Carmel School District —
Welcome to the eChalk Community

Introduction

eChalk is an online learning environment that connects students, teachers, parents and
administrators within your school and district. eChalk provides your school district with
web based email, District and school Websites, class Web pages, department or group
Web pages, and online tools for teachers, administrators, students and parents that
facilitate 2-way anytime, anywhere communication.

Because safety and security are important in a school environment, eChalk has both
public and private features. Your school and district can choose what information is
available to the general public by publishing items on the public side of eChalk.
Alternatively, you can also choose to allow only targeted groups of your school
community to receive information by publishing it privately. The school community
members then access this information by logging in to a private account.

You can use eChalk to:
v" Communicate digitally using a web —based email system.
v" Keep parents and students up-to-date and accountable with important class

information.

v Interact with students using safe and secure email, online class discussions, and
surveys.

v/ Save time by using online publishing tools to post class activities, projects, and
resources.

v' Keep informed about upcoming district, school and classroom events.

v Store information for easy access from any computer connected to the Internet.
Remember that your eChalk site is available from any computer with an Internet
connection so you can access eChalk from a computer lab, your classroom, the library,
and home.

Have fun getting to know your site and discovering all the new ways you now have
to communicate, collaborate and connect with the members of your school community!
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NOTE: If you do not have your ID & PW to login, please contact your
building site manager for the information.

Logging In

Forgot Paszword?

Usernarne:|mary.brown

Password:|essssse

Need Help? English | &Qaiol

» Tologin:
1 Locate the eChalk login link on your District or school homepage.
2 Click in the space to the right of Username, and type your username (e.g.
mary.brown).
3 Click in the space to the right of Password, and type your password.

ﬁ Note: Dots will appear to disguise what you type.
4 Click the Login button.

ﬁ Note: Your username is derived from your first and last name,
usually in one of the following forms:

¢ Your first name and your last

name separated by a period

(mary.brown) Power Tip: Click the Forgot Password? link on
the login box. This will allow you to send a
e Your first initial and last name message to your Site Manager who can reset
(mbrown) your password.

e If there are multiple users with the
same name, there may be a
number in your username
(maryl.brown).

Contact your Site Manager if you need your username and/or password.

Questions? Contact support@echalk.com or 1-800-499-2741
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First Time Log In

The first time you log in to eChalk you will go through a one-time procedure to activate
your account.

P To complete the first-time log in process:

1 Click the Accept button located at the bottom of the Acceptable Use Policy (AUP).
This policy was written by your school or district and outlines the guidelines of
acceptable use for your eChalk site.

Help | Support Center | Contact Us | User Policy | Logout Rober Levinson Prototype High School

Review the Acceptable Use Policy
then click the Accept button at the bottom of the screen 1o activate your account

Prototype School Aeceptable Use Policy

1. You are entirely responsible for all activities conducted through your eChalk account.

2. Youwill not use your eChalk ascount to:
a bransmit or cause the transmission of any harassing, threatening, or ctherwise abusive messages, data or information
b. postor transmit any unsolicited adverlising, promoticnal or marketing materials

3. Youwill not viclate any privacy rights or rights of publicity of any perzen.

4. Youwill not attempt or assist others in attempting to compromise the security or integrity of your school’'s eChalk system

Wiclations of this Acceptable Use Falicy may result in the termination of all privileges relating to the uze of your schosl's eChalk
systern

=Y. -3

2 The next screen requires you
to change your account
password. Type a hew

* New Password: | |

password in the New * Confirm New Passward: |
Password box and then re- * Indicates required fields
type it in the Confirm New

Password box below.

ﬁ Note: Try to choose a password that is easy for you to remember but
hard for others to guess.

3 Click the Submit button.

*Remember: The next time you log in to eChalk you will need to use the new password you
selected.

Questions? Contact support@echalk.com or 1-800-499-2741
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Setting Your User Profile

The next screen will help you set your User Profile. Your User Profile tells the system
specific information about who you are at your school and categorizes you in the Faculty &
Staff Directory accordingly.

This information will also display on your personal profile page, which can be viewed from
your school homepage if you choose to make the page public.

“ Mrs. Woods
Mrs. Woods 34 Office Hours
/, leah d hool.echal com MIT.W 3_ 3:3']
¥ Teacher Room
Prototype High School 505
Grades Taught
9-12
Biography Classes Taught
| have heen teaching at Prototype High School for 5 years, | ) ﬁlhﬁr?de g |
am currently the head ofthe Art & Design Department and ArtHistory Seclion ] aH-12340)
the Internship Development Program. * Building Caonstruction

= Construction-Period 1
Personal Message

Dream, Design & Build!
Groups
= Art History Subject Area
 Meet our Faculty &
Administration
= School Store

It is only necessary to complete the required fields (identified by red asterisks) during the
first-time log in process. You will be able to access this information again to make additions
and changes once you have activated your account.

In Step 1 on the Profile page, select a position from the Position in School/District drop
down menu. Teachers will also be required to select the grades they teach in the Grades |
currently teach field.

ﬁ Note: Teachers also need to fill out the Subjects & Courses field in
Step 2 of 3. This area requires you to choose the subject(s) and
course(s) that you teach and will categorize you in the site directory
appropriately. Within the My Classes section of your user account,
you will be able to specify the exact name of your class.

P To select the courses you teach (Teachers only):
1 Select your subject area from the Select a Subject drop down menu.
2 Highlight a course name from the Select a Course field.

3 Click the Add button to move the course into the Subject & Courses field. You can
select and add as many subject and/or course names as apply.

Questions? Contact support@echalk.com or 1-800-499-2741
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Subject, course and position listings are maintained by the Site Manager and Site
Administrators at your school or district. Please contact your Site Manager to suggest a new
subject, course or position.

When you have finished completing your User Profile, click the Finish button at the
bottom of the page.

My eChalk Community
Personal User Accounts

After completing the first time login procedure, you will have your own private password-
protected eChalk account.

Personal user accounts include access to the following features:

My Email

Allows users to send and receive email messages, and also includes more sophisticated tools
such as an address book to store other contacts. E
a

My Account

= Files = Provides you with the ability to save files, like Microsoft Word
documents, to your account. This allows you to access files at any
time from any computer with an Internet connection.

= Bookmarks — Allows you to store a running list of favorite Internet
links.

= Profile= Enables you to edit and update your account information
and also to change your password.

Help | Support Center | Search | Contact Us | User Policy | Logout Robert Levinson

My Files

Prototype High School

My Email )

—View Another Folder— +

m m Send Mail

/ Info & © File Name Date Uploaded Size
[0 e= & Classrooms htr 11-Jan-2007 12:44 PM 2k
[ = & Leadership Teams. pdf 11-Jan-2007 12:43 PM 709 k
[0 == & Signfortable doc 11-Jan-2007 12:44 PM 52k
[ Setect Al

Send Mail Space Available: 9.25 MB of 10.00 MB

Questions? Contact support@echalk.com or 1-800-499-2741
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My Classes

Allows teachers to post assignments, collect student work and share class materials. Allows
students to view assignments, submit homework, collect class materials and participate in
online discussions.

My Groups

Through eChalk Groups, administrators, staff, teachers, students and parents can post,
share, and discuss special events, important files, and interesting Web links, quickly and
easily by department, grade-level, or other organization.

My eChalk Community
My School Tools

From your user account, you will also have access to other school tools, including:

= Homepage — Displays the content available on your

My Email J school’s homepage. From inside the site, all
information designated as private will now be
My Account | viewable.
= Calendar — Displays a full month view of your
My Classes | school’s calendar including all information

designated as private.

My Groups |

= Discussions — Designated users can participate in
online discussions with faculty and staff, students

and other members of the school community.
My School = Find Members — A searchable directory that lists
p . the email addresses of the members of your
| @ Home page | district’s or school’s eChalk system.

E%. Calendar Now that you have been introduced to eChalk, have fun
= exploring and discovering all the new ways you now have

) E to communicate with other members of your school
£0 ™ Discussions community.

Find
-1 Members

Logout J

Questions? Contact support@echalk.com or 1-800-499-2741
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My Account

Introduction

The My Account area in your eChalk account allows you to store personal
files, access a shared file storage space for your school and district, store
bookmarks for Web sites and build and maintain a personal Profile page.

Files

The Files area allows you to store files, such as Microsoft Word documents,
PowerPoint presentations, and photos in your eChalk account for easy access
from any computer connected to the Internet. Students may even store
homework in their My Files area and submit it to their teacher electronically
using the Homework Drop Box feature in My Classes.

eChalk

Updated: 08/22/07, AS

In This Guide

e Use private file
storage

e Access shared file
storage

e Store bookmarks
o Edit your profile page

Contents:

1 Introduction

1 Files
2 Personal
3  School
4  District

5 Bookmarks

8 Profile

7  Editing a profile:
Teachers &
Administrators

10 Editing a Profile:
Students & Parents

10 Adding a Photo to
your Profile

12 Editing Profile Options

13 Edit Spell Check
Options

13 Changing eChalk
Passwords

14 Troubleshooting/
FAQ
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Files
Personal

Every user with an eChalk account has access to personal file storage in the My Files area (Fig.
5.1). This is a private storage area--no one else can open or view files stored in the My Files area.
Think of it as a locked filing cabinet for which only the user has the key.

Logged in as Shamus O'Malley Help | Support Center | Search | ContactUs | User Policy | Logout

My Files

Prototype High School

] My Email —View Another Folder— +

8| My Account

J Info & 6 File Name Date Uploaded Size
[0 == & Disp Rpt 12 : 29-Dec-2006 10:11 AM 24 k

Bookmarks [J] == & Email Security Definitions 12-19-08.de 29.Dec-2008 10:11 AM 46k
Profile | O - 29-Dec-2006 10:08 AM 51k
E My Classes [0 = & School Handbook.doc 29-Dec-2006 10:11 AM 24 k

[0 == & Student reviews.doc 29-Dec-2006 10:11 AM 24 k
L] My Lessons [ Select Al

Send Mail Space Available: 9.83 MB of 10.00 MB

m My Groups

m My School

é Manage Site

4 Logout % Power Tip: You no longer need to carry around disks

or flash drives. Instead save your working documents
in your eChalk account and you can download them on
any computer with Internet access.

Figure 5.1

P To store a file in My Files:

Log in and click the My Account button on the side toolbar.

Click the Add button. The Add Files page appears.

Click the Browse button to select the file to add. A directory window opens.
Navigate the directory until you locate and select the file to be stored.

Click the Open button to select the file to upload. The Add Files page reappears.
Click the Upload button.

The My Files page will reappear when the process is complete.

NOOPL,WN=

fNote: Before you start, be sure you know where the file you will
upload is saved on your local computer (maybe on your Desktop, or
in your My Documents folder).

P To email or access (download) a file from My Files:
1 Log in and click the My Account button on the side toolbar, the My Files page will
display.
2 To email afile, click the checkbox to the left of the filename and click the Send Mail
button. This will bring you to the Write Mail page where the file will be attached to an

Questions? Contact support@echalk.com or 1-800-499-2741
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email which you can send to another user. Refer to the My Email Feature Guide for
further instruction on sending email.
To download and work with a file, click on the file name link or the Open file in a new
window icon . When the file name link is clicked the File Download window
opens, displaying three Download Options:
« Download option #1 provides the option to open the file in a new Web browser.
« Download option #2 provides the option to open the file in its registered
application.
« Download option #3 provides the option to save the file to your computer. To
do this, right click on the Save icon or hyperlink and choose Save Target As...

