorer
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@ There is a problem with this wgfsite's security certificate.

The security certificate presenteddly this website was not issued by a trusted certificate
authority.

Security certificate probleggl® may indicate an attempt to fool you or intercept any data you
send to the server.

We recommend Yt you close this webpage and do not continue to this website.
@ click here jgfflose this webpage.

B Continue’to this website (not recommended).

@ More information

3. The following login screen will be displayed:

@ Thisis a private computer

B Use Outlook Web Access Light

1. Enter your User name

User name:

Password:

] 2 Emeryour Passnord

3. Click Log On

Connected to Microsoft Exchange
£ 2007 Microsoft Corporation, All nights resarved,
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Reading Your Mail

1. Click on your Inpox folder

You can view gour messages in the Outlook Web Access re
can open thegl in a separate browser window. Messages t
are displayegfin bold type.

ding pane, or you
have not been read

2. Double-clfk on the message to open it.
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When you open an e-mail message in Outlook Web Access, it is displayed in the read
message form.

The read message form and reading pane display the following information in the
message heading:

Subject The subject of the message.

Importance The importance level of the message if it is set to Low or High.
From The name or e-mail address of the sender or organization.

Sent The date and time the message was sent.

To The names or e-mail addresses of the primary recipients.

Cc The names or e-mail addresses of the carbon-copy (Cc) recipients.

You can do multiple things with the information in the From, To, and Cc fields. Double-
click any entry for more information about that person. You can also right-click any
name to display a menu that lets you perform the following actions:

e View basic contact information about that person.
e Add that person to your Contacts.
e Look up properties for that person.
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o Apply junk e-mail settings for that person's e-mail address, right click on the message and click
Junk Email, Add Sender to Blocked Senders List

To close a message after you have read it, click the Close button in the upper ﬁ'
right corner of the message window.

To reply to a message, click the Reply button. £¢ Reply

To forward a message, click the Forward button. % Forward

To delete a message in the Inbox, click once on the message to select it and %
then click on the Delete button on the Outlook toolbar. :

Creating and Sending a Message

1. Inany mail folder, click New =2, or press CTRL+N on the keyboard. (Note: You can also create a

new message while you are viewing the address book. On the toolbar, click Address Book Llj, and
then use the search text box to find the person or distribution list to which you want to send a message.

Right-click the recipient's name in the list, and then click —INew Message).

2. Enter the recipients that you want in To and Cc. You can type all or part of the
recipient's name or e-mail address. Separate multiple names by using semicolons (;).

Note: You can also address the message by clicking To or Cc. This opens the Address Book. The
Address Book lets you search for a person in the HPS global address list or in your Contacts folder.
button (or tap the Enter key on

your keyboard. After you locate a persoghin the Ag e name to your e-mail message
by selecting the name and then clicking pfessage recipients, Click Ok when
finished.
P address Book -- Webpage Dialog x|
& | https:f/mail.hps.hokyoke.ma.usiOWa P ae=DialogBk=AddressBooke: N j bl Certificate Error
Address Book EH B @ Help
[} Default Global Address List Abdullah, Khayyam
£} All Rooms Atrange by: Mame - Aontap -~ Contact Alias kabdullah
N E-mai kabdullah @hps.holyoke.ma.us
Show other address lists ¥ godulaly havyam Office White
Information Job title Teacher
Contacts
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@ Al
" People Availability Thu 12{11/08 w ¥ Show only working hours
" Distribution Lists fcevedodlE Thursday 12/11/08
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«
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e To delete a name from the address boxes, right-click the name, and then click Remove. You can
also select the name and press DELETE, or put the cursor at the end of a name, and then press the
BACKSPACE key.

Type a subject.
Type your message in the message body.

5. If you have a file to attach, click Attach File ¥ on the toolbar.

a) Inthe Attach Files dialog box, type the path of the file that you want to
attach, or click Browse to locate the file.

b) If you use Browse, highlight the file that you want to attach, and then
click Open to add it to the attachments list.

c) Click Attach and the file name will appear in the Attach Files dialog box.

d) To change the file that you selected, click Browse and locate the file that
you want.

e) To attach more than one file, click Choose more files in the Attach Files
dialog box.

f) To return to the item, click Attach to attach the selected files, or click
Cancel to return to the item without attaching the files.

sw

6. When you finish addressing and composing your message, click *=Send on the
toolbar
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