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3.2  Deleting Messages

You can delete messages from any folder other than the Deleted ltems
x folder by clicking once on the message (highlighting it) and then clicking on
Delete the Delete icon. The message will automatically be moved into the Deleted

Items folder. You can also drag and drop a message to Deleted ltems as
you would from any folder to another.

3

Folders 2| ¢ @l | From Subject Received

(43 Outlook Express = Michele Graber Cubell Test message 10/20/2002 4:13 AM
- @ Local Folders

+- % Inbox
@ Outbox

S Sent Items

=
5B} Drafts

Multiple messages may be deleted at one time by clicking on the first message, then
holding down ‘Shift’ or ‘Ctrl’ before clicking on another message. ‘Shift’ allows you to
mark a continuous block of messages, and ‘Ctrl’ allows you to mark one message at a
time. Once all messages are highlighted, click on ‘Delete’ to move them into Deleted
ltems.

Messages are retained in Deleted Items until you until you choose “Empty ‘Deleted
Items’ Folder” from the Edit menu. You can also change a default setting under
“Options” on the Tools menu to automatically empty the Deleted ltems folder when you
exit from OE.

If you move a message into Deleted Items and change your mind, you can drag and

drop it back into its original folder. However once you choose “Empty Deleted Items,” it
is not possible to retrieve a message.

3.3  Attachments

Attachments are files (such as Word documents or Excel spreadsheets) that you literally
attach to your e-mail message. Attached files are sent to the recipient with the e-mail
message and are available for the recipient to open when they receive the message.
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3.3.1 Adding Attachments

To add an attachment you click on the ‘Attach’ icon (blue paperclip)

Fle  EQE  wiew  Insert  Format  Tools  Message  Help W
- i£) .

= ob | | K4 ﬁ’ -.i U

Send Lif Fa Ind Check  Speling Priority

A box will open asking you to locate the file you want. Once you locate the file you want
to attach:

1. Click once on the file you want and then click ‘attach’. When the file is selected
the area behind the file name will turn blue and the name of the file will appear in
the ‘File name:’ field (circled in the pictures).

2. Then click on the ‘Attach’ button.

=

Insert Attachment Insert Attachment

Loak it | (L) My Documerts v D ¥ B Loak in: i () My Documents v 0 e e
(Field manager braining () SAMPLED SCHOOLS |5 Field manager training () SAMPLED SCHOOLS '
@ My Data Sources !ﬂ Training = ! Iy Data Sources 25 Training
ILZ)My eBooks 15 Yideo Library (1 ' ii’a’jMy eBooks I video Library
lﬁ-i’.My Music @B_DSDI_‘?BS‘I?QD.XL& [y Music ]

I:ﬂMy Pictures iiﬂMy Pictures

(CINAEPQC SCREENS ‘lﬁmnEPQC SCREENS
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_!
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[1Make Shortcut to this file [] Make Shartcut ta this file

After you click on the ‘Attach’ button you will be returned to the message you are
creating/replying to. There will be a new filed called ‘Attach:’ which will show the file you
attached (circled)

rﬁ New Message |Z”E|b__<|1

File Edit Wiew Insert Format Tools Message Help
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If you want to attach more files, click on the attach icon or go to Insert and select ‘File
Attachment’ and then repeat the steps for attaching a file. You can attach as many files
as you would like, however if attach too many files or files that are very large it will take a
long time to upload those files and you could time out. Additionally some mail servers
limit the total size of any e-mail (which includes the size of the attachment(s)) which
could cause the e-mail to be returned without being delivered.

Usually (although not always) Microsoft Word and Excel files are small enough that there
should be no problems. PDF files (the ones opened in Adobe Acrobat Reader) are
usually larger and could create problems if you attach a long PDF file or multiple PDF
files.

3.3.2 Saving Attachments

*NOTE* While you can save any attachment, you cannot open or view the contents of
that attachment unless you have the correct software to open or view the attachment.

There are two ways you can look at e-mail messages. You can either:
= Click on the message once to read it in the ‘Preview’ pane; or

= Double-click the message to open the message in a new window.

Each has a slightly different process for saving attachments to your laptop.

3.3.2.1 Saving Attachments from the ‘Preview’ Pane

To save attachments from the ‘Preview’ pane, click on the yellow paper clip once. This
will bring up the ‘Open Attachment Warning’. Move to section 3.3.2.3 to see how to
proceed.