School

School

teachers and administrators can share files with other teachers and administrators

through the School Files area (Fig. 5.2). The School Files area is only accessible to teachers,
administrators and staff members with eChalk accounts at the same school site; students and
parents do not have access to this area.

s
@ 4

School Files

& A

\ttendance Sheets

i—View Anather Folder— iv
=Yiew Another Folder—
My Files
School Files
District Files

Info & € File Name

th Grade Lesson Plans

th Grade

th Grade Algebra Lesson Plans
Power Tip: Creating a folder or adding a file to the

&

School Files area requires Site Administrator

 Contest privileges.

@

urriculum Materials

@ Faculty and Staff Handbook

@

srade Publishing Files

Figure 5.2

P  To email or access (download) a file from the School Files directory:

1

2

3

Log in and click the My Account button on the side toolbar, the My Files page will
display.

Click the View Another Folder drop down menu, and click on School Files. The
School Files page will display.

Click a folder name link to open the folder. The titles of the files stored in that folder will
display.

To email a file, click the checkbox to the left of the filename and click the Send Mail
button. This will bring you to the Write Mail page where the file will be attached to an
email which you can send to another user. Refer to My Email Feature Guide for
further documentation on sending email.

Questions? Contact support@echalk.com or 1-800-499-2741

3
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5 To download and work with a file, click on the file name link. When the file name link is

Files

clicked the File Download window opens, displaying four Download Options:

» Download option #1 provides the option to open the file in a new Web browser.

« Download option #2 provides the option to open the file in its registered
application.

« Download option #3 provides the option to save the file to your computer. To
do this, right click on the Save icon or hyperlink and choose Save Target As...

« Download option #4 provides to option to save the file to your My Files folder in
eChalk.

District

District-level employees can share files with all teachers and administrators throughout the
district through the District Files area (Fig. 5.3). The District Files area is only accessible to the
district’s teachers and administrators with eChalk accounts; students and parents do not have
access to this area. If your school is not part of an eChalk district, the District Files area will not
display.

i‘-
&
]
]
]

District Files

<D € € C

/ Infa & © File Name

TPRRN

District Files
I~ View Another Folder —

District Files -

Ambrose Test Folder

Board Meeting - Agendas {Final) Recording Secretary
BoardMeeting-Finance

District Curriculum - Math Grad

Popper Test Folder

School Policie

SchoolDemo Folder

Security

[ Copy e GEEETREEEDY Space Available: 17.09 MB of 25.00 MB

Figure 5.3

P To email or access (download) a file from the District Files directory:

1

2

3

Log in and click the My Account button on the side toolbar, the My Files page will
display.

Click the View Another Folder drop down menu, and select District Files. The
District Files page will display.

Click a folder link to open the folder. The titles of the files stored in that folder will
display.

To email a file, click the checkbox to the left of the filename and click the Send Mail
button. This will bring you to the Write Mail page where the file will be attached to an
email which you can send to another user. Refer to My Email Feature Guide for
further instruction on sending email.

Questions? Contact support@echalk.com or 1-800-499-2741
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5 To download and work with a file, click on the file name link. When the file name link is
clicked the File Download window opens, displaying four Download Options:

« Download option #1 provides the option to open the file in a new Web browser.

« Download option #2 provides the option to open the file in its registered
application.

« Download option #3 provides the option to save the file to your computer. To
do this, right click on the Save icon or hyperlink and choose Save Target As...

» Download option #4 provides to option to save the file to your My Files folder in
eChalk.

Bookmarks

A bookmark is a shortcut to a particular Web site or Web page. When you find an interesting or
helpful Web site/page, you can record its address (the URL) within the Bookmarks area (Fig. 5.4)
of My Account.

Sometimes bookmarks are stored directly on a computer’s Internet browser (called Favorites in
Internet Explorer). This means that the shortcut to the Web site/page is only available on that
specific computer. However, eChalk Bookmarks can be retrieved from any computer with
Internet access.

| —] My Email 500
8 i
Files v Edit © Web Site Address Name Category Display in

[0 == www.nasa gov NASA Web Site Science Links

) Butterflies of Morth . )
Profile O America Science Links
é My Classes 0 == www.scholastic.com Scholastic Reference Sites
v nytines o New York Times Online .
7] My Lessons O == www.nytimes.com Edition Reference Sites
| W CHNLCOM i
m R O W, CNN. CO Mews Reference Sites
e M) Sty Click here to see my
i — O == teachers.altschools orgfrwalsky/ other Web page My Web page

Fl ), COM Marco Polo Histary Links
‘& o Site O channel.com The History Channel History Links Profile page
cﬂ Logout O com/main. as Prototype High School  eChalk Bookmark

O = www.coastal edufeducation/portfolio Digital Portfolio Digital Portfolio Profile page

0 Lesson Planner Demao

. Site
y O KidsClick
O Google

Figure 5.4

Questions? Contact support@echalk.com or 1-800-499-2741
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P To add a Web site/page to your bookmarks:

1

2
3
4

7

8

Log in and click the My Account button on the side toolbar. The My Files page
displays.

Click the Bookmarks button on the side toolbar. The Bookmarks screen displays.
Click the Add button.

Type (or copy and paste from another Internet browser window) the Web page
address that you would like to add in the Web Site Address box (e.g.,
www.kidsclick.org)

Type a more familiar or descriptive name for the web page/site in the Name box (e.g.,
CNN News, or NASA Web site)

Optional: Categorizing your bookmarks is a helpful way to keep organized. You'll save
time searching through long lists of bookmarks to find the one you want.

= To create a new category, type a name such as Personal Links, History
Bookmarks, or Travel in the New Category box.

= You may also select a previously created category from the Existing Category
drop down menu.

Optional: Select the Add to My Profile page check box under Sharing to post this link
on your personal Profile page as well.
Click the Save button.

The Bookmark Tool allows you to add a favorite Web site to your Bookmarks list without
being logged in to your eChalk account. If you use the Bookmark Tool, you will be able to just
click an eChalk button in your browser and the Web site you are currently viewing will be
added to your Bookmarks list. See the following instructions for adding the tool.

ﬁ Note: The eChalk Bookmark link will only display if you have Show
Screen Tips checked in the Edit Options page of the Profile
section of your account.

P  To add the eChalk Bookmark button to your browser:

1

2
3

Log in and click the My Account button on the side toolbar. The My Files page
displays.
Click the Bookmarks button on the side toolbar. The Bookmarks page displays.

Click and hold on the eChalk Bookmark link from the Screen Tips at the bottom of
the Bookmarks page.

While still holding the link, drag it up to the Links toolbar located in Internet Explorer.

ﬁNote: This tool is not compatible with Netscape Navigator on
Macintosh computers at this time.

ﬁ Note: If you cannot drag and drop the eChalk Bookmark link to
your Links toolbar, follow this procedure:

= Right-click on the eChalk Bookmark link.
= Select Add To Favorites...

= If prompted that adding the link to favorites may be unsafe, click Yes to
continue.

Questions? Contact support@echalk.com or 1-800-499-2741
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= Select the Links folder. (If there is no Links folder, click New Folder, enter
in Links as the folder name, and click OK. Then select the Links folder.)

= Click OK.

5 You should now see the eChalk Bookmark button on the Links toolbar in your
browser.

P To add a bookmark to your eChalk account using the eChalk Bookmark Tool:
1 Locate a Web site/page that you want to save to your eChalk account.
2 Click the eChalk Bookmarks button in your Links toolbar. (Personal ToolBar in
Netscape Navigator for Windows). An eChalk pop-up window will display.
3 Enter your eChalk email address and password in the spaces provided (if prompted).

4  Click the Save Bookmark button (if prompted). When the process is completed, a
confirmation message will appear.

The next time you log into your eChalk account, the Web site/ page link will appear in your
Bookmarks.

Questions? Contact support@echalk.com or 1-800-499-2741
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Profile

The Profile page (Fig. 5.5) displays contact and other helpful information about a user publicly on
the Internet (if desired) and privately to your school or district community. The original
information for a Profile page is supplied by the Site Manager or by district-level
administrators when an account is first created.

Logged in as eChalk Teacher Help | Support Center | Search | ContactUs | User Policy | Logout

Prototype High School

Profile

You have chosen to make your profile public to the Intemet.

E.I My Account

Files
Bookmarks Contact Information General Information
o User Type: Teacher, Staff
: eChalk Teacher , Accountant (Site Manager)
E My Classes | teachen@school echalk com Nickname: Kim
L by L osscne Phone: (212) 809-8400 Site Name: Prototype High School
i i Room No.: 405 Grades Taught: ¥,1,2,5,8,9,10, 11,12
8 ry Groups ) R Classes Taught: Sth Grade
Office Hrs: M, W 9:00 - 9:30 am At History Section | (aH-12346)
i My School Adt History Section Il (AH-12345)
Elementary School
English AP (EN-12345)
oy Manage site Histery Section | (H5-12348)
History Section Il H5-12345)
i Logout Please remember to tell your parents about your homework! Science

Get ready for finals - they're coming up in a couple of weeks My Groups: Alumni

= Concert Choir
Also, start thinking about your fallwinter semester projects
Parents - Please call me during my ofice hours or email me ELZ';?::?:ETHMMW'“ICS Department

if you have any questions. Home & School Association

Meet our Faculty & Administration

Mentor Group
About Me: Ohio High School Buckeyes
I've been a teacher at Prototype High School for 14 years, Professional Development
and have loved every minute of my time herel | have been Science Group Band
married for 10 years and have three children. | love to camp, Swim Team
hike and spend time on the computer.
Education:

1990 - BS in General Education from Lynchburg College, [=d Digital Portfolia
Lynchburg Va. 1998 - MS in Spanish History from Coastal r r
Carolina University, Conway SC

Cenification; B2 History Links
Centified to teach in SC April, 1950 + The Hist ar

! Woik Experience:
Teacher of many classes - Prototype High School

Edit Spell Chack Options

Figure 5.5

Each user should review the current information on their Profile page and edit or add any
missing pieces of information that they would like to include.

Profile
Editing a Profile: Teachers & Administrators

Once the first-time log in process is complete (refer to the eChalk Introductory Guides for first-
time log in instructions), your profile page is created. Details may change about your role in the
district which require additional changes to your profile page, or you may wish to edit the
information you initially provided.

Questions? Contact support@echalk.com or 1-800-499-2741
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P To make changes to your Profile:

HAOON-=-

© 00 N

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. Your current Profile displays.

Click the Edit Profile button.

In Step 1 of 3, choose Yes or No after Publicly Visible to the Internet if you'd like to
make your profile public or private.

communication.

= Public profiles can be viewed in [ Power Tip: Making your Profile public improves

the Faculty & Staff directory by

anyone on the Internet.

= Private profiles can only be viewed after logging into eChalk, and can be found
in the Faculty & Staff directory on the My School page.

Add or change your nickname. If you are known by a name other than your given
name, enter it here.
Use the drop down menus to choose the position you hold in the school/district.

= As an administrator or teacher, you should carefully examine the list of roles
and choose one which most closely describes your position. This role will be a
key to how other members search for you.

= If your primary role is that of a teacher, leave the default as teacher.

