. . A Inbox - Qutlook Express
Click on File, —

New, Folder to

begin the Mei Message

Mews Message

5= Edit View Tools Message Help

process.
N Foldek.. Ctrl+5hift+E
= Contact...
i Folder e
=
B Import 4
Export L4

Switch Identity...
Identities k

Properties Alt+Enter

Work Offline

Exit

Create Folder [E| Type name of

new folder here.

Folder name: ;; K You may use

Messages from FM| < i spaces and
[ﬂ_] upper/lower case

Select the folder in which to create the new folder:

letters.
7] Cutlook Express
=3 Local Folders Click on “OK” to
B Inbox create.

¥4 Outbox

13 Sent Ttems
{3 Deleted Ttems

B Drafts
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Folders
I‘_;‘I Qutlook Express
= @ Local Folders
SR =inbox.
%E1 Messages from FM
'@ Cutbox
{ﬂ Sent Items
{8 Deleted Ttems

5B} Drafs

The new folder appears in
the list under Inbox.

A

Changing Folders

Click once on the folder name to change to the folder and see a list of messages in it.

Moving Messages

You can move a message from one folder to another by clicking on the message and
dragging it to the new location.

Sorting Order of Messages

In any of the folders — Inbox, Outbox, Sent Items, Deleted Items and Drafts - you can
sort the messages to appear in an order you would like. The default it that the newest
message always appears on the top. As an illustration, suppose you want to see all
messages you sent to Barbara Master. Click on Sent Items (to highlight it) then click
on To to sort the messages by the receiver.

g To s Subject Sent Account

@ﬁ.nn Yablonski How is it going? 11/2/2002 12:37FM YWestat FOS

@August Schaeffer Test 11/2/2002 12:35PM estat FOS

@Barbara Master Hello 11/2/2002 12:29 PM Westat FOS

@Barbara Master p Meeting on Thursday 11/2/2002 12:31PM \/estat FOS

@Barbara Master [% Please study the manual 11/2/2002 12:36 PM Westat FOS

@Barbara Sigms Thiz iz & teat 11/2/2002 12:29 PM \Westat FOS

@Judv Flowers Meeting on Thursday 11/2/2002 12:32 M \/estat FOS
The messages will appear alphabetically by sender. If you want to reverse the order
click on To again. You can now scroll down to view the messages you sent to a
particular person, which will now all be grouped together. The field by which messages
have been sorted contains an arrow pointing up or down to indicate the direction of the
sort order.
You can sort your messages by any of the fields from the list of messages displayed.
For example, in the Inbox, you can sort by the ! field, which sorts according to priority
that the message was sent, the Paper Clip sign field if you want to easily find messages
that had attachments, the Flag sign field, which sorts by whether the messages have
been flagged, the From field which sorts by the senders’ names, the Subject field,
Using Outlook Express Page 17
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which sorts alphabetically by subject title, and the Received field which sorts by date the
messages were received (default).
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10/20/04 Supervisor

Outlook Express Quick Guide

Double click Outlook Express (OE) icon to open OE.

To create a message:

1.
2.

10.

Click Create Mail icon.
Address the message:

e If addressee is in your address list, begin
typing name of person in the field labeled
“To:” and the system will display names that
match. Stop typing when his/her name is
displayed.

e If addressee is NOT in your address list,
type his/her complete email address in the
field labeled “To:”

Press Tab key to move to CC field.

If you want to send a copy of this message to
someone in addition to the addressee, follow
same steps as in number 2; otherwise, press Tab
key to move to the Subject field.

Give the message a subject.
Press Tab key to move to message area.

Type your message including your name at the
end (“sign” the message).

Proofread your message for
grammar.

spelling and

Click the Send icon to send the message to your
Outbox.

Spell check will run. If a spelling mistake is
found, you will be given an opportunity to
correct the word. If a word is identified as not
being in the dictionary, you will be given an
opportunity to add it to the dictionary or ignore
it.

To create additional messages, go through Steps 1 —
10 for each additional message.

To check to see if you have any new email messages
and to send messages that you have created:

1.
2.

Click the Send/Recv icon.
Select the “service” you want to connect to:

e If you are at home, you can accept the
default “Connect to” setting of “1)Westat”.

e If you are in a hotel/motel, click on the
down arrow button and click on the 8 or 9
prefix option, whichever is needed for the
hotel/motel you are staying in.

Press the Tab key to move to the User Name
field.

If your User name (NAEPXXXX) is not
displayed, type it in.

Press the Tab key to move to the Password field.

Type your password very carefully as it is case-
sensitive (it must be typed exactly as it was
given to you).

Make sure that the telephone line is plugged into
the computer.

Click on the Connect button.

To read messages:

Double click on the message information (under
From, Subject, Received) in the list of messages.
Read the message.

To close the message, click once on the red X in
the upper right corner.

To reply to a message:

Open the message by double clicking on it
Click on the Reply icon.

Type your reply and sign the message.
Click the Send icon.

Close Outlook Express by clicking on the red X in the
upper right corner.

Shut down the computer:

Click on Start in the lower left of the screen.
Click on Turn Off Computer.