From: MAEPQC To: Harlanluxenberg@naepmail.westat.com  Ce: FIELDMANAGER@NAEPMAIL . COM; FIELDDIRECTOR@MNAEPMALL, COM y
Subject: Data Collection Issue: B_0301_4534790 {Mame of School) f

¥ B_0501_463

Dear STPERVISOR NANE:

Save Attachments...

This 15 a computer-generated ernail resulting frotn data quality checles
that have been conducted on & dministration Schedule data recerved from

3.3.2.2 Saving Attachments when Messages Opened in a New Window

If you opened the message in a new window you will see a field called ‘Attach:’ (circled
in the screenshot). Double click on the filename in this field and the ‘Open Attachment
Warning’ box will appear. Move to section 3.3.2.3. to see how to proceed.
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& Data Collection Issue: B_0301_4834790 {Name of School) X |
File Edit View Tools Message Help ;','
& & v < X © O u
Reply Reply &l Forward Print Delete Previous Mext Addresses
From: MAEPCQC
Date: Monday, August 07, 2006 3:16 PM
To: HarlanLuxenberg@naepmail westat.com
Cc: FIELDMAMAGER@MNAEPMAIL ZOM; FIELDOIRECTOR@MAEPMAIL, COM
i Name of School)
~
Dear SUPEEVISOR MANE:
This 15 a computer-generated email resulting from data quality checks

3.3.2.3

Saving Attachments from the ‘Save Attachment As’ Box

Saving attachments from both the
‘Preview’ pane and new message
windows will cause a box to open up
called ‘Open Attachment Warning'.
This is the same box that you open
when you want to see a file before
saving it. However this time you want
to make sure the radio button next to
‘Save it to disk’ is filled.

Then click ‘OK’ to save the file. A new
box (‘Save Attachment As’) will open
asking you where to save the file.

Open Attachment Warning

2

Opening:
B_0301_4834790.5L5

Some Files can contain viruses or otherwise be harmful ko
wour computer, It is imporkant to be certain that this file is
fram a trustworthy source.,

what would you like to do with this File?
O Open it
(%) Save it to disk

Always ask before opening this tyvpe of File

J [ Cancel

| [
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The default is ‘My Documents’. Select the location you wish to save the file and then

click ‘Save’.

—
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e =
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iy Computer

|
‘;_;l File name: V] |_ Save
- ! | {:
bl Metwork, Save as type: !Attachment B w I I Cancel

You have now saved that single attachment.

*NOTE If there are multiple attachments you must repeat this process for each

additional attachment.

3.3.3

Opening Attachments

Opening an attachment (without saving it
first) is very similar to the process for
saving a file. However to open an
attachment you need make sure ‘Open it’
is the selected choice.

Click on ‘OK’ to finish opening the
attachment.

Open Attachment Warning

Y

Opening;
B_0301_4834790,%L5

Some files can contain viruses or otherwise be harmful to
wour computer, Ik is impartant to be certain that this file is
from a trustworthy source,

‘what waould vou like to do with this File?

l:f:,“itlpen ir 4—————
() save it to disk

Always ask before opening this type of file

I OK, l [ Cancel l

*Note* You cannot open a file unless the software the file was created in is installed on
your computer. For example, you will not be able to open an Excel spreadsheet unless
you have Microsoft Excel or Excel reader installed on your laptop.
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3.4  Address Book — Adding Contacts and Using Contacts

: Outlook Express is set up with the address book already containing

o NAEP field staff and home office staff names. As previously described,
Addresses you can use the “To:” or “Cc:” buttons to access the address book and
insert recipients into a new, forwarded or reply message.

At times you may want to go directly to the address book to add or delete names, or to
update information for existing names. To do so, click on the ‘Addresses’ icon and a
screen similar to the following will appear (your list will be shorter or longer, depending
on how many Westat staff you interact with using email).

" Address Book - Main Identity
File Edit View Tools Help

(=l X = = & — Type name here

Mew Properties Delete  Find People Print Action /
Type name or select from list:

Shared Contacts
23 Main Identity's Contacts

or

Mame ¢ E-Mail Address Business Fhone | Hi#
.ﬂ\nn Yablonski AnnYablonski @fos.westat... Click on name in
EZ)august Schaeffer Augustschaeffer @fos.we... |- the list t lect
[E=lBarbara Davidsan BarbaraDavidson@fos.we... e list to select.

E=lBarbara Hall BarbaraHall @fos.westat.c...
EZlBarbara Master BarbaraMaster @fos.wes

E=lBarbara schmitt BarbaraSchmit §.west...
[EZlBarbara siems BarbaraSiems 2fos.westa...
[E=lBarbara Van Inwegen BarbaraVan Inwegen@fos...
E=lBenton Stewart BentonStewart @fos.west...

