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Outlook Express
Common Questions,                    Simple Answers
How can I make it so my e-mails don’t open automatically? What you are viewing is called “Preview Pane.” This is a setting that can be changed under the View pull down menu. Slide down to Layout and de-select “Show preview pane” on the window at the bottom. I highly recommend that people do not use the “Preview Pane” layout for two reasons. First, you never know what graphic might be in the body of an e-mail and appear when opened. Secondly, at some point viruses will be embedded in the body of e-mails and won’t be attachments. You need to be in control of what you open.

What options are there for my Outlook Express layout? Under the View pull down menu you have various options you can select for your layout. I like to see my Folder List so I can organize my e-mail as they come in. Many people like their contacts open all the time instead of having to go to the address book. You can customize your layout to suit your needs. Try some different options and see if they work for you.
My Inbox is very full. How do I organize my e-mails? You want to create folders to store your read e-mails. To do this you Right Click on the Inbox in your folder list. (The left hand portion of your screen) A menu will appear and you should slide down to New Folder. Type in a name for the folder. You need to decide how you want them organized. I have folders for different staff, companies, news journals, etc. Once your folders are created the steps to move your e-mails are as follows. Right Click on the e-mail you want to move, select Move to Folder. A popup window will open with the names of all your folders in ABC order. Click on the folder you want to move the e-mail to and then click OK.
How do I change the order that my e-mails appear in my Inbox? At the top of the page of your Inbox you see headings. Depending on how they are set you may see: From, Subject, Received, and Size. Each of these can be used to sort your e-mail. Many people make a change in their sorting by mistake. If you click in the heading you are actually clicking a button. For example, if you click in the Received heading it will sort you e-mail from oldest to newest. Click in there again and it sorts from newest to oldest. Each of these headings is a toggle key that will order your e-mail in a different way. Depending on your needs you may want to change the sorting on a regular basis. Remember it is a very easy change to make, by mistake. If you Right Click in a heading you will get a menu with Sort Ascending and Sort Descending as options.
How do I change the headings that run across the top of my Inbox? Right Click in a heading and you will see Columns… as a choice. Click and a popup window will appear. A list of column headings for you to choose from will appear. Select or de-select the columns you want to appear in your Outlook Express. You have the option to change the order they are in as well as the column size. You can move them up or down, which is left to right as well as show or hide columns. These column changes can be the same or different in each folder. 
How do I change the format for new e-mail messages? Outlook Express lets you read and write e-mail messages in two different formats: HTML and plain text. When you reply or forward a message Outlook Express matches the format of the received message. To change the format for your outgoing e-mail messages choose Options from the Tools menu. Click the Send tab and click the radio button in the Mail Sending Format area of the window. In Outlook the choices are different. You have three formats: HTML, Rich Text, and plain text. You access these choices through Options from the Tools menu but your tab title is Mail Format.
How do I use Bcc (Blind cc)? When you create new mail you will see a To.. and a Cc.. button in the top left-hand corner of your create window. If you click on either of these buttons a Select Names window will appear (Outlook). In Outlook Express it is the Select Recipients window. Bcc is on this window. You can put as many names, groups, or distribution lists into the Bcc text box. Each recipient will just see their name and no others.
Can I use Bcc (Blind CC) with a group? When you use Bcc on a group or distribution list each recipient will see that the e-mail is to them only. All others will be removed. It will say undisclosed recipient and you will know that the e-mail went to others but not who they are.
How can I make Bcc be open for all e-mails? In Outlook only, in your open e-mail editor, you will see an Options button. When you open that menu you can select the Bcc option. Bcc will then be available in all e-mails whether it is New, a Reply, Reply to All, or a Forward.
How do I display a recipient’s name not their e-mail address? In your address book you can select the display. Make sure that the display is the person’s name and not their e-mail address. People don’t want their e-mail addresses sent out to all the people you might send e-mails to.
What is the easiest way to delete Sent Items and Deleted Items? You have two folders that should be deleted on a regular basis. Your Sent Items folder should be deleted first. Open your Sent Items folder and highlight any item. Then use Control A for Select All and hit the Delete Key. These deleted Sent Items have been moved to the Deleted Folder. Open that folder and highlight one item, do Ctrl A to select all and then delete. I have worked on many teachers’ computers that have thousands of e-mails in these two folders. If you want to save an e-mail put it into another folder and then delete all the rest. They take up space which can slow down your computer.
Where is My Network Folder?
When staff and students log on to the network there are times when the network folder is not showing up. If teachers and students know they have a folder, and they have accessed it in the past, it has not gone away. You need to log off and log back in and the folder should appear. 
What appears to be happening is some of our newer machines are so fast that they don’t grab the entire profile which may mean they are leaving the folder behind. Your first line of defense is to log off and log in again. I highly recommend that when you log in to your account you check to see if the folder is there before you start creating a new document.
Saving your files to the network