Click on Turn Off and the computer will shut
down (turn off) by itself.
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Introduction

The IceWarp Web Mail Access provides NAEP field staff who have a high-speed internet
connection on their own PC with the ability to access their email remotely from any browser on
the Internet (i.e. Internet Explorer), using a Microsoft "Outlook-like" interface.

The IceWarp Web Mail has Spell checker, attachment sending/receiving plus displaying of
HTML attachments with images in your web browser, private and shared address books,
groups, folder management, drafts support, signature configuration, auto responder and auto
forwarder.

With a look and functionality similar to the Westat Microsoft Outlook Web Access, IceWarp Web
Mail provides full access to your NAEP email account.

There is one major difference in using IceWarp versus Outlook Express. When you access your
email messages with IceWarp, your messages are not moved to your computer. They remain
on the server at Westat.

Experienced users of IceWarp advise that, if you have a high speed connection on your home
computer, you can make good use of lceWarp. Since you can access your email more quickly
this way, use IceWarp during the day to check and read and reply to messages. Then, once a
day use your laptop and Outlook Express to download your messages so that you have a copy
of your messages close at hand.

When you reply to a message or create and send a new message using IceWarp, a copy is
saved in your lceWarp account on the server. To have a copy of a sent message immediately
available, you should put your NAEP email address in the CC address field so that you get a
copy when you use Outlook Express to download your messages.
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IceWarp Web Mail Login
To Login to the IceWarp Web Mail Access website:

1. Connect to the Internet and enter the following website address:
https://198.232.250.29:32001/mail/. (Given the complexity of this address, you will want
to add this to your Favorites when you get to the Log-in page.) The following IceWarp
Web Mail login dialog displays:

Ice%rﬁyf‘d

- e
e

IceWarp Web Mail

Ilser has been logged out,

ser narme | |

Passwiord | |
o Encrypted login

Faorgok vour password?
Click. here For Fast login

Powered by Icebarp Software Merak Email Server
Ice'wtarp Web Mail 5.5, 1 (Registered)

IceWarp Web Mail Login
2. Enter your NAEP ID (not case sensitive) in the User Name textbox.
3. Enter your NAEP Password (case sensitive) in the Password textbox.
4. Click the Login button.

Your browser will refresh and you are redirected to the Ice Warp Web Mail main page.
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https://198.232.250.29:32001/mail/�

The IceWarp Web Mail Interface

The IceWarp Web Mail Interface has a Microsoft “Outlook-like” look, and provides many
features for accessing and managing your e-mail. From this page, you can create,
send, and retrieve & reply to mail, manage mail folders, manage Address Book entries,

search mail messages for specific text references, and modify the preferences settings
of this interface.

2 Inbox (2/0) - IceWarp Wehb Mail (NAEPD120) - Microsoft Internet Explorer
File Edt View Favaorites Tools Help !';'
3 L] — n Ty
. 5 ) =] i - £ | K- B | ¥
@ Back ?) \ﬂ @ (nl | Search W Favnarites @Mecha {? = Lg i
Address @:j https: (198,232, 250, 29: 32001 /mail/blankskin. html?id=40c 286286 eedS96af 09ch9a1 bObbS 23S V| =4 Go Links
GO-.ngcv' V| [C] search - @ 52 | B Popups okay | aurorll g options 8 Sisnaot 2
i Gt Messages | i New Message | 20 Search | L) Address Book 7 | 5] calendar 7 | 5 Settings 7 | 1
# = Folders [] @~ Subiject Frarm b Time Length !
= Inbox s [ 8=y Fw: Returning Materials to the HSTS Field Room  CARCLYH ESTES 18.04.05 11:11 S5 kE
= Drafes []8=3Re: Good Marring! CARCILYM ESTES 18.04.0511:07  9.34kB
= sent £2)
= 1rash (1)
iufxiiuove '::;'ESeIected messages ko Igbm-: :m Delete Selected
ﬂj Done é a Inkernet

IceWarp Web Mail Interface
The main sections of the IceWarp Web Mail Interface are the Button Bar (fop section),

Folders Pane (/eft-handed section), the Mail Messages Pane (upper right section) and
the View Messages Pane (lower right section).
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Folders

Each of the main e-mail folders (Inbox, Drafts, Sent, and Trash), as well as any
additional folders created for storing mail are displayed within the Folders Pane:

 Inbox (4,0
(O3 prafts (0,0)
(1 sent (4,01
3 Trash (0.0)
#] 3 My mail (1.0

Folders Pane

To view and work with the contents of a folder, click on the folder's name within the
Folders Pane. The content of the selected folder is displayed within the Mail Messages
Pane. As you select individual mail items, the content of the message is displayed
within the View Messages Pane.

Each selectable folder name is displayed as a clickable link, which also displays the
number of items within it. If a folder is empty, the link of the folder's name will not be
present, and the folder's name will show that there are zero items within the folder.
Only when a folder contains items can you then click the folder’'s name and display the
contents within the Mail Messages Pane.

Mail Messages Pane

The mail messages contained within a selected folder are listed within the Mail
Message Pane.