Teachers must place a check next to the grades they teach.
Teachers must also identify the subjects and courses they teach.
Include information such as:

= Forgot Password — enter a question and answer in case you forget your
password

= Office phone number
= Message

= Biography — perhaps your degree, alma mater, year of graduation, or a special
interest

= Office hours

=  Room number

10 Click the Save button at the bottom of the page when you've finished.

Questions? Contact support@echalk.com or 1-800-499-2741

9
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Profile

Editing a Profile: Students & Parents

Students and parents may add or edit a nickname on the Profile page. Student and parent
profiles are never public to the Internet; they can only be accessed by school members with
usernames and passwords.

P To view and/or make changes to your profile:

NOOPLWN=

Profile

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. The current Profile page appears.
Click the Edit Profile button.

Add or change a nickname.

(Parents Only) Parents may add Contact Information to their Profile page.
(Parents Only) Select a Forgot Password question and answer.

Click the Save button at the bottom of the page.

Adding a Photo to Your Profile

Teachers, administrators and staff can include a digital photo or an eChalk image on their
Profile page. The photo should be sized to 70 X 100 pixels and saved as a .GIF or .JPG file to a
folder on your local computer.

f Note: For security reasons, students cannot add a photo to their
profile page.

P To upload an original photo:

NOOAhLWN=

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. The existing profile displays.

Click the Add/Change Photo button. The Add/Change Photo page displays (Fig. 5.6).
Click the Browse button and locate the file on your computer.

Click the file name and click Open.

Click the Upload button at the bottom of the page.

The Profile page displays with the new image.

Questions? Contact support@echalk.com or 1-800-499-2741
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Profile = addich ange Photo

To add or change a photo: Current Image

1. Click Browse to locate the file.

2. Select the file from your directory.

3. The selected file name will appear in the Browse box.
4. Click the Upload button.

Upload Image File: . | Browse... l
Or

Select an image from the eChalk Gallery
Notes:

« For photos to display properly, they must be no larger than 70 = 100 pixels (approximately
1/2 inch wide by 1 inch tall).

« The following formats are acceptable: GIF, JPG

Upload Clear Photo Cancel

Figure 5.6

Additionally, instead of displaying a personal picture on the Profile page, users can choose an
image from the eChalk Image Gallery.

P  To upload an image from the eChalk Image Gallery:

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. The existing profile displays.

Click the Add/Change Photo button. The Add/Change Photo page displays (Fig. 5.6).
Select the Select an image from the eChalk Gallery link.

Navigate through the image gallery categories to find an appropriate image.

Select the Add Image link.

The Profile page displays with the new image.

NOOGOPLWN=

Questions? Contact support@echalk.com or 1-800-499-2741
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Profile

Editing Profile Options

By selecting the Edit Options button, users can set personal preferences, including language
preference for help tips (English or Spanish), the default start page and Rich Text Editing

preference.

P To edit profile options:

A OON=-

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. Your current profile displays.
Click the Edit Options button.

Change account settings:

Screen Tips Visibility: Screen tips are instructions that appear on select
screens throughout your eChalk account. By default, the Screen Tips are
enabled. Turn them off by un-checking the box. Turning off the Screen Tips
opens more space on the page.

Language Preference: By default, Screen Tips text and eChalk help text are
in English. However, you can change the preference to display help in Spanish.

My Start Page: This setting determines the first page you see when you log in
to your eChalk account. The start page can be adjusted to the area of eChalk
that you use most frequently. For example, a teacher may adjust the start
page to My Classes.

Display Rows in your Email Folders & Address Book: By default, ten rows
of messages will display on one screen in all of eChalk’s email folders and ten
rows of contacts will display on one screen in the eChalk address book.
Change this setting if you prefer to view more/less than ten messages/rows.

Rich Text Editor: Displaying text on a screen the way it will look on a Web
page is called Rich Text Editing, or “WYSIWYG.” This stands for “What You
See Is What You Get” and is pronounced “Wizzy-Wig”. The rich text editing
provides an interface similar to that in most word processors and allows you to
change text color, make text bold, and change font size. The Rich Text Editor
can be used in most areas of your eChalk account where there is a text box for
text entry descriptions, required information or email. Check the box if you
prefer the Rich Text Editor to be your default text editing option.

5 Click the Save button.

Questions? Contact support@echalk.com or 1-800-499-2741
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Edit Spell Check Options

eChalk provides a Spell Check tool in many areas of the application. The Spell Check tool can
be used to check spelling for announcements, resources, calendar events, and emails, just to
name a few examples. By selecting the Edit Spell Check Options button, users can set
personal preferences for how the Spell Check tool will check spelling.

P To edit spell check options:

O WN=

o0 ~

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. Your current profile displays.

Click the Edit Spell Check Options button.

The Spell Check > Edit Options page appears.

Customize any spell check options in the Spell Check Options section.

Choose the language you would like for the Spell Check tool in the Language
section.

Add any custom words in the Dictionary field, and click Add.

If you would like to remove a custom word, click the word, and click the Remove
button.

If you would like to set up the Spell Check to autocorrect any words, enter the
Original version (i.e. your common mistake) and the New (i.e. correct) version and
click the Add button.

10 Click Save.

Profile

Changing eChalk Passwords

It is good practice to change or reset your password frequently, i.e. every 3-4 months. This will
increase the security of your account.

P To change your password:

AOON =

5

Log in and click the My Account button on the side toolbar.

Click the Profile button on the side toolbar. Your existing profile page displays.

Click the Change Password button.

Type your original password, a new password and then type the new password again
to confirm.

Click the Submit button to save changes.

If you forget your password, you can click on the Contact Us link or the Forgot Password link
on your homepage to contact your school Site Manager for assistance.

Questions? Contact support@echalk.com or 1-800-499-2741

13
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My Account
Troubleshooting/FAQ

Q: How do I set the Rich Tech Editor as the default option in eChalk?

A: In order to set the Rich Text Editor as your default text formatting option, log in to
your account and click on the My Account button. Then, click the Profile button and
select Edit Options. On the Edit Options screen, check the box next to Use the Rich Text
Editor by default to format text and click Save.

Q: Why is my name not displaying in the Faculty & Staff Directory?

A: If you have activated your account and your name is not displaying in the directory,
you may have set your profile to display privately. If your profile is set to private, your
information will not be available on the public side of your site. In order to change
your profile setting so your information does appear on the public side of your site, log
in and click on the My Account button. Then, click the Profile button and select Edit
Profile. On the Edit Profile screen, select the Publicly Visible to the Internet radio button
and click Save.

Q: Can students view documents in the School Files or District Files area?

A: No, students do not have access to the School Files or District Files area. These areas
are used to publish information for teachers, administrators and staff only.

Questions? Contact support@echalk.com or 1-800-499-2741
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Introduction

eChalk is thrilled to introduce its new AJAX Email Client! Thank you for taking
part in our Email Beta program to help us better our email system design and
interface.

You'll notice a number of exciting improvements so that reading, composing
and managing emails is faster and easier. You can view multiple email
messages at once, automatically save and delete email drafts, auto-complete
your email addresses and much more. At the same time, you'll still enjoy
eChalk’s reliability and user-friendliness.

If you have any suggestions or problems with the new system, contact eChalk
Support by clicking on Support Center or Contact Us in the upper right-hand
corner of your eChalk site.

This feature guide will walk you through the basics of the new AJAX Email
Client. We're looking forward to your feedback!

22
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Using My Email Beta

The first time you log into your eChalk account, you will see a welcome screen (Fig. 4.1) asking if
you’d like to participate in the Beta program. To activate the new email client software, simply
click on the Yes | want to try the new and improved email beta button.

' Preview messa hout leaving your Inbox
Keep multiple messages open at once

rganize m ages into custom folders and
subfolders

* Find recipients quickly with auto-completion
of addresses

* Drag and drop messages from one folder to
another

perform actions

And more...

A,
Yes! | want to try the new and improved email Beta. No, I'd like to continue using the Classic email version.

Fig. 4.1

Questions? Contact support@echalk.com or 1-800-499-2741
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After logging in to eChalk, click the My Email button on the left toolbar. Your email Inbox and
the My Email navigation area will display (Fig. 4.2).

. %
. My Email ] Inbox
e | =
Delate 4 Reply = -, Farward Mave to « More Actions + Wiew 'S} i Filter
@ - =4 7~
=l £t Mailbasx
LE Inbox ot % 0 B From Subject Received - Size
I-Z| Drafts I:‘ ke B Lily Lee RE: question about tomorrow's homework Thu 02/05/00 11:32 AM 2kb
= Sent Mail
=] Sent Mai I:‘ % % Lily Lee question about tormorrow's homewark Thu 03/05/09 11:31 AM 1kb
la] Delated Mail
ﬁ I:‘ % % Mally Shore "Getting to Know Your Laptop" Teacher Training Thu 03/05/09 11:07 AM 2kb
g Junk mail
i Junk Mai
= 5 My Folders ] % £ Dr. Hornberg Fur: eChalk March Newsletter Thu 03/05/09 11:03 AM 1kb
] 5 AP Eura History Sy D ke ] website@eschoolnews.com  Mewsletter subscription confirmation Thu 03/05/09 10:52 AM &kb
@ AP History Sectiog D * 0 5 oo Homberg Histary Departrnent Monthly Agenda Thu 0305709 10:42 AM 37kb
|3 Hist, Dept O ¥ W B4 michael P Wilkinson, IT Spring Assembly Information-PLEASE READ AND REV. Thu 03/05,/00 10:29 AM  54kb
Il Honors History!Sq ( ) w E@  Steven Smith midterm grades Thu 03/05/09 10:23 AM  1kb
G- Contacts
J ) D ' A d % Dr. Hornberg History Departrment M
& optiens Power Tip: Use the horizontal and vertical
3 3 scroll bars to read tab names in the left
Fig. 4.2 L navigation tree.

The left navigation area contains two buttons at the top for quick and easy access to the
functions you need the most. The navigation tree provides you with a clear view of all your
folders, personal contacts, and email settings. You can click on the minus signs to hide content,
and the plus signs to expand content.

In the My Email left navigation area (Fig. 4.3), you will see the following

= Folders - Click on the Folders button to create, rename, move, |gFolders| §|composs

empty and delete folders. = 26t Mailbax ~
L2 Inbox
= Compose - Click on the Compose button to write and send email. ;—l Drafis
L= sent Mail
Beneath those buttons, in the left navigation tree, you will see the (3] Deleted Mail
following tabs: gl Junk Mail

=] g My Folders

= Mailbox — Your Mailbox tab houses your five standard folders. 5 £ 4P Eure Histar

= Inbox - Use your Inbox to read and manage mail you have B Homework
received. Bl Projects

= Drafts - You can find drafts of email messages to be sent later [ AR History Sec
in your Drafts folder. If you are composing a message, it will [ Hist. Dapt
be auto-saved into this folder. — e

= Sent Mail - Look in your Sent Mail to view copies of | & contacts , e
messages sent from your account. Fig. 4.3

= Deleted Mail - Click here to view messages you've deleted.
= Junk Mail - Look in your Junk Mail folder for mail that was automatically filtered
out of your incoming messages.

= My Folders - You can find your custom email folders under the My Folders tab.

Questions? Contact support@echalk.com or 1-800-499-2741
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Contacts - Clicking on your Contacts tab will open up your Address Book, which is
where you can store email addresses or group distribution lists.