Teachers who are connected to the network can save all files and folders at once. The best way to do this is to go to the My Documents Folder. Select All and click on "Copy these selected items" from the File and Folder Tasks on the left-hand side of that My Documents window.  A Copy Items window will appear and you can select the H drive which starts with the teacher’s name. All of the files and folders will be copied to the network folder. Once your files are on the network, they are backed up. If your hard drive crashes, your files are safe. You can also delete those on your hard drive to improve speed.
[image: image15.png]K&

o



[image: image2.png]



Student Folders
Please remind your students to save to the correct location. Students are building a digital portfolio every time they save to their network folder. At the end of each year they can delete out files they don’t want to keep and organize their working into grade level folders. By the time they graduate they should have a nice collection of their work in the Norwell Public Schools. 
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X2 Aspen Version 2.6 
Norwell will be upgrading to version 2.6 on Tuesday, March 25th from 4:00 to 6:00 PM. X2 will not be available during that time for all staff. Teachers will be happy to learn that X2 Aspen has many new Gradebook features. 
Category Defaults: When a staff member creates a category, they can enter default values for the following fields in the Assignment Defaults area: 

· Grade scale 

· Allow numeric grades 

· Max points or total points (depending on the weighting mode) 

· Extra credit points 

· Private 

Each time the staff member creates a new assignment, the system asks if they want the default values to automatically fill in the fields.
Linked Classes:  Teachers now have the ability to create assignments and categories for multiple classes at once. This is accomplished by going to Gradebook > Class List > Details and specifying linked classes. When creating an assignment or category for one of the linked classes, the system asks the user if a copy should be made for the rest of the classes in the group.

Category Names in Column Headers: When setting their Gradebook preferences, teachers can now determine if they want to view category codes in the column headers on the Scores page. Access this new preference by clicking Set Preferences in the Gradebook.

E-mail Progress Reports: Teachers can now e-mail a student's progress report to family members they select. When running a progress report for a single student, an additional step now appears at the end of the wizard containing a pick list of family members with valid e-mail addresses. If one or more are selected, an e-mail is automatically sent with a short message and the resulting PDF attached. 

Note: This feature requires a valid outgoing e-mail configuration. Set this up in the District view by going to District > Setup > Preferences and selecting E-mail from the Category drop-down.
Single Student Grade Entry: The ability to enter grades for a single student at a time has been added. It can be accessed as follows: In the Staff view, go to Gradebook > Class List > Scores > Student; in the School view, go to Grades > Grade Input > Input Grid > Student. 

The columns displayed can be controlled using the Grade Columns drop-down at the top of the page. The entry of scores is very similar to the multi-student interface, with all of the same options and keystrokes for looking up grades, comments, setting footnotes, etc. The single student entry mode is particularly useful when entering rubric values for a standards-based report card. Nested criteria can be expanded or collapsed using the [image: image4.png]
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 icons. If Show Details is selected, performance indicators for the ratings entered are displayed automatically.

Web Sites of Interest
This link will take you to a Free Current Events Service. Discussion questions accompany each daily news article. These questions are designed to encourage critical thinking, challenge assumptions, and provoke lively classroom discussion. http://www.izzit.org/events/
This link will connect you with some web sites on public speaking. http://www.eduhound.com/cttarchives/030608ctt.cfm
This link was suggested by Lynn Laffan. It is a great place to practice vocabulary. It will adjust the level based on how well the student is doing. Check out: www.freerice.com the students will be donating rice to the UN World Food Program to help end hunger. Each correct response donates 20 pieces of rice. Challenge your students to donate rice.
   [image: image6.png]


[image: image7.png]


[image: image8.png]



Janet Eskin                                                           Technology Integration Specialist PreK-12           Norwell Public Schools                       eskin@norwellschools.org
ClipArt from: www.animationfactory.com, X2 Development Corporation

The next issue will include other X2 Enhancements found in Version 2.6.
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