]8> subject Fram k| Length 3
DQQTest meszage Lonnie Broadnas 21.01.2004 16:33 2,22 KB

I:‘ (=9 RE: Arother test rmeszsage from I Lonnie Broadnasx 21,01, 2004 14:45 1.6 KB
DQQTest Mmeszagqe, Lonnie Broadnax 21.,01.2004 14:33 2,73 KB

[0 &3 RE: Test IceWarp Web Mail messa Lonnie Broadnas 21.01,2004 14:10 1,61 KB

Move | Selacted Mezzsages To @ | Inbox Delete Selected ]
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Mail Messages Pane

This pane facilitates the selection, sorting, moving and deletion of mail messages within
the selected folder. The listing of messages within the Mail Messages Pane is divided
into the following columns: Selected (represented by a checkbox), Attachment
(column indicating messages that have file attachments), Subject, From, Time, Length
and Periority (column indicating messages that are marked High Priority).

This pane also contains a “Move/Copy Selected Messages To:” section for moving
messages to other folders, and a Delete Selected button for quickly deleting selected
mail messages within the selected folder. This section also has the following options for
manipulating selected messages: Mark as Read, Mark as Unread, Black list Sender,
and White list Sender.

Note: For the Sent and Trash Folders, an additional button (Empty Sent and Empty
Trash respectively) displays, to facilitate clearing out these folders.

‘m Delete Selected ‘ Delete Selected

Selecting Messages

Each item listed within the Mail Messages Pane has a checkbox next to it for selection
of a given item, to facilitate the copying, moving and deletion of selected mail items.

To select a Mail Item, click on the checkbox next to each mail item within the Mail
Messages Pane. A checkmark displays indicating selection of a given Mail Item. To
De-select a mail item, click the checkbox to remove the checkmark.

To select All Mail Items within the selected folder, click the checkbox at the top of
the Select column. A checkmark displays for all mail items within the folder.

Each mail item displayed within the Mail Messages Pane contains clickable links for the
Subject and From columns, as illustrated below:

[18 > subject From
QﬂTest messaqe Lonnie Broadnax

Links for Subject and From columns

The Subject column link of each mail item contains the text of the subject of the
message. Clicking this link displays the contents of the mail item within the View
Messages Pane. This includes the body of the text, as well as icons and links that
represent file attachments.
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The From column link of each mail item displays the name of the sender. Clicking this
link displays a new Compose Message page containing the e-mail address of the
sender within the To: section of the page. This link facilitates composing and sending a
message to the sender without opening the Address Book.

Sorting Messages

The mail items listed within the Mail Messages Pane can be sorted in
Ascending/Descending order by a select group of columns. The columns for sorting
mail items are: Subject, From, Time and Length. Each of these column
labels/headers are a clickable link.

Sorting mail items within the Mail Messages Pane is accomplished by clicking the
desired column header link. The selected column header is highlighted displaying a
small button with an arrow to indicate the direction of the next sort (Up for Ascending,
Down for Descending), as illustrated below using the Subject column as an example:

(4]
Sort Subject column by Ascending Order

[¥]
Sort Subject column by Descending Order

To Sort Mail Items:

1. Click on the column header link of the desired column

2. Click on the Direction button to sort the column. The Direction button is a toggle button.
Click once for one direction and click again for the opposite direction.

Deleting Messages

Deletion of mail items is accomplished individually, or as a group of items to be deleted
by selecting the desired mail items.

To Delete Mail Iltems:

1. Select the mail item within the folder by clicking the checkbox next to it. Repeat this
procedure for all mail items to be deleted.

2. Click the Delete Selected button (located below the listing of mail items).

The selected mail items are removed from the selected folder.
To Delete All Mail Items within a selected folder:
1. Click the checkbox to the far left of the column header to select all items

2. Click the Delete Selected button.

Note: For the Sent and Trash folders, click Empty Sent or Empty Trash buttons to
clear out all mail items from within the folder.

Page 7 of 28



Printing Messages

Printing a message is performed from the View Messages Pane. The Print button is
located at the far right end of the task bar at the top of the pane.

To print Mail Items:

1.
2.

ooas

You must first view the message. To do this follow steps 2 and 3.

Click on the selected message in the Mail Messages Pane. This opens the View
Message Pane at the bottom of the screen.

Click on the printer icon/button at the far right end of the task bar at the top of the
pane. This automatically opens up a new window displaying an enlarged view of
the message and the Print dialog box.

Select the pages to be printed and the number of copies.

Click on the button labeled “Print”.

After printing, you'll need to close the window displaying the enlarged view of the
message. This will return you to the Mail Messages and View Messages Panes.
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View Messages Pane

The content of individual mail items selected from the current folder is displayed within
the View Messages Pane. One significant difference between IceWarp Web Mail and
Microsoft products (i.e. - Outlook Web Access (OWA) or Outlook Express), is that
Microsoft Mail clients can display the contents of selected messages within separate
windows. lceWarp Web Mail does not. Everything from the From: and To: sections to
the signature of a message and file attachments is displayed within the View Message
Pane.

4 Reply -4 Reply & Delete 4 Reply All (2, Forward (2 Redirect | [l <> | & # | X | A

From: "CARCLYMESTES" <CarolvnEstesidnaspmail. westat.comz= [+] Date : Mon, 18 Apr 2005 09:50:53 -0400 5
To: "JUDY LEEPER" <JUDYLEEPER@naspmail.westat.com= [+]

Subject : Re: Good Morning!