EZlBetty Anne Tague Betty AnneTague @fos.w...

EZIRew Wasnn FeviWasnn @fns . westat.com

< LIS *

127 items

One of the nice features of OE is that you can add a large amount of business and
personal information such as phone number, home/work addresses, fax number, and
other relevant data to each basic address book entry (hame and email address). This
allows your address book to also function as a “contacts” list, which can be used as a
quick reference for a phone number or other information.

» To add someone to the address book list, click on the New icon and select New
Contact. OE will then prompt you to fill in the appropriate information.

= To delete an entry you click once on the name (highlighting it) and then click on
the Delete icon.

= To view or update information for an entry you click once on a person’s name
(highlighting the name) and then click on the Properties icon.
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OE allows you to enter a new address recipient (contact) in several places:

In the OE window
= Select File, New, then Contact; OR
= Choose Tools, Address Book, then New, then New Contact; OR

= Click on the Addresses icon, then select New, then New Contact.

Within the Message window

= Select Tools, Address Book, then New, then New Contact.

Within the Address Book window
=  Select New, then New Contact.

Please note that the format of the names and email addresses that you see in your
computer may not be exactly the same as the examples in this document.

3.5 Address Book — Adding Groups and Using Groups

You can create personal groups of addresses from your address book by:

= Clicking on the ‘Tools’ menu, ‘Address Book’ and choosing ‘New’, then ‘New
Group’.

= Clicking directly on the ‘Addresses’ icon, then select ‘File’, ‘New Group’

= Clicking directly on the ‘Addresses’ icon, then click on the ‘New’ icon, then select
‘New Group'.
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The following Properties screen will appear:

(Minnesota Supervisors Properties

Group |Gn:uup Details |

% Type a name faor yvour group, and then add members. After creating the group, vou
can add or remave members at any time.

Group Mame: Minnesota Supervisors| 0 Member{s)

You can add to a group in three ways: select someone from your address book, add a new
contact for the group and your address book, or add someone to the group but not to your
address book.

Group Members:

Mame: | |

E-Mail: | |

Select Memgers
Mew Contact

[ oK H Cancel ]

This tab allows you to
enter optional
address, phone, fax
and comments
information.

Type the group name
of your choice here.

Click here to select
members from your
address book. You
can also add a new
address listing
(contact) by clicking
new contact.

When you click on the ‘Select Members’ button, the Select Group Members screen will
appear (see next page). Click on the member’s name, then on ‘Select’ to add one name
at a time to the group list. You can also double-click on the name or use the Windows

‘Shift’ or ‘Ctrl’ keys to make multiple selections at one time.

When finished, click on ‘OK’ to accept. You can create as many group lists as desired.

If you ever change your mind, you can delete a name from the Members list by

highlighting the name and pressing ‘Delete’. You can also delete a name from the list
while in the “Group” screen by clicking on the name and then clicking on ‘Remove’.

Click ‘OK’ when the list is complete.
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=

Select Group Members
Type name or select from list:
| P
L ]
|Main Identity's Contacts W | P T
Name - EZ]Barbara Hall
EZ] &nn Yablonski Anny— [% Barbara Master
E=) August Schaeffer Augu EZ]Barbara Siems
Barbara Davidson Barb Betty Anne Tague
EZ|Earbara Hall < Bty
Barbara Master Bart:
Earbara Schmitt Barb:
Earbara Siems Barh:
Barbara Van Inwegen Barb:
Benton Stewart Bert:
Betty Anne Tague Betty »
< | >
[ Mew Contact ] [ Properties ] {_ 3
[ QK l [ Cancel ]

You can search for
a name (first name
then last name) by
typing it here.

Select names then
click on “Select” to
move them to the
list.

You can modify a group list at any time by returning to the Address book and double-

clicking on the group name.

Mame £

E=IMary Graybeal

E=IMary Lou Lubin

EZIMary Rebecchi

E=IMary saunders

ExIMavis Brumer

EZIMerlin Wright

3 Minnesota Supervisors
EX]Muriel Roberts

EZIran williams

EZINancy Cobb

EEIMancy Cnnnins

3.5.1 Using Group Addresses to Save Time

Group Addresses save time if you find yourself constantly sending messages to a group
of people. For example, if you would like to send a message to the same group of
people twice a week, you can create an Address Group and enter one e-mail address to

the message instead of adding six or seven.

26



	Appendix G. Other Systems User's Guide (continued)