Options - Click on the Options tab to configure your personal email settings, including
General Options, Security Settings, Storage Space settings, Message Signature,
Forward/Reply settings, Wireless Settings for Emergency Alerts, and Advanced
Options.

When you open any of the tabs under My Email > Mailbox in the left navigation tree, you'll see
the grey action toolbar (Fig. 4.4) at the top of your screen.

L) Inbox | x
x Delzte '_%i Reply « __\, Farward ﬁ Move to « Maore Adions » Wiew = ,O| | 7 | Filter |
T- TF | m @ From Subject Received - Size
|:| ¥ B Ly Lee RE: question about tomorrow's homework Thu 03/05/09 11:32 AM 2kb
I:l % % Lily Lee question about tormorrow's hormework Thu 03/05/0% 11:31 AM 1kb
I:l % % Mally Share "Getting to Know Your Laptop” Teacher Training Thu 03/05/09 11:07 AM 2kb
Il \'d 21 Dr. Hormberg Fui: eChalk March Mewslether Thu 03/05/09 11:03 AM 1kb
D k3 ] website@eschoolnews, corn Newsletter subscription confirmation Thu 03/05/0% 10:52 AM &akb
Fig. 4.4

In the grey action toolbar, you will see the following options:

Delete button - Click on the Delete button to delete the selected message. You will be
asked to confirm the deletion. Click Yes to confirm or No to cancel.

Reply menu - Roll over the Reply menu to Reply to Sender or Reply All.
Forward button - Click on this button to forward a selected message.

Move to menu - Roll over the Move to menu to move the selected message to any of
your existing folders, including your Inbox, Drafts, Sent Mail, Junk Mail, My Folders,
or any subfolder within them.

More Actions menu - Roll over the More Actions menu to Print, Mark as Read, Flag a
message for follow-up, Add to Address Book, Block Addresses, Open messages, or
Select certain types of messages.

View menu - Roll over the View menu to select your Reading Pane style and message
Sort By criteria.

Filter bar - Use the Filter tab to find emails from a specific person or by using
keywords. Enter your search criteria or click the down arrow to enter advanced filter
criteria. Click the Filter button to view the results.

Questions? Contact support@echalk.com or 1-800-499-2741
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Using My Email Beta
My Email Inbox

After logging into eChalk and clicking on the My Email button in the side toolbar, your email
Inbox (Fig. 4.5) will display. The Inbox displays email messages that have been received. The first
column in the email Inbox, a checkbox, enables you to select one or more messages in order to
reply, forward, print, delete, move them to another folder, or take another action, simply by
using the grey buttons that display at the top of the page.

) Inbox | RE: question about tormaorrow's ... B || "Getting to Know vour Lap... B3 EI
x Deleta Q Raply + a Forward @ Moue to w Mare Actions w Yiew w f ‘ pl | - | Filter |
~
’ |4 ¥ 0 | B YFrom Subject Received - Size
I:l ¥ @ ily Lee RE: question about tomorrow's hormewark Thu 03/05/09 11:32 AM zkb
I:l ¥ % ily Lee question about tormorrow's hormework Thu 03/05/09 11:31 AM ikb
I:l L3 % olly Shore "Getting to Know Your Laptop” Teacher Training Thu 0305709 11:07 AM 2kb
Fl % £ r. Homberg FWw: eChalk March Mewsletter Thu 03/05/09 11:03 AM ikhb
I:l L3 ] ebsite@eschoolnews. com  Mewsletter subscription confirmmation Thu 03/05/09 10:52 AM ekb
\ I:l L S I ‘ r. Homberg Histary Departrnent Maonthly Agenda Thu 03F/05/09 10:42 AM 37kb
]
Fw: eChalk March Newsletter Full meszage wiew %

From: "Dr. Homberg" <dhormberg@lpdistrictny, echalk, net> Add to Address Book Block Address
Sent: Thursday 3/5/0% 11:03 AM

To: ako@lpdistrictny, echalk.net (
Power Tip: You can use the up and down
— arrows in the grey action toolbar or the up and
=== Original Meszage ---- .
Fram: newsletters@schalk. com down arrows on your keyboard to open emails

Ta: dhomberg@lpdistrictny. echalk. net . .
Subject: eChalk March Newsletter In your readlng pane.

Sent: Thursday, March 05, 2009 10:56:50 AM EST

W

Space Used: 5% of 193ME Claszic Ernail Clisnt 9 Messages
Fig. 4.5

The red exclamation point in the second column displays when a message is of high
importance, while a blue exclamation point displays when a message is of low priority. In the
third column, the flag icon will display in red if that message has been flagged. The paper clip
icon in the next column will display when a message includes an attachment. The column with
an envelope distinguishes a read message from a new message. If the envelope is closed, the
message has not been read. If the envelope is open, the message has been viewed. There are also
icons in this column with arrows that indicate whether you have forwarded or replied to the
message. Email messages that have not been read will also display in bold text.
The remaining columns display who the message is from, the subject of the message, when it

was received, and the size of the message.
Power Tip: You can see how much storage
space is used in each folder and subfolder
and empty them to remain under quota.

Questions? Contact support@echalk.com or 1-800-499-2741
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The Space Used information at the bottom of your Inbox tells you how much email space you
have used out of your total available email storage. If you click on the Space Used link, a
window will open that displays the number of emails in each Folder and their total size.

Using My Email Beta
Reading Email

Each time you open an email message, whether you are reading an existing email, composing a
new email, replying to or forwarding an email, it will appear as a separate tab (Fig. 4.6) next to the
tab of the folder you have opened.

L) Inbox RE: question about tarmarraw's .., E | "Getting to Know Your Lap... 2 |

& Reply _$ Reply All =Y Forward i Delete & Print More Actions = f ‘

"Getting to Know Your Laptop” Teacher Training

Thiz message has been replied to.
From: "Molly Shore" <rmshore@lpdistrictny. echalk.net> Add to Address Book Block Addrezs
Sent: Thursday 3/5/09 11:07 aM

To: ako@lpdistrickny. echalk. net

Hells all,

I'm excited about leading our upcorming Teacher Inservice Day next Friday, The first half of the day will be spent "Setting to Know Your
Laptop." Thiz is going to be a refresher course for most, but hopefully you'll learn something new and share ideas with your colleagues,

Let me know if you have any questions!

Best,
Mally

Molly Shore
Technolagy Director

Fig. 4.6

You can have up to 25 tabs open at one time. To scroll through your open tabs, you can use the
left and right navigation arrows that display next to the last tab. To easily see a listing of all
message headings, click the down arrow button to the right of the tabs. A list of the open tabs
will display. Click on any one to view that tab or click on the corresponding X to close it.

P To view an email message in your Inbox:
1 Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.

Note: To return to your Inbox from other screens or folders within
My Email, click on the Inbox tab in the left navigation tree under My
Email > Mailbox.

2 Click on the bold text that displays in the Subject field of an unread email message to
open it. Double-click on the message to open it in a tab or single-click on it to open the
message in a reading pane (Fig. 4.7).

opening the message, or reading the message in a reading pane that
displays either below or to the right of the list of messages in your
Inbox. To choose the desired message view option, roll over the

ﬁ Note: You can choose to read your email in one of two ways —

Questions? Contact support@echalk.com or 1-800-499-2741
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View menu at the top of the message listing. Next to the Reading
Pane tab, click on Bottom, Right, or Off.

3 If you've opened the message in a tab, you can close it by clicking the X next to the
title of the tab. Or, you can leave it open and click back to your Inbox by clicking on
Inbox in the left navigation tree or on the Inbox tab.

) Inbox | hal

x Delete _%i Reply = __-} Forward Lﬁ Move to = More Actions + view > 4 & ,D | i | Filter |

I- ' ¥ mw B | From Subject Received — Size

D k3 ) Lily Leea RE: gquestion about tomorrow's homework Thu 03/05/0% 11:32 AM 2kb

D k3 % Lily Lee question about tomorrow's homework Thu 03/05/0% 11:31 AM ikb

I:‘ k3 % Mally Shore "Getting to Know Your Laptop" Teacher Training Thu 03/05/0% 11:07 AM Zkb

F k3 91 Dr. Homberg Fw': eChalk March Newsletter Thu 03/05/0% 11:03 AM 1kb

I:‘ i [ website@eschoolnews. corn Mewsletter subseription confirmation Thu 03/05/0% 10:52 AM gkb

F1 ¥ U (Y Dr Homberg History Departrnent Monthly Agenda Thu 03/05/09 10142 AM 37kb

[w
g N
( History Department Monthly Agenda Full message wiew "\

This message is flagged.

From: "Dr. Homberg" <dhomberg@lpdistriciny. echalk. net= Add to Address Book Block address

Sent: Thursday 3/5/09 10:42 AM

To: ako@lpdistrictny, echalk. net

@ Hist Mtg Agenda 310,09 doc (25.7k)

Mr=., K,

Thanks for catching that, Apologies for the arror!

\ Cr. H )

N Y

Fig. 4.7

Your email system provides you with an alternative to using the grey action toolbar at the top
of your screen. While viewing email in the Inbox or in another Folder, you can right-click at
any time on any message to choose from a menu of possible actions:

= Delete - Click on the Delete button to delete this message. You will be asked to
confirm the deletion. Click Yes to confirm or No to cancel.

= Move to - Roll over the Move to menu to move this message to any of your existing
folders, including your Inbox, Drafts, Sent Mail, Junk Mail, My Folders, or any
subfolder within them.

= Reply - Roll over the Reply menu to Reply to Sender or Reply All.
= Forward - Click on this button to forward your message.
= Open in tab - This action will open the message in a new tab.

= More Actions - Roll over the More Actions menu to Print, Mark as Read, Flag it for
follow-up, and Add to Address Book.

Questions? Contact support@echalk.com or 1-800-499-2741
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P To sort email messages in your Inbox:
1 Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.
2 In the grey action toolbar, roll over the View menu and scroll down to Sort By.
3 In the Sort By options menu, select the specific criterion you want to search by. Your
Inbox will automatically refresh according to the option you select:

= Unread - Displays unread messages at the top of your inbox.

= Sender - Sorts all messages by sender.

= Subject - Sorts all messages alphabetically by subject.

= Date - Sorts all messages chronologically by date.

= Size - Sorts all messages by size.

= Attachment - Displays messages that include attachments at the top of your inbox.

= Flag - Displays all flagged messages at the top of your inbox.

P  To block email addresses:

1 From your Inbox or another folder, check the box to the right of the message whose
sender you would like to block from your email. Notice that you can check more than one
email message at a time.

2 Once you've selected the desired message, roll over the More Actions menu in the grey
toolbar at the top of the screen and select the Block Addresses option.

3 You will be asked to confirm that you want to block this address from your email. To do
so, click Yes.

ﬁ Note: You may only block non-eChalk email messages.

Using My Email Beta
Writing Email

Your email system provides you with a variety of ways to write emails. You can compose a new
message by clicking on the Compose button under My Email in the left navigation area. A new
message will open. Or, you can click on any of the response options (Reply, Reply All,
Forward) from an email message you've received.

If you are using one of the response options, your address and subject fields will already be
filled in. Alternatively, you may use your Address Book or the Find Members tool rather than
typing email addresses manually. For more information on these tools, please see “Searching
Email” on page 20. If you type part of a name or email address, your eChalk email system will
automatically complete the rest. Our new Autofill feature pulls email addresses saved in your
Address Book to save you time.