Thanks, Judy!

fussas Original Messane - 2

View Messages Pane

The header information, message text and file attachment information are displayed
within this pane. The top of the View Messages Pane contains buttons for invoking
various e-mail message functions:

Button Description

4 Reply | [ Reply Al Displays the Write Message page containing the particular e-mail
addresses of the sender and those copied.

~ & Reply & Delets Displays the Write Message page containing the particular e-mail

address of the sender. When the Send button is clicked to send the
reply message, the original sent message is deleted.

o Forward Displays the Write Message page. Once a recipient is selected
or entered and the message sent, the original message is
forwarded to the selected recipient.

- Redirect Displays the Write Message page, in preparation for composing and

sending a New mail message. Same as the New Message function.

Previous and Next Facilitates moving to the Previous or Next message within the

E| selected folder, without having to click on the message within the
Mail Messages Pane.

Deletes the current message, or moves it to the Trash Folder, if the

Delete “Move Deleted Messages To Trash” option is selected within

Settings.
Print Displays a new page with header information and a blank

background, and displays the Print dialog for sending the current
message to the printer.

) Opens a new window with a full-size display of the selected
Enlarge Mail @ message.
Displays the server information of the sender, the Message ID
Source

number and the sender’s email address.
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Button Description

Displays the entire information contained in the header, including the
source information.

Full Headers
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Creating and Sending Mail

To compose a new message, click the New Message button within the button bar of
the IceWarp Web Mail Interface:

Mew Message
New Message Button

The Write Message page displays:

2} IceWarp Web Mail (NAEPD120) - Write Message - Microsoft Internet Explorer E|[E|®
| |
| | Bec- | |
Subiject : | |
1
[] HTML message  Charset : |.-'1'-.ut|:| V| Encrypt ] Sign .
Attachment : | || Browse... |m
Save copy to &nt_vi fiolder [[Iread confirmation

Write Message Page
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The Write Message page facilitates selection/entry of e-mail recipients, selection of file
attachments, spell checking of text and priority setting (Normal, High) of a message.
There are also options for indicating whether you wish to receive a Return Receipt,
saving copies of this message to Sent, Inbox, Drafts, and Trash folders, and whether
you wish this message to be sent in HTML format.

Once all information is entered and all options are selected, click the Send Message
button to send the e-mail message.

E-mail recipients
Incorporate recipients of e-mail messages you compose by one of two methods:

e Entry of E-mail Address — Type the e-mail addresses of all recipients within the
To:, Cc: (Carbon Copy) or the Bec: (Blind Carbon Copy) areas of the Compose
Message page. Separate each typed entry within the same recipient e-mail address
area with a semicolon (“;”).

e Address Book Selection — Click either the To:, Cc: (Carbon Copy) or the Bcc:
(Blind Carbon Copy) buttons to display the Address Book, and select from the
current Address Book entries (See Address Book section below). The following
Address Book Page for selection of e-mail recipients displays:

-
A Address Book - Microsoft Internet Explorer

Private address book Global address boaok Impork contacks  Export contacts

Cortacts ¥ Al-ABCDEFGHIIKLMMNOPGQRSTUYWRYZ | User defined v [0
[ Fullname Organization E-mail address

[1¥ rachael Davies Westat RachaelDavies@westat. com

¥ Dward Moore Weskat DwwardMoore@estat, com

E[%“ Cindy Good Weskat CindyGood@estat, com

=i Now Adcress | Detete ] Moty JRRNESITRFETEA Add to Grovw

Address Book Page for E-mail Recipient Selection

To Select Contacts:

1. Click the checkbox next to each Contact receiving your message, according to the
method of sending (To:, Cc: or Bec:).

2. Click the Insert Contacts & Close button.

The selected Contact e-mail addresses are placed in their corresponding areas within
the Write Message page, and the Address Book Page is closed.

Note: See Address Book section for further details on other areas of the Address
Book Page. You will need to populate this address book.
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Spell Checking

Each message composed can be checked for spelling via lceWarp Web Mail's Spell
Checker.

To Spell Check a message, click the Spell Check button on the Write Message Page.
The following page displays:

A IceWarp Web Mail (NAEPO120) - Spell checker -... [ |[E]X]

For a suggested word lisk, a (2xlink will appear next to the misspelled word,
lick the link to see a word Iistl&lg. If there is no speling suggestions, wou can
edit the ward directly in the appropriate waord Figld,

In order to add the word bo wour customer dickionary, a (+) link will appear.

Language ; | English %

This is a test message to |teesst the
|zendiing | of |emaiil |
|meessages | .

m Cancel

Spell Checker Page

The Spell Checker Page displays the content of the composed message, with each
identified misspelled word contained within a textbox. As noted by the instructions on
the page, clicking the (?) link displays an arrow for a drop down menu containing a
listing of suggested words to replace the misspelled, as illustrated by the following:
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A IceWarp Web Mail (NAEPO120) - Spell checker -... [= |[B[X]

For a suggested word lisk, a (73 link will appear next to the misspelled word,
Click. the link to see a word listing. If there is no spelling suggestions, wou can
edit the ward directly in the appropriate word field,

In arder ko add the ward ko yaur custormer dickionary, a (4 link will appear.

Language : | Engish v

This is a kest message ko |_,_ _V| &l the
|zendiing | of | email v |
[meessages | ~ email

rnail
OK] Concel L

Word Suggestion Dialog

If no suggestions are available, the misspelled word can be edited directly within the

textbox.

Clicking the (+) link adds the word to the custom dictionary (i.e. words or terms such as
“‘NAEP”), followed by a confirmation message of the new word being added.

Attachments

The following section of the Compose Message page facilitates the attachment of files

to a message:

Attachrment |

Browse. .. ] More

Attaching files is accomplished by two methods:

1. Entering the Path and Filename of the file to attach within the Attachment textbox.

2. Clicking the Browse... button and navigating to the desired file. Click the Open
button from the Choose File dialog. The path and file name displays within the
Attachment textbox.
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Attaching Multiple Files

To attach more than one file to a message, you must click the More button, located next
to the Browse... button in the Attachment area of the page. This will display another
Attachment Textbox and Browse... Button row on the page. You would then enter or
select the additional file to attach to the message in this area. For each additional file
you wish to attach, you must click the More button to display additional rows for
attaching files. The following illustrates the attachment of four files to a message:

Attachment : |C:vwiestatsDiocs\MAE P Business card template updated doc Browse. ..
|C:vwdestatyDocs\MAE P newsletter notice. doc Browsze. ..
|E:'\Westat'\Dncs"~New Fiax cover sheet doc Browse. ..

41

|C:vwiestatsDocs\Mon-public School Data Collection Form Doc Browse...

To remove a selected file attachment, clear out the attachment textbox of the file you
do not wish to attach to the message. The attachment row will remain, but the file
previously entered/selected will not be attached to the message when sent.
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Logging Out of IceWarp Web Mail

To log out of IceWarp Web Mail, click the red Logout button, located at the upper
right side of the IceWarp Web Mail Button Bar:

Logout Button

The Browser refreshes and the IceWarp Web Mail Login Page displays.
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Retrieving and Viewing Mail
Retrieving Messages
While logged onto IceWarp Web Mail, to download the latest messages sent to you, you

must click on the Get Messages button, the first button on IceWarp Web Mail's button
bar:

%Get Messages

IceWarp Web Mail periodically refreshes the page to display the latest changes (i.e. —
mail moved or deleted) automatically, via the Refresh Interval (Min) property in
Settings.

The Get Messages function checks the mail server and downloads the latest messages
sent to your mailbox on command. [t is the equivalent of Outlook Express’
“Send/Receive’.

Moving Mail
IceWarp Web Mail's Move functionality facilitates the moving of mail items from one
folder to another. As part of organizing the mail that you receive and store, you may

wish to create specified folders and store incoming mail within them.

The Mail Messages Pane contains the “Move/Copy Selected Messages To:” section
for moving mail items to other folders:

bove * | Selected Meszages To ¢ | Inbox %

Move/Copy Selected Messages To: section
To Move Mail Iltems:
1. Select the folder containing the mail ltems (messages) to move.
2. Select Move from the Move/Copy drop down listing.
3. Select the folder to move the mail items to from the “Selected Messages To:” drop
down listing.
4. Click the OK button.

Selected mail items are moved to the selected folder.
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File Attachments

Mail items that contain file attachments are indicated by a paper clip icon next to the
mail item listed within the Mail Messages Pane, and an ear-marked icon within the
body of the message displayed within the View Messages Pane. Also, click on the ear-
marked icon to view the name of the attached file in the form of a clickable link .

To access the Attached File (for opening or saving):

1. Click on the link of the filename. The following dialog displays:

File Download E|
p Some filez can harm your computer. |F the file information below
. lookz zugpicious. or vou do not fully trust the zource, do not open or
zave this file,

File name: FT-Student Letter.doc
File tpe:  Micrasoft MWard Dacurment
Fraom: 198.232.250.29

YWhould you ke to open the file or save it to pour computer?

Open mave | [ Cancel ] [ Mare Info

Open/Save File Attachment Dialog

2. Click Open to open the file. The program of the file’'s type (i.e. Microsoft Word,
Microsoft Excel etc.) will launch and open the file. Click Save to save the attached
file to a folder of your selection. Note: You cannot open a file unless you have an
application on your computer that will open the file.
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Searching Content of Messages

IceWarp Web Mail provides a method for searching the content of e-mail messages for
specific text contained within a mail item. The Search function facilitates the retrieval of
all mail items containing a specified text string (i.e. “Name of a person or business, or a
subject”) within a message.

To Search for a specified text item:

1. Click the Search button on the IceWarp Web Mail button bar:

%Search

Search Button

The following Search page displays:

2 IceWarp Web Mail (naep9001) - Search - Microsoft Internet Explorer g@|g|

Search for messages that contain:

iTESt | ir | &l Folders Ya __SutliECt w | |:| Caze Sensitive

IlceWarp Web Mail Search Page

2. Enter the text to search for within the Search Textbox (/In this example the text to
search for is the word “Test”)

3. Select the flder to search from the Folders drop down listing. Both the IceWarp Web
Mail mail folders and all user-created folders are listed in the drop down.