Notice that there are three different boxes in which to write email addresses:

= To: is used to address the primary recipient(s).

Questions? Contact support@echalk.com or 1-800-499-2741
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= Cc: or carbon copy, is used when the email is not directly addressed to the person, but
would still be of interest to him or her. Generally, you should use carbon copy if you don't
expect or need a response from that person but would like the person to be aware of the

contents of the email.
= Bcc: or blind carbon copy, is used to include someone in an email without letting others
know they are receiving it.

Your eChalk Address Book automatically saves email addresses from incoming and outgoing
email messages, making it easier for you to fill in your address area(s). You can even access
your Address Book by clicking on the To, Cc or Bcc (Fig. 4.8) buttons.

13 Inbosx || &l compose B |
== Send Save 329 Spell Check Options - x Discard

Hide Becc
|

Subject: | |

| Find Members

Attach File(s): | Mo File(s) Selected '| Browse | Ve

Fig. 4.8 Power Tip: Use the Rich Text Editor option from the
drop down menu to enhance the look and feel of your
message text. You can use the hyperlink button to insert
links to your Class Page, blog, and other web resources.

» To send a new email message:

1 Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.

2 Click the Compose button under My Email in the left navigation area. A new message
tab will open.

3 Click inside the To field and type the email address(es) of the person or people to
whom you would like to send an email. You can also type part or all of the person's
name. Your email system will automatically display matches according to the text you
type if they are a member of the eChalk system or in your Address Book. Select the
appropriate recipient to automatically complete the address in the To field.

4 Alternatively, you can search for recipients’ names and addresses by clicking on the
Find Members link to the right of the To field. For more help with this tool, please see
“Finding Contacts” on page 24.

Note: If you are entering multiple addresses, separate each new
email address with a comma or semicolon.

If desired, click inside the Cc box to add another person to your email.

If desired, click the Show Bcc link and then click into the Bcc box to add another
person to your email using a Bcc (blind carbon copy). Once you’'ve chosen to show
the Bcc field, the option to Hide Bcce will display instead of Show Bcec. If you click on
this option, the system will ask you to confirm that you wish to delete any recipients
you may have entered in the Bcc field.

o O

Questions? Contact support@echalk.com or 1-800-499-2741
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Note: As with the To field, your email system will automatically
display matches according to the text you enter. Select the
appropriate recipient to automatically complete the address in the Cc
or Bcc field.

7 Click in the Subject field of the email and type a brief subject.

8 Using the Options button, you can set a priority for the message, request a return
receipt, and/or automatically save the message to your Sent Mail folder.

= To set a priority for the message you are composing, roll over the Options button
and scroll down to Set Priority. Select High, Normal, or Low priority. By default,
the priority of your message is Normal.

= To request a return receipt when the recipient(s) reads this message, roll over the
Options button and scroll down to Request return receipt. Select Yes or No. By
default, you will not receive a return receipt.

= By default, all messages will be automatically saved to the Sent Mail folder. To
cancel this automatic save, roll over the Options button and scroll down to Save to
Sent Mail. Select No.

9 To attach one or more files to your email message, click the Browse button to the right
of the Attach file(s) field and select the file(s) you wish to upload. For more
information, see “Email Attachments” on page 11.

10 Click into the body of the email and type your message.

11 You can use the Rich Text Editor menu bar to format your message text without
using HTML.

12 To save a draft of your email message and come back to it later, you can click the
Save button in the grey action bar at any point. A copy of the message will be saved in
your Drafts folder, which you can access by clicking the Drafts tab in the left
navigation tree under Mailbox. A draft of your message will be automatically saved
every 60 seconds or every time you view another tab.

13 Click the grey Spell Check button at the top of the screen to check for spelling errors
in your message. For more information, see “Checking Spelling” on page 11.

14 When you have finished composing your email, click the Send button.

» To reply to an email message:
1 Login to eChalk and click My Email in the side toolbar. Your email Inbox will display.
2 Select a message by single-clicking or double-clicking on the subject text from any
folder listing. Your message with display in a Reading Pane or open as a new tab.
3 Click the Reply button in the grey action toolbar at the top of the message to respond
to the person who sent it to you. Click on the Reply All button to respond to everyone,
including those included as a carbon copy (Cc).

Note: You can also right-click on a message from your Inbox or
ﬁ another folder and roll over the Reply options to respond.

4 Click inside the body of the email and type your message. The original message will
display below your reply.
5 Click the Send button to send the email.

Questions? Contact support@echalk.com or 1-800-499-2741
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» To forward an email message:

1
2

3

a b

Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.
Select a message by single-clicking or double-clicking on the subject text from any
folder listing. Your message with display in a Reading Pane or open in a new tab.
From an open message, click the Forward button in the grey action bar. To forward a
message while viewing it in a viewing pane, click on the Forward button in the grey
action toolbar. Or, you can select the checkbox to the left of the message and click on
the Forward button. Another alternative is to right-click on the desired email and select
Forward from the list of options.

Enter the desired email address or addresses in the To box.

Click the Send button to forward the email.

Using My Email Beta
Email Attachments

» To attach a file to an outgoing email message:

1

2

3

Upload File(s)

LOg in tO eCha|k and CIiCk My Ema|| in the # Click the Brov.\r.sebu.’rlonto_chooseafilefrom YOUF computer.
. . . . # To attach additional files, click the Aded button.

side toolbar. Your email Inbox will display. w Click the Upload buttan to attach the selected files),
Click on the Compose button or select one of

the Reply options to open a message.

In your Compose screen, click the Browse
button. The Upload File(s) (Fig. 4.9) pop-up

window displays.

Click the Browse button in the new window
and select the desired file by navigating your

computer’s directories to find the file.

| Mo File Selected Browse

After you select your desired file, its name will Fig. 4.9

display in the box to the left of the Browse button. To attach an additional file, click the
Add button and repeat the selection process for the new file.

After you’'ve added all the files you wish to attach, click the Upload button to attach
these files to your email. The attached files should display in the box to the left of the
Browse button above the body of your message.

Using My Email Beta
Checking Spelling

» To check your spelling:

1
2
3

Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.
Click on the Compose button or select one of the Reply options to open a message.
At the top of your Compose screen, click the Spell Check button in the grey action
toolbar.

Questions? Contact support@echalk.com or 1-800-499-2741
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4 If there are no misspellings, the system will pop up the message: "No spelling errors
were found." To return to your email message, simply click the OK button in the pop-
up window.

If there are misspellings, the message will appear again, with all errors noted in red
text (Fig. 4.10). Click on any red word to see a list of close matches and choose the
desired word from this list. Alternatively, you can ignore the spelling correction, or
correct the spelling yourself by typing the changes into the text box provided and
clicking OK. Once you've fixed a word’s spelling, the corrected word will appear in

green text.

= In some cases, the Spell % Power Tip: If you know you'll be using a word (maybe a

Checker may identify words proper name) often and don’t want the Spell Checker to
that are correctly spelled, but catch it each time, click the Add tab at the bottom of the

not recognized by the Spell list of spelling choices to record this word in your spell

hecking dicti :
Checker. This often happens e deonel
with proper names. Click the Ignore tab to accept your spelling. If there are
multiple occurrences of a word that you want to accept click the Ignore All tab.

Note: Each section of your email will be addressed separately, so
ﬁ even if you choose to Ignore All, your word will still display as
suspect in the next section of your message.

(J Draftz || & AP Euro | Midterm Exam Study G... B3 |

L To: ‘ ‘
Ll ce:

Subject: |.~'-\F' Euro | Midterrm Exam Study Guide |

Attach File(s): | Mo File(s) Selected 'l Browse |

Spell Check Results | b, gtop spell Check |

Dear AP Euro students,<br f=<hr f=Your midterm exam will be held on <font color="#ffO0000"=<b="Wedneday, April 1</b=</font>. I
just wanted to send you an ermail 0 you have all the information you need - details have also been posted on the AP Euro Class
Page and in the calendar. <br f=<br f=Attached is the <b>Study Guide</b> - itincludes questions about <b>=chapters S to 8</b> in
the textbook as well as <bzoutside reading </brassignments, Please read and review and let me know if you have any questions
tormorrow during our 15 rainute chat <br f=<br f=Marge and Simon are arrangingg a weekly study session in the lirary, Talk to them
if you want to join in.<br /><br /=Thanks and see you tomorrowl<br /> ghe febles &
amanging

barraging
haranguing
garaging
warraniting
deranging
amaying
&nraging
strangling
amaigning

arrangingg & oK

Igrore

Ignore all

Pdd

Stop Spell Check
Close

Fig. 4.10

Questions? Contact support@echalk.com or 1-800-499-2741
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The message "The spell check is complete" will appear when the spell check is
finished. Click the OK button to return to your email.

Note: Click the grey Stop Spell Check button at the top of the
message body at any time during this process to save your changes
and return to your email.

» To view or change your spell check options:

1
2
3

4

Log in to eChalk and click My Account in the side toolbar.
Click the Profile button under My Account.

Click the Edit Spell Check Options button in the top grey toolbar. The Edit Options
screen (Fig. 4.11) will display.

The available spell check options are:

= Ignore capitalized words (e.g. Canada)

= Ignore all-CAPS words (e.g. ASAP)

= Ignore words with numbers (e.g. WIN98)

= Ignore words with mixed case (e.g. SuperBase)

= Ignore domain names (e.g. xyz.com) - Default

= lgnore HTML markup (e.g. <b >) - Default

= Report doubled words (e.g. the the) - Default

= Case sensitive - Default

= Suggest split words - Default

= Phonetic suggestions

= Typographical suggestions - Default

You may also choose to add or remove words in your Spell Check dictionary or add or
remove words to autocorrect.
Once you've made your selections, click the Save button.

B My Email %, Spell Check - Edit Options

E] My Account Spell Check Options

Files
Bookmarks Cignore all-caps words (e.g., A5A4P)

o Cignore words with numbers (e.g., Wing8)
Applications

m [ignore words with mixed case (e.q., SuperBase)

§18 My Groups Ignore HTML markupsie.qg., <£=)
v
i My District Report doubled words (e.g., the the)

</ Logout Suggest split words

Clgnore capitalized words (e.q., Canads)

[l Ignare domain names (e.g., x/z.com)

Case sensitive

L] Phonetic suggestions
[¥] Typographical suggestions

Fig. 4.11

Questions? Contact support@echalk.com or 1-800-499-2741
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Note: If you navigate away from My Email (to My Account or My
Classes), your open folder and message tabs will be saved. When
you return to My Email, you can continue your work.

Using My Email Beta
Email Drafts

As you work on new emails or new email replies, the eChalk email system automatically saves
a draft of each. The drafts are stored in your Drafts folder, located in the left navigation tree
under My Email.

1) Drafts | El

X Dealete @ Reply = » Forward LgMoue to v Mare Actions = Vigw - # |' | Filter |

ot * |0 E |t Subject Sent - Size

D 3 & events@echalk, com Upcarming Educational Conferences Tue 03/03/09 10:15 AM 1kb

D ¥ & newsletterfeedback@ech: More Honor Rall Marminees Tue 03/03/09 10:14 AM 1kb

F Yol &l "Hermie ", Data Transfer Updates Tue 03/03/0% 10:13 AWM 31khb
Space Used: 0% of 193MB Classic Email Client 3 Messages
Fig. 4.12

To retrieve your drafts, click on the Drafts tab in the left navigation tree under My Email >
Mailbox. Your Drafts screen (Fig. 4.12) will display. Choose the message you wish to view. Once
you send a message, the drafts are automatically deleted to avoid cluttering your Drafts folder.