4. Select the area of mail items to search (Subject, From,To/ Cc or Body).

5. Check the Case Sensitive checkbox if the search for the selected text should be by

case.
6. Click the Search button to begin the search of mail items for the selected text.

In the example above, the search is for all messages, in All Folders, searching only the

Subject line of each message, containing the text of “Test”. After completing the
search, the following page displays:
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| lceWarp Web Mail (naep9001) - Search - Microsoft Internet Explorer

Search for messages that contain:

B(=1[E

[Test [ Search ] ir | All Folders |+ 'Subiect ¥ [Jcaze sensitive

[] Eolder > Frorm Tirne Length
D Sent L'_']I_:est attachrnents nasp3001 032.03.2004 10:532 0.66 KB
[ My mail (59Test reply message Lonnie Broadnax 23.02,2004 17:21 31.87 KB
[] Trash (iTest message from website login naep?001 03.02,2004 11:37 0,32 KB
[] orafts EiTest message blsh blah blsh naep001 01,02,2004 16:17 0,31 KB
[] Trash (iTestmessage 1 naspI001 25.02,2004 17132 27.52 KB
D Trash [(—fTestrmeszaqe Lonnie Broadnax 01,03, 2004 15:34 2 KB

[] tnbox  EiTest messzage Lonnie Broadnax 20,02,2004 11:56 Z kB

[] Trash (=iTest Message nasp001 24,02,2004 14:50 29.64 KB
D Sent (9Re: RE: Another test messzage from IceWarp  nasep?001 21.01.,2004 15:11 0,59 KB

! P e v Selected Messages To : |Inbox | Delete Selected ]

Search Results Page

The messages meeting the search criterion are displayed. The mail items are listed in
columns similar to mail items listed with the Mail Messages Pane. This page contains
columns for Mail Item Selection, Folder the message resides in, Subject line of the
message, From, Time and Length.

This page also contains a “Move/Copy/Mark as Read/Mark as Unread Selected
Messages To:” section for moving messages to other folders, and a Delete Selected
button for quickly deleting selected mail items displayed within this page.

To View a Message, click on the Subject Link of the desired message within the listing
of mail items found. The contents of this message are displayed within the View
Messages Pane.

To Move or Delete Mail Items:

1. Click the checkbox of the desired mail item (or click the column header checkbox to

select All Mail Items).
2. Perform the desired function (Move or Delete).
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Address Book

To open the IceWarp Web Mail Address Book, click the Address Book button within
the IceWarp Web Mail button bar.

(& address Boaok
Address Book Button

The following page displays:

—

<3 Address Book - Microsoft Internet Explorer

Private address book  Global address book.  Impork contacts  Export contacks
| Cortocts v| All-ABCDEFGHIIKLMNOPQRSTUYWXYZ | User defined v [[ETY
[ Fullname Organization E-mail address
1% cindy Good W-esi:ai: CindyGood@estat.com
1% Dward Moore Weskat DwwardMoore@iest at, com
1% Rachael Davies Weskat RachaelDavies@westat,com
I,

Add New Address m [ weeee Mew group - v_i Add to Group

IceWarp Web Mail Address Book

The Address Book Page facilitates the creation, modification and deletion of Contacts,
the creation of Contact Groups within the Address Book and the composing of New E-
mail Messages for individual Contacts.

The adding, editing, and deleting of contacts within the Address Book, as well as the
creation of Contact Groups, is accomplished via the Contacts Management section of
the Address Book Page illustrated below:

Add New Address m | ----- Mew group - vl Add to Group

Contacts Management for Contacts and Contact Group entries

The Add New Address, Delete and Modify buttons manage the contacts entries of the
Address Book. The New Group drop down listing and the Add to Group button
manage the creation and selection of Group Contacts.
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Selecting Contacts

The listing of Address Book entries (Contacts) within the Address Book Page are
divided into the following columns: Selected, Full Name (First and Last Name of the
Contact), Organization (Company Name — optional), and E-mail Address.

To select a Contact, click on the checkbox next to each contact within the Address
Book Page. A checkmark displays indicating selection of a given contact. To De-select
a contact, click the checkbox to remove the checkmark for each contact selected.

To select All Contacts Items in the Address Book, click the checkbox directly to the
left of the Full Name column heading. A checkmark displays for all contacts.

Each Contact displayed within the Address Book Page contains clickable links for the
Full Name and E-mail Address columns, as illustrated below:

Organization E-rail Address
Callie Gilberti Westat CalliedGilberti@naepmail, westat, com
Chriz Schroeder W estat ChrisSchroeder@naeprnail. westat com

Links for Full Name and E-mail Address columns

The Full Name column link of each contact contains the First and Last Name of the
contact. Clicking this link displays the Contact Information Page containing all the
current information entered for the selected contact.

The E-mail Address column link of each contact displays the E-mail Address of the
Contact. Clicking this link displays a new Write Message page containing the e-mail
address of the contact within the To: section of the page. This link facilitates composing
and sending a new message to the selected contact.

Sorting Contacts

The contact items listed within the Address Book Page can be sorted by a select group
of columns. Unlike items listed within Mail Messages Pane, Contact items can only be
sorted in Ascending order. The columns for sorting contact items are: Full Name,
Organization and E-mail Address. Each of these column labels/headers are a
clickable link.

To Sort Contact Items, click on the column header link of the desired column

Filtering Contacts

The Address Book Page facilitates the filtered view of contact items listed. The Address

Book Page contains an Alpha Filter section, which provides for the viewing of select
contacts by the First Letter of the Contact Full Name column, as illustrated below:
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\A_II-ABgQEFGHIJKLMNOPQ&STuuwxvz\
Alpha Filter

The Alpha Filter displays each letter of the alphabet as a clickable link, corresponding
with contact entries whose full name begins with a given letter. The only letters within
the Alpha Filter that appear as links are those with contact entries beginning with that
letter.

To Filter Contact Items by Full Name, click a desired letter link within the Alpha Filter.
The Address Book Page is refreshed and displays only contact entries whose Full
Name begins with the selected letter.

The All item of the Alpha Filter restores the view of all contact entries within the
Address Book.

The Groups item displays only Contact Groups created within the Address Book.

Creating Mail from an Address Book Entry

The Address Book Page provides a quick way of selecting and composing a new
message for a Contact.

To Create a New Message From a Contact:

1. Click the E-mail Address link of the selected Contact entry. The Write Message
page displays containing the e-mail address of the contact within the To: section of
the page.

2. Complete entry and selections for the new message, then click the Send Message
button.
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Create Contacts

To Create a New Contact within the Address Book:
1. Click the Add New Address button from the Contacts Management section of the
page. The following Contact Information page displays:

3 lceWarp Web Mail (NAEPD120) - Address Book - Microsoft Internet Explorer,

Save | Cancel

Contact name : | |

gt Title First name Middle name Surname

: | | | | |
Mick name | |
| [Cotogores |

E-mail address :

Organization [+]
Phones [+]

Other addresses [+]
other [+]

Public Certificate (PEM Format) [ +]

Contact Information Page

2. Complete entries for Contact Name and E-mail Address fields.
3. Complete entries for any additional information.
4. Click the Save Changes button to add the New Contact to the Address Book.

Create Contact Groups

To send or forward mail items to a specified group of contacts (i.e. — Supervisors, Field
Managers or Home Office Staff), you create a Contact Group. A Contact Group is a
distribution list of e-mail addresses identified and given a name, to facilitate the sending
of mail items to a select group, without individually selecting contacts when composing
a new mail item.
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Once created, and all desired Contacts are selected for the new Contact Group, to send
or forward mail to these contacts all is required is to select the Contact Group entry
within the contacts listing.

To Create a New Contact Group within the Address Book:

1. Select all of the Contacts to be included within the new Contact Group, by clicking
the checkbox next to each Contact entry.

2. Click the Add to Group button from the Contacts Management section of the page.
The following New Contact Group Name prompt displays:

Explorer User Prompt

Script Prompt:

Enter name of new group:;

|

Cancel

i

3. Enter a name for the new Contact Group, and then click OK.

The new Contact Group is added to the Address Book, the Groups listing is refreshed to
show the new Contact Group entry, and the New Group drop down listing contains the
new group reference.

F

22 Address Book - Microsoft Internet Explorer

Private address book. Global address book Import contacks Export contacts
[ Contacts v All-ABCDEFGHIIKLMNOPQRSTUYWXYZ | User defined v
[] Eulname Oroanization E-mail address
s Rachael Dhavi;as NWestat RachaelDavies@west sk, com
1% oward Moore Westat DwardMoore@Westat,com
1Y cindv Good Weskat CindyGood@westat,com
Dettc | Wodty IRNTTIMT]  Aod o Group |
----- Mew group -----
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The following illustrates the results of selecting contacts from the Contacts Listing, and
creating a new Contact Group named “NAEP”. To access a Contact Group, click on the
Contacts drop down menu and select Groups.

22 Address Book - Microsoft Internet Explorer

Private address book Global address book Import contacts Export contacts
Groups w | Al-ABCDEFGHIIKLMNOPQRSTUNWRYZ

Groups |

. JNAEP]

[T a¥ rachasl Davies" <RachaslDavies@westat,com:= ; "Dward Moore" <DwardMoore@iwestat,com > ; "Cindy Good"
<CindyGood@\Weskat, com =

=0 New Group— ] Delete | Moy

Address Book Page displaying New Contact Group

Modify Contacts

To Modify a Contact:

1. Select the contact by clicking on the checkbox next to the desired contact in the list.

2. Click the Modify button from the Contacts Management section of the page. The
Contact Information Page displays containing the current information entered for
the selected contact.

3. Complete the editing of the selected contact’s information, and then click the Modify
button.

Delete Contacts

To Delete a Contact or a Contact Group entry:

1. Select the Contact or Contact Group by clicking on the checkbox next to the desired
entry in the list.

2. Click the Delete button in the Contacts Management section of the page.

The selected entries from the list are deleted.

Closing the Address Book

To close the Address Book, click the “X” button in the upper-right corner of the page
to close the Window.
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Settings
No changes should be made to any of the settings in IceWarp.