You can delete your drafts by selecting the checkboxes to the right of your messages, and then
by clicking the Delete button located in the grey action toolbar at the top of the screen. Click
Yes to permanently delete the draft or No to cancel the deletion.

Using My Email Beta
Deleting Emails

There are several ways to delete email messages from your Inbox and Folders.

You can delete individual messages by:

= Clicking the Delete button (Fig. 4.13) in the grey action toolbar at the top of an open message.

= Right-clicking on the desired email in your Inbox or another Folder and choosing Delete
from the list of options that displays.

Questions? Contact support@echalk.com or 1-800-499-2741
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>( Celete Move to + B Print More Actions = View = & | hd | Filter |
I 4 W B  From Subject Received Size
i3 B Amy Ko DA Daily Newslatter wed 02,/11/09 10:43 ... kb

Fig. 4.13

You can also delete several messages at once by:

= Selecting the checkboxes to the right of the desired emails in your Inbox or another Folder.

= Clicking the More Actions tab in the grey action toolbar, scrolling down to the Select tab
and selecting from the list of options.

Then, click on Yes to permanently delete the messages or No to cancel.

To view messages you've deleted, click on the Deleted Mail tab in the side toolbar under My
Email > Mailbox. Your Deleted Mail screen (Fig. 4.14) will display. In order to avoid exceeding
your email storage limit, the messages in your Deleted Mail folder will be deleted permanently
on a regular basis as indicated in your email Options.

1) Deleted Mail | b
x Delate qa Reply = p Forward Lg Move to = More Actions = Wiew w # | hd | Filter |
|- t ¥ om B4  From Subject Received — Lize
O ¥ B wWing-5han Ko SIF Integration | Zone Integration Servers Tue 03/02/00 00:48 AN 2kb
Fig. 4.14

Using My Email Beta
Printing Emails

There are several ways to print emails. While viewing a message, click on the Print button in
the grey action toolbar at the top of the message.

Or, in your Inbox or another Folder, right-click on the desired email, scroll down to the More
Actions tab and choose Print from the list of options that displays. You can also select the
checkbox to the right of the desired email, click on the More Actions tab in the grey action
toolbar, and click the Print button.

The message will display in another window in an easy-to-read, professional format. In your
browser’s File menu, choose the Print option.

Questions? Contact support@echalk.com or 1-800-499-2741
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Using My Email Beta
Marking Emails as Read or Unread

Emails you have not read yet will have bold subject headings in your inbox, while emails you
have read will have normal lettering. An unread email message will also appear with a closed
envelope image to the right of the From field; a read email will appear with an open envelope.
When you first open an email message, it will automatically appear as a read message.

To mark an email as read or unread directly from your inbox or any other folder, check the box
to the right of the desired message(s). You can also choose to select all emails by clicking on the
More Actions tab in the grey action toolbar, roll over Select and choose an option from the list
that displays.

In the More Actions tab, select either Mark as Read or Mark as Unread. Your Inbox or other
folder will reload and the message(s) will appear with the subject heading in bold if they are
marked as unread or in normal lettering if they are marked as read.

Using My Email Beta
Using Email Folders

eChalk enables you to store and manage your email messages in folders to further organize
your Inbox. Your eChalk Mailbox includes five standard email folders - Inbox, Drafts, Sent
Mail, Deleted Mail, and Junk Mail, and your My Folders area includes any folders you have
created. You can view each of these by clicking on them in your left navigation tree. Or, you can
also view your folders by clicking the Folders button in the left navigation area under My
Email. The Folders tab (Fig. 4.15) will then display. You can click on the folder names to view
messages.

Questions? Contact support@echalk.com or 1-800-499-2741
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L) Inbaox | Folders Ed |
Create Subfaolder =8 Rename Move to = = Empty Delete
m

= O@ Mailbox
LE Inbax

L@ Drafts

[ sent mail

folders for each of your classes under My
Folders, and subfolders within each one for
class sections, projects, and more.

fa] Deleted Mail Power Tip: If you're a teacher, create
L_a Junk Mail 5

= é My Folders
|l AP Euro History Sedhion 2

3 AP History Section 1
|l Honors Histary 2 Section 1

|l Honors Histary Sedtion 4

Space Used: 5% of 193MB
Fig. 4.15

To rename a folder from the Folders tab, you can simply click on the folder name so that your
desired folder is highlighted in grey. In the grey action toolbar at the top, choose the Rename
option. Type the new folder name in the box provided, and press Enter or click out of the text
box. You do not have the option to rename your Inbox, Drafts, Sent Mail, Deleted Mail and
Junk Mail folders.

To create a new folder for your email:
1 Log in to eChalk and click My Email in the side toolbar.
2 Click the Folders button in the left navigation area under My Email. The Folders tab
will display.

Note: You can click this button at any time to access the Folders
tab.

3 Choose the folder in which you would like to create a subfolder and click the Create
Subfolder button. You can create a subfolder in any of the folders except for the
Inbox. Alternatively, you can right-click on the desired folder (except for the Inbox)
located in the left navigation tree under My Email and choose the option to Create
Subfolder.

Note: It's possible to create a new folder while moving a message
from an existing folder. To do this, see the next set of instructions,
“To move email messages into another folder”.

4 Type a name for your new folder in the space provided and hit Enter. Your new folder
will display in the folders tree in the side toolbar.

Questions? Contact support@echalk.com or 1-800-499-2741
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» To move email messages into another folder:

1 With an open message, roll over the More Actions button in the grey action bar at the
top of the message and scroll down to the Move to button. Or, in your Inbox or
another folder, check the box next to the email message(s) you would like to move.
You can also select all emails by

_C“Ckmg on the M_ore Actions tab Power Tip: You can move messages between folders by
in the grey action toolbar and % simply dragging the desired message(s) from an open
choosing the Select All option folder into a folder in the left navigation tree. You can
from the list that displays. also drag and drop subfolders into other folders.

2 Select a folder or subfolder from
the list that displays next to Move to. Scroll over the name of any folder to see a
list of subfolders contained within it.

Note: You may create a new subfolder within any folder during this
process by clicking on the Add New Folder option. Type a name for
the new folder and press Enter. The new folder will display in the
folders tree.

3 Click on the desired folder or subfolder to move your message into it.

» To delete an email folder or subfolder:
1 Log in to eChalk and click the My Email button in the side toolbar.

2 Click the Folders button in the left navigation area under My Email. The Folders tab
will display with a complete listing of your folders.

Note: Click the plus sign to display all the subfolders inside any main
folder. Click the minus sign to hide them.

3 Click the name of the folder you wish to delete and select the Delete button.
4 Click OK to confirm or Cancel to abandon the deletion.

Alternatively, you can simply right-click on the My Folders root folder or any of the subfolders
listed within it in the side toolbar under My Email > Mailbox. A drop down menu will display
with options including Delete Folder (rig. 4.16). Choose this option from the listing to delete the
selected folder.

Questions? Contact support@echalk.com or 1-800-499-2741
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Fig. 4.16

» To empty an email folder or subfolder:
1 Login to eChalk and click the My Email button in the side toolbar.
2 Click the Folders button in the side toolbar under My Email. The Folders tab will
display with a complete listing of your folders.

Note: Click the plus sign to display all the subfolders inside any main
folder. Click the minus sign to hide them.

3 Click the name of the folder you wish to empty and click the Empty button in the grey
action toolbar at the top of the screen.
4 Click OK to confirm or Cancel to abandon the process.

Alternatively, you can simply right-click on the name of any of the folders in the left navigation
tree under My Email > Mailbox. A drop down menu will display with options including Empty
Folder. Choose this option from the listing to empty the selected folder.

Depending on your security settings, email messages may be automatically moved to your
Junk Mail folder, under My Email > Mailbox. A white list is a list of email addresses you do not
want to be blocked by your SPAM filter settings. Please see “Security Settings” on page 28 for
information on how to manage your white list.

» To add email addresses to your white list:
1 Log in to eChalk and click My Email on the side toolbar.
2 Click on your Junk Mail folder in the left navigation tree under My Email > Mailbox.
Your Junk Mail folder will display.
3 Roll over the More Actions menu and select the White List Addresses option. The
White List Addresses screen will display.

Questions? Contact support@echalk.com or 1-800-499-2741
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4 In the text box, enter the email addresses you would like included in your white list.
5 Click Ok. Click on the X in the upper right-hand corner to exit the screen.

Using My Email Beta
Searching Email

You may find that you need to refer back to information in an email, but you just can't
remember which email you need. You can perform a keyword search that looks through all the
email in a folder for a particular word or phrase.

» To perform a simple search:
1 Log in to eChalk and click My Email on the side toolbar.
2 Click on the name of a folder or subfolder in the left navigation tree under My Email >
Mailbox.

Note: Click the plus sign next to a folder name to display all the
ﬁ subfolders inside. Click the minus sign to hide them.

3 In the filter box (next to the magnifying glass icon) on the right side of the grey action
bar, enter any keywords you wish to search for and click the Filter button to perform a
simple search or simply press Enter.

Note: The simple search function will look for keyword(s) only in the
messages located in the folder you currently have opened, and only
in the Subject and From fields. In the Sent Mail folder, the simple
search function will look in the Subject, To, and Cc fields.

4 A list of the email messages, if any, containing the keyword(s) and meeting the criteria
you've entered will display. To return to your original view, click the Clear Filter
Results button.

» To perform an advanced search:
1 Log in to eChalk and click My Email on the side toolbar.
2 Click on the name of a folder or subfolder in the left navigation tree under My Email.

Note: Click the plus sign next to a folder name to display all the
ﬁ subfolders inside. Click the minus sign to hide them.

3 To perform an advanced search, click the down arrow to the right of the filter box (next
to the magnifying glass icon) on the right side of the grey action bar. The Advanced
Filter (Fig. 4.17) window will display.

Questions? Contact support@echalk.com or 1-800-499-2741
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Advanced Filter

Subject:|new eChalkthemes |

Body: | |

o | R |
sert between: [ 2/ /2000 [ [) and [ 22772000 [ ][

Flagged: Flagged % | sStatus: |---- | Priority: |- w
Attachment: | ---- ~

Size: Minimurn: KB Maxirurm: I:lKB

Fig. 417

4 If you remember the subject of the email or any keywords included in that subject,
enter that information in the Subject field provided.

5 Enter any keywords that might have appeared in the text of the email in the Body field.

6 If you remember who sent the email to you, type his or her first and/or last name
(partial names are acceptable) in the From box.

7 If the email was sent to another recipient as well as to you, enter that person’s name in
the To box in order to narrow your search.

8 If you know roughly when the email message was sent or received, select a date
range (the default is all emails) in the Sent Between fields using the small calendars
provided.

9 If you want to narrow your search further, select any or all of the options provided:
= Flagged - Search for messages that are Flagged or Unflagged
= Status - Search Read or Unread messages
= Priority - Search for messages of High, Normal or Low priority
= Attachment - Search for a message that Has attachments or Does not have

attachments
= Size - Search for a message by maximum and/or minimum size.