General Settings

Note: No changes are to be made to Certificates, Accounts, Folders, Client Rules, or
Server Rules. Changes could jeopardize your connection to email at Westat.
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NAEP

SYSTEMS REFERENCE MATERIALS

“How Do I Get to....”

“Using the Various Dial-Up Connections”

“Updating Telephone Numbers in AT&T Dial-Up Connection”
“Command AntiVirus Updating Definitions”

“Is Your Laptop Clock Right?”

“Cleaning the Print Head on a BJC 80/85 Printer”



10/12/05 HOW DO I GET TO.....?
SCHOOL CONTROL, TRANSMIT TO WESTAT
MATERIALS ORDERING, and STUDENT DATA SYSTEM (SDS) E-MAIL & update AntiVirus
MATERIALS TRACKING
SYSTEMS OUTLOOK EXPRESS

Start by going on the Internet.

e Double click “Shortcut to AT&T”
on Desktop.

e Use AT&T ID and password*

e Use local phone number when
possible

e  When connected, double click on
Internet Explorer icon to open
browser.
Go to www.mynaep.com
Log on with NAEP ID and
password**

On MyNAEP Options page, select

from:

e School Control System (SCS)

e Westat — Materials Ordering
System (MOS)

e Pearson link to their MOS and
MTS

With personal computer, access
Pearson’s site at:

Record Web Address

The SDS is on your laptop.

e Double click SDS icon on your
Desktop

o Enter the password (sds2006)
when requested.

Double click Outlook Express (OE)
icon on Desktop.

To send and/or receive messages:

e Click Send/Receive
e  Select Westat or the appropriate
prefix
(8 Prefix Westat or
9 Prefix Westat)
e  Use NAEP ID and password**
e  Click Connect

[Some users prefer to minimize OE
after composing a message and
connecting to Westat using the dial-
up connection on the desktop, then
maximize OE and click
Send/Receive.]

ICEWARP
Using your personal computer with
high-speed Internet connection, enter
this URL in your browser:

https://198.232.250.29:32001/mail/

Connect to Westat and then to the
transmit site as follows:

e Double click on appropriate
Shortcut to Westat (with or
without prefix)

e Use NAEP ID and password**

When connected to Westat:

e Double click on Internet Explorer
to open browser

e Click Favorites and select

NAEP fos

(which takes you to
mynaep.fos.westat.com).

e Click Transmit in list of options
(do this daily)

e Click AntiVirus update link (you
should update weekly)

*AT&T User ID format:
cdwtt.cdwtt plus 2 numbers OR
cdwtt.cdtt plus 3 numbers

AT&T password format:
3 letters 3 numbers
(letters & numbers same as in
NAEP password)

[AT&T has 6 digits, NAEP 7 digits]

Record your AT&T user ID and
password below:

(AT&T user ID)

(AT&T password)

**NAEP User ID format:
NAEP plus 4 numbers

NAEP password format:
3 letters, symbol, 3 numbers
(letters & numbers same as AT&T
password)

Record your NAEP user ID and
password below:

(NAEP user ID)

(NAEP password)

Help Desk phone number: 888-499-6237
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USING THE VARIOUS DIAL-UP CONNECTIONS

: g To transmit or update Command AntiVirus (CAV),

- Lt double click on this icon first (unless you need prefix while
WinZip Shorteut to traveling, in which case use one of the other shortcut to
Westat icons) and connect.

L
ﬁc . To send/receive e-mail messages, double click to open

Command Dbl Outlook Express first.
Anitivirus i

When traveling, to transmit or update CAYV, double click
on one of these icons first and connect.

To get to MyNAEP for SCS, Westat MOS, and Pearson’s
MOS & MTS, double click on this AT&T shortcut to open
the Connect AT&T window shown on next page.

Inkernet
Explorer




Connect ATRT

|lzer name: | cdwatt, cdwattsl |

Pazsword: |Hﬂ chamge fhe saved passward ofick heral |

Connect AT&T

Sawve thiz uzer name and pazsword for the following users:

%) Me anly
{3 Anyone whao uzes thiz computer

A

window.

Allows you to select
among numbers stored

1.800.590.4857 - Not Tall Free

Dijal l Cancel Jl_ Properties H Help

Dial-up Connection

Select the service you want to connect
to, and then enter your uzer name and

[ ]5ave pazsword

Cannect aubomatically

Lgnnnect J [ Settings... ] ['W'-:urk foline]

and to add new
numbers.

paszward.
Connect to; 9 Prefix Weskak |
U ) 8 Prefix \Westat —
L LR © P i \iestat |
) ATE&T
Pazzword: Wk sk

This is the dial-up connection
window that you will see when
you double click on the
Internet Explorer icon.

Allows you to select the AT&T
dial-up connection if you are
calling from home and do not
need a prefix. If you need the
prefix, double click on the
AT&T shortcut icon first.




Connect Westat

Ulzer name: | MAEPOOSS |

Pazzword: | |

[ ]5ave this user name and passward for the follawing users:

b onli

Anpone who uzes thiz computer

Diak 1.888.601.5075 v

[, Dial J[ Cancel J[ Properties J[ Help J

Connect to Westat
window. You will see
this when you double
click on any of the
Westat shortcuts.

The phone number and
prefix you see will
depend on which
shortcut you select.
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