10 Click the Find button to begin your search. A list will display including the email
messages, if any, located within the folder you currently have open that contain the
keyword(s) and meet the criteria you've entered.

Questions? Contact support@echalk.com or 1-800-499-2741
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Using Your Address Book

Your Address Book (Fig. 4.18) is a great time saver. You can store email addresses or even
groups of email addresses so that preparing an email message takes only a few mouse clicks.
You won't have to memorize or retype someone's email address once you've saved it to your
Address Book.

Address Book

Add Contact Iimport Contacts

Add Group List

Send Mail

ABCDEFGH!IJKLMNOPOR TUVWXYZ Group Lists Contacts He - Su
v Last, First Email Home Phone Work Phone Mobile Phone Organization
[0 Hermie hermie@@echalk.corm eChalk, Inc.
O ideabox ideaboxFechalk.com
[0 Support. eChalk  support@echalk com (800} 499-2741
O Setect Al

Delete

Import Contacts Al Group List Caontacts He - Su

Send Mail

Fig. 4.18

Using Your Address Book
Managing Contacts

» To add a contact:

1
2

3

Log in to eChalk and click My Email on the side toolbar.

Click on Contacts in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.

Click the Add Contact button. The Add Contact page will display.

Click in each field to fill in the form with information for the new contact. Certain fields,
such as phone numbers, have drop down menus associated with them. As a shortcut,
you need only fill in the email address and first or last name, but you may find it very
useful to have all the contact's information stored in one place.

Click the Save button when you're finished entering information for this contact. The
Address Book will display. The new contact’'s name and email address will appear on
the Address Book page.

Note: The Address Book is arranged alphabetically by contact

ﬁ name. To find a contact, click on the letter of that contact's name
(first of last name, depending on how you've entered it on the Add
Contact page).

Once you've added a contact to your Address Book, you may:

Click a name to edit the contact information, or
Click an email address to send an email to the contact.

Questions? Contact support@echalk.com or 1-800-499-2741
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» To add a group to your Address Book:

1
2

3
4

6

Log in to eChalk and click My Email on the side toolbar.
Click on Contacts in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.
Click the Add Group List button. The Add Group List page will display.
Type a name for the group in the Group Name box, enter a description for the group
and click Next.
Select contacts to add to your group list by using any of the following options:
= Click the Add Contacts Manually button if you want to manually type contacts
into your Group List.
= Click the Select Members button if you want to add contacts by conducting a
search of your school or other sites within your district.
Click the Add from Address

Book button if you want to add Power Tip: Add non-eChalk users to a group list
contacts from your Address by using the Add Contacts Manually feature
Book. and entering their email address.

Click the Finish button when you have finished entering the desired contact(s) to your
group list. You will be returned to your Contacts page.

» To edit a Group List:

1
2

3

Log in to eChalk and click My Email on the side toolbar.

Click on Contacts in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.

Click the Group List link to the right of the alphabet bar. The Group Lists page will
display.

Under the Group List column, click on the Group List name you would like to edit. The
View Email Group List Settings page will display with the group’s profile information.

Click on the Edit Members button. The Edit Email Contacts window will display.

To remove a contact or contacts, select the checkbox next to the contact name. Or,
check the Select All box if you wish to remove all members.

To add more contacts to your group list, click on the Add Contacts Manually, Select
Contacts, or Add from Address Book buttons.

When finished, click Save.

» To Import Contacts into your Address Book:

1
2

3
4

Log in to eChalk and click My Email on the side toolbar.

Click on Contacts in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.

Click the Import Contacts button. The Import Contacts page (Fig. 4.19) will display.

In the Add Contacts text box, enter the name of your contact (First Name Last Name)
followed by his or her email address (e.g. john.smith@echalk.com). Make sure each
contact is listed on a separate line.

When finished, click the Add to Address Book button, or click Cancel to cancel the
import. You will be returned to the Address Book screen.

Questions? Contact support@echalk.com or 1-800-499-2741
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Note: Instead of entering your contacts manually, you can copy and
paste them from a list.

Address Book - Import Contacts

mport Contacts into Your Address Book

Enter the name of the contact (First Mame Last Name) followed by their email address
john smith john.smithZechalk.com) into the Add Contacts box. Make sure that each
contact is listed on & separate line.

* Add Contacts:

i Indicates required fields

Cancel

Add to Address Book

Fig. 4.19

» To remove a contact from your Address Book:
1 Log in to eChalk and click My Email on the side toolbar.
2 Click on the Contacts tab in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.
3 Check the box in front of the contact's name.

Note: You can select more than one contact at a time, or you can
f select all your contacts by checking the box marked Select All.

4 Click the Delete button. The contact(s) you've selected will be deleted from your
Contacts list.

Using Your Address Book
Finding Contacts

Your list of contacts is organized in alphabetical order. To find contacts, you can use the
alphabet bar at the top of the page. Click the letter of your contact's last name for a filtered list.

Questions? Contact support@echalk.com or 1-800-499-2741
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If a contact name starts with a number instead of a letter, as in "5th Grade History Class," it will
be listed before alphabetized contacts. Click the 123 link on the alphabet bar to view these
contacts. Any names that display with asterisks (*) are private group distribution lists. Any
names that display with tildes (~) are shared group distribution lists.

A Contacts range bar also appears on the Address Book pages at the top right of the page.
You may use it to browse through pages of contacts.

» To email contacts using your Address Book:

1
2

3

4

Log in to eChalk and click My Email on the side toolbar.

Click on the Contacts tab in the left navigation tree under My Email > Mailbox. Your
Address Book will display in a new window.

Click the letter of the person's last name or group name on the alphabet bar. You can
also click on the Group List link next to the alphabet bar to access a list of your
groups. Once you've found the contact(s) you're looking for, click the email address
link. The Compose screen will display with the contact’s name filled in automatically in
the To field.

g Note: Alternatively, you can select the checkbox to the left of the

contact or Group List name and click the Send Mail button to open
the Compose screen.

Write your message. Click the Send button.

In addition to using your Address Book to find contacts, you can utilize the Find Members
tool (Fig. 4.20) to search through individuals within your eChalk community.

() Inbox | % compose B |
=1 5end Save B gpall check Options = >( Discard

Subject: | |

Attach Filel(s): | Mo File(s) Selected 'l Browse |

Find Membears

| Show Beo

Fig. 4.20

» To email a contact using Find Members:

1
2
3

4

Log in to eChalk and click My Email on the side toolbar.

Click on the Compose button or select one of the Reply options to open a message.
Click the Find Members link on the Compose screen. The Write Mail > Add
Recipients from Find Members screen will display.

If you would like to search within other sites in your district, click on Select sites to
search. Select the checkbox(es) to the right of the sites in which you would like to
search. Click Save.

Questions? Contact support@echalk.com or 1-800-499-2741
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5 Or, you can search according to user type by selecting from All Users,
Administration, Staff, Teachers, Students, Parents, Alumni, Site Administrators

(Site Manager and Administrators only).
6 Enter the member's Name in the Search Power Tip: Sometimes searching for a partial
Information area. If you don’t know the name will give better results because of the
) ) . common differences in names.
user's full name, you can enter a partial

name.

7 To narrow your search, select other criteria by using the drop down lists that display for
each user type. You can click on the Use Advanced Search link to search by Email
Address, Position, and Creation Type.

8 You can use Creation Type to search for parents that are registered to receive class
email alerts. This search function is only available to Full Site Managers and Site
Administrators with full Site Manager privileges. To narrow your search, choose one of

three types:
= eChalk Application — These users have been added manually using the eChalk
application.

= |mplementation System — These users have been bulk-loaded at one time during
the implementation process.

= Self-Registered — This option only displays when the Parent user type is selected.
These individual users have registered themselves to receive class email alerts
and do not have pre-existing eChalk accounts.

9 Click Find Now to begin the search. The Search Results page will display.

10 The Search Results page will list some of the following information about the member
including Last/First Name, Email address, User Type, User Status, Grade (PK-12),
Position, and Year Graduated

11 To sort your list, choose a column heading link at the top of the page to organize the
list by Last Name, First Name, Email Address, User Type, User Status, Grade,
Position or Year Graduated. To sort in ascending or descending order, click the
arrow icon to the left of the heading column you're sorting.

12 To select an individual on your search results list, check the box in front of his or her
name. You may also select everyone on the list by checking the Select All checkbox
at the bottom of the Search Results page. To deselect everyone, uncheck the Select
All box.

13 Click the OK button to add the selected user(s) as recipients of your email message.
You will be returned to the Compose screen and the recipient(s) will now appear in
the To field (or the Cc or Bec field if you selected those options).

Questions? Contact support@echalk.com or 1-800-499-2741
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Setting Your Email Options

Click My Email on the side toolbar, and then click on the Options tab in the left navigation tree
to review and change the way you view, send, and store email in your account, add an
electronic signature, and forward email to another address. The Options screen (Fig. 4.21) will
display.

On the Options screen (Fig. 4.21), you can click on the grey bars at the top of any section or the
arrow at the right end of that bar to open or close that particular section.

B

General Options )
Security Settings )
Storage Space (]
Message Signature (=
Forward / Reply )
Wireless Settings for Emergency Alerts )

Advanced Options )

Fig. 4.21

General Options

At the top of the Options screen, there are four General Options (Fig. 4.21) that allow you to
control your emails:

* Refresh my Inbox - Determine how often you’'d like your Inbox to automatically
refresh. Choose a time interval from the drop down menu provided.

* New email message alert - The system can sound an alert and pop up a new window
to tell you when you have received a new message. Select the checkbox to enable this
option. By default, a “You have mail” message will pop up at the bottom of your screen
when new mail is received.

= Automatic spell check - The Spell Check function can operate automatically when
you send an email. Select the checkbox to enable this option.

= Send a return receipt - A return receipt can be automatically sent to you when the
recipient of one of your emails receives the email message. From the drop down menu
provided, select one of the available options: Ask me, Always, or Never.

Questions? Contact support@echalk.com or 1-800-499-2741
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General Options
Refresh my Inbox every I 15 ¥ minutes.
[¥ Sound an alert and pop up a window when a new email message is received.

[l automatically spell check when sending mail.

Send a return receipt: IAsk me

Fig. 4.22

Security Settings

In this section (Fig. 4.23), you can determine which mail should automatically be filtered out of
your incoming messages and moved to your Junk Mail folder. You can choose from the
following filter levels:

= None - This is your default setting. No messages will be filtered.

= High - This will filter out messages that are possibly junk mail.

= Medium - This will filter out messages that are most likely junk mail.
= Low - This will filter out messages that are obviously junk mail.

Note: The higher your filter level, the more chances you'll have of
filtering valid messages by mistake. It's important in any
configuration to check your Junk Mail folder periodically.

General Options
Security Settings

Choose a filter level below to determine which mail should automatically be maoved to your Junk Mail folder,

Filter level: | High (Possibly junk mail) w

l | Edit Blocked Addresses Filter | | Edit White Listed Addresses Filter |l

Fig. 4.23

The Edit Blocked Addresses Filter and Edit White Listed Addresses Filter buttons (Fig. 4.23)
will appear if you've blocked email addresses and/or added email addresses to your white list.
Click on either of these buttons to edit the filter settings. Please see “To block email addresses”
in the “My Email” section on page 8 and “To add email addresses to your white list” under
“Using Email Folders” on page 16 for more information.

Note: You can also edit these filters in the Advanced Options
ﬁ section of the Options screen. See “Advanced Options” in this
section on page 32 for more information on filters.

Storage Space

In this section (Fig. 4.24), you can determine how you want messages to be stored in your Inbox
and other folders. You can select the checkboxes next to the following options:

Questions? Contact support@echalk.com or 1-800-499-2741
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= Save deleted messages to the Deleted Mail folder

= Save outgoing messages to the Sent Mail folder

= Automatically archive messages - You can automatically archive messages that are
older than a certain amount of time by selecting the appropriate checkbox. This will help
your email folders load faster. Choose values from the drop down menus provided for
the Deleted Mail, Sent Mail, Junk Mail, and Inbox folders. As messages are archived
they will be placed in new folders.

= Automatically delete messages - Alternatively, you can automatically delete old
messages when you reach 98% of your email quota, so that your email system will run
swiftly and efficiently. Select the second radio button and choose values from the drop
down menus provided for the Deleted Mail, Sent Mail, Junk Mail, and Inbox folders.

1X]
| General Options (= |
| Security Settings o) |
| Storage Space e |

¥ Save deleted messages to the Deleted Mail folder
Save outgoing messages to the Sent Mail folder

O Automatically archive messages that are older than:
@ 1f you have reached 38% of your email quota, automatically delete messages that are older than:

2weeks v from the Deleted Mail folder.
2weeks v from the Sent Mail folder.

Tweek  » from the Junk Mail folder.

1week fram the Inbox.

Fig. 4.24

Message Signature

Use the Message Signature section (Fig. 4.25) to automatically add an electronic signature to
your emails. Signatures can include your contact information or a personal favorite quote. Select
the checkbox next to Always include signature to automatically include this signature in your
emails.

Questions? Contact support@echalk.com or 1-800-499-2741
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1X]
I ———
General Options )
Security Settings =
Storage Space )
Message Signature (=)

Rich Text Editor. Will format text without using HTRL

| werdana v |zoop v B 7 U 8| % < [By Y@
EES == =4 Tgde| — == |

M g8 s s Y | e S EE

Norman A. Birch

eChalk aAdvocate

-, Inc,
norman.birchi@echalk.com
800.499,2741

"Education is the key to unlock the golden door of freedom.”
- George Washington Carver

( Power Tip: Select the Rich Text Editor in the
drop down list at the top of the message

signature text box to format your custom

signature using fonts, styles, and colors.

[ Abways include signature
Fig. 4.25

Forward/Reply

These options (Fig. 4.26) allow you to receive email at another address and/or send an automatic
reply message to anyone who sends you an email. This can be helpful during school holidays,
vacations or for times when you may not be able to check your email.

(X]
e ]
General Options =
Security Settings )
Storage Space =
Message Signature =
Forward / Reply (=

Forward all mail to the following email addresses (separated by commas):

|| add

--Forwarding Addresses--

[JDont leave a copy of the message in my eChalk mailhox
Auto-reply message:

¥ Reply to all incoming email with the following message:

|will be out of the office until Friday. If you need immediate assistance, please
contact our Support department.

[¥] Auto-reply to each sender only once per day
[include the original message in the auto-reply

Fig. 4.26

Questions? Contact support@echalk.com or 1-800-499-2741
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» To forward your emails to another email address:

1 Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.

2 Click on the Options tab in the left navigation tree. Your Options screen will display.

3 In the Forward/Reply section (Fig. 4.26) of the Options screen, type an alternate email
address to which you want to forward all your incoming messages in the field provided.
If you enter more than one email address, separate the individual addresses with
commas.

4 Click the Add button. The email address(es) you've entered will display in the list of
Forwarding Addresses.

5 If you want to delete the message from your eChalk Inbox after it has been forwarded
to avoid cluttering your account, select the checkbox next to Don't leave a copy of
the message in my email inbox.

To disable message forwarding, in the Forward/Reply section of the Options screen, select each
address in the list of Forwarding Addresses and click the Remove button.

To automatically reply to incoming email messages:

1 Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.

2 Click on the Options tab in the left navigation tree. Your Options screen will display.

3 In the Forward/Reply section of the Options screen, select the checkbox labeled
Reply to all incoming email with the following message.

4 In the text box provided, type a message that you want the system to automatically
send to everyone who sends you an email message. You may want to indicate that
you’re away and when you expect to return.

Note: When you return, remember to disable your Auto Reply
messaging.

5 You can auto-reply to each sender only once per day and/or include the original
message in the auto-reply by selecting the appropriate checkbox(es).

To disable the Auto Reply feature, simply return to the Options screen, open the

Forward/Reply section, and uncheck the box labeled Reply to all incoming email with the
following message.

Wireless Settings for Emergency Alerts

You can configure your mobile phone to receive emergency text message updates sent by your
school’s Site Manager or other authorized person.

Questions? Contact support@echalk.com or 1-800-499-2741

31



32 Focus On... eChalk Email Beta

General Options )

Security Settings )
Storage Space )
Message Signature )
Forward / Reply )
Wireless Settings for Emergency Alerts (=

Please choose your mobile phone carrier from the Carrier drop-down menu listed below and enter your mobile phone number to receive emergency alert text
MEssages.

Note: Standard text messaging rates apply.

Mobile Carrier: £ Verizan v

* Mobile Phone Mumber: l:l

Checking this box will automatically send a text message to your mobile device when you click Save. If you do not receive this message, please
reconfigure your wireless settings, as there may be a problem with the carier you've chosen or the cell number you've entered.

Fig. 4.27

» To receive emergency alert text messages:
1 In the Wireless Settings for Emergency Alerts section (Fig. 4.27) of the Options
screen, choose your mobile phone carrier from the Mobile Carrier drop down menu.
2 Enter your Mobile Phone Number, including the area code, in the field provided.
Enter only the numbers with no dashes or other markings.
3 The checkbox below will already be selected to automatically send a text message to
your mobile device after you click the Save button to test your settings.

ﬁ Note: Standard text message rates will apply.
4 Click the Save button at the bottom of the screen.

If you do not receive the test message, please reconfigure your wireless settings, as there may be
a problem with the carrier you've chosen or the cell number you’ve entered.

Advanced Options

In the Advanced Options section of the Options screen, you can create custom filters to
automatically file your emails into folders according to criteria such as keywords, subject, etc.

Questions? Contact support@echalk.com or 1-800-499-2741
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* Filter Mame:

Custorn Spam Filter Enahble filter
Filter Description:

“Indicates required fields
“ Filter Rules:
® Filter messages where all of the following rules apply

O Filter messages where any of the fallowing rules apply

i If | From: + || contains v

Case Sensitive

Add Rule

" Filter Action
® Move to:
O Redirect to:

O Discard message without notification to sender

O Discard message and notify sender that message has heen rejected
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iters = Add Fitter

Selecta Folder

Fig. 4.28

P To create an email filter:

1
2
3

~NOoO O

Log in to eChalk and click My Email in the side toolbar. Your email Inbox will display.

Click on the Options tab in the left navigation tree. Your Options screen will display.

Open the Advanced Options section at the bottom of the Options screen, and then

click the Filters link. The Filters window will display.

Click the Add button at the top of the page or the Add an Email Filter link. The Add

Filter page will display (Fig. 4.28).

Enter a Filter Name.

If desired, enter a description of the filter in the Filter Description box.

Select the appropriate checkbox to determine your Filter Rules:

= Filter messages where all of the following rules apply — Select this option if you
wish to filter only messages that satisfy all the rules you configure

= Filter messages where any of the following rules apply — Select this option if
you wish to filter messages that satisfy any of those rules

Create one or more filter rules using the drop down menus and text field provided. For
example, if you want to block a specific sender from sending you email, select From in
the first drop down menu, leave the second drop down menu with the selection
contains selected, and then in the third text box type in the sender's email address.
Check the Case Sensitive box if you want the rule to discriminate between lower case
and upper case lettering.

Questions? Contact support@echalk.com or 1-800-499-2741
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10 You can enter more than one rule for any filter you create. To add the rule, click the
Add Rule button at the bottom of the Filter Rules area. Once you have created more
than one rule, you can choose to filter messages using any of the rules or all of the
rules. To do this, check the appropriate box above the rules you’ve entered.

11 In the Filter Action section, select where you'd like the filtered email to go:

Move to - Move the blocked mail to a specific email folder by choosing a folder
name from the Select a Folder drop down menu. Selecting this option will
automatically move the blocked email to the folder that you've selected.

Redirect to - Redirect the email to another email account (e.g.
jane.smith@hotmail.com) by entering the email address in the box provided.
Selecting this option will automatically forward the blocked email to the email
address you've entered.

Discard message without notification to sender - Selecting this option will
automatically delete the email without notifying the sender.

Discard message and notify sender that message has been rejected -
Selecting this option will automatically delete the message and send a rejection
email to the sender.

12 When you have finished making your selections, click the Save button to return to the
Filters window, where the new filter will display in the filters listing.
13 Click Done to close the Filters window and return to the Options screen.

To edit or delete an eChalk mail filter, click on the Filters link in the Advanced Options section
of the Options screen. The Filters screen will display. To edit a filter, click on the filter name.
After you make your edits, click the Save button. To delete an eChalk mail filter, check the box
next to the filter you want to delete and click the Delete button. Click OK to confirm or Cancel
to return to the Filters screen without making any changes.

Questions? Contact support@echalk.com or 1-800-499-2741



Focus On... eChalk Email Beta

Using My Email Beta

Troubleshooting/FAQ

Q: I accidentally deleted an important email and/or folder. Is there any way to retrieve it?

A: The first step is to check your Deleted Mail folder for the message. If the message is not in
the Deleted Mail folder, then contact eChalk Support. eChalk may restore specific emails
received by users within the last 30 days. However, eChalk will not be able to restore emails
that were deleted the same day they were received.

Q: Why am I receiving unsolicited emails? How can I block these emails?

A: While the eChalk system employs several methods to protect you from receiving the bulk of
SPAM emails, you may still occasionally receive spam. You may create personal filters to block
specific email addresses or emails containing certain keywords. To do this, refer to “Advanced
Options” under Setting Your Email Options on page 32.

Q: Can I share a personal group list with another user?

A: Users do not have the option to share personal group lists with other users. If you wish to
share an email list with members of a group, we recommend creating a Shared Email Group
List. Only users with Site Administrator privileges have the ability to create shared email group
lists. Once created, a Shared Email Group List will automatically display in the eChalk
address books of all group members. Refer to your Site Manager guide for instructions.

Q: How can I increase my email storage space?

A: All users have a 100 megabyte default email storage limit which may be increased by the Site
Manager for an additional fee. Email storage limits may be increased for all users of a particular
user type (i.e. teachers, students, administrators, etc.) as well as for individual users.

Q: A student/teacher received an offensive email. Can eChalk trace where this email message
was sent from?

A: Due to the sensitivity of incidents involving offensive or threatening emails sent to members
of a school community, eChalk will only conduct an email investigation pursuant to the written
request of a proper authority within the school or district.

Q: Is there a limit to how many folders I can create?
A: There is no file limit.
Q: What's the file size limit for sending attachments?

A: The file size limit for sending attachments is 20 megabytes.

Questions? Contact support@echalk.com or 1-800-499-2741
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