Fort Worth Il

FWISD WebMail

Frequently Asked Questions

1. WhyisFort Worth 1SD moving to WebMail?
WebMail integrates with newer technology. It supports single sign-on into the
network and is easier to accurately maintain. In addition, it provides record retention
required by new laws.

2. What isWebMail?
WebMail is the web-based email solution the District has chosen to replace the First
Class email system.

3. When will WebMail be launched?
WebMail is here and ready for use.

4. What is my username?
Y our username isyour firstname.lasthame (plus a number at theend, if thereare
duplicate names). Y ou can locate your username by going to the following website:
http://info/I TS/default.aspx
On the right-hand side of the web page,

click on Active Directory Username Report Active Directory Tools and AUP
| Acceptable Use Policy

A 4

Active Directory Username Report
Active Directory Password Change

My Computer Information

A new web page will open. Select your campus from the drop-down menu to open the
web page with your username.

ForT
IR I'H
wrmrmeewn AD Username Report

This page can be used to lookup up an employee's Active Directory
account information. Just select your campus from the drop down
menu below. The list 15 updated nightly

Elementary Selact Your Campus v
Niddle Select Your Campus

High Select Your Campus -

£

Admimistration | Select Your Campus v

Click Here to Change Your Password

The email address will be the AD Tser Mare with @fwisd.org
at the end of it.

Eeturn to Info Site

Enployee Lockup w12
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Write down your username and append “ @fwisd.org” Y our E-mail address should
look like user.name@fwisd.org. For example, Henry Garcia s e-mail addressis
henry.gar cia@fwisd.org

How do | change my password?

To change your password, you will need to type the following link into your web
browser’ s address bar and hit Enter. http://info/I TS/default.aspx

On the right-hand side of the web page, Active Directory Tools and AUP
click on Active Directory Password Change Acceptable Use Policy

Active Directory Username Report

Active Directory Password Change

v

My Computer Information

The Self Service Password Page will open.

a. Typeyour username in the UserName field. \

b. Inthe Current Password field, type theinitial
. o ForT
password. To obtain theinitial password, ask WeRTH .
your Technology Coordinator or contact the = Self Service Password Page
| TS User Support Help Desk at 817-871-2085,  fyourlogin was converted to Active Directory last

school year, your Current Password has not been changed..

C. Type in your new paSSWOI‘d in the New Password  piease use vour password from last year.
and Retype Password fields.

If you are new to Active Directory, you have been given
an initial password to use that will allow you to set

UserName: J prh smiths ?.'our new Active Directory password.
Current Password: <initial password> UserName:
New Password: 3jm8sh!0 Current Password:

New Password:

Retype Password:  3jm85h!0

Retype Password:

d. Once you have entered the above information, )v

click on the SetPassword button.

Note: Changing your Active Directory password automatically changes your
WebMail password.

. What do | doif | forget my username and/or password?
Contact the ITS User Support Help Desk at 817-871-2085.
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7. Howdol logintoWebMail?
Open Internet Explorer, type http://webmail.fwisd.org in the address bar and hit
Enter. A dialog box will appear. Type <username>@fwisd.org in the User Name
field. For example, in the User name field type joseph.smith5@fwisd.org
Connect to webmail. fwisd.org
=
A\
Wl
The server webmail, fwisd,org at webmail, Fwisd, org requires a
username and password,
Wearning: This server is requesting that wour username and
password be sent in an insecure manner (basic authentication
without & secure conneckion),
User name: ﬁ joseph. smithS@fwisd, org b
Passward; [TITTITTYTY
[ Remember my password
[ (04 l [ Cancel ]
Type your password in the Password field and click OK.
8. How dol log off of WebMail?
Click on the Log Off button found on the right- hand side of the WebMail toolbar.
When prompted, click on the Close button to exit the WebMail window and then
click on Yesto close Internet Explorer.
9. How do| send emailsto District employees?
From the WebMail Toolbar, click on the down arrow on the right side of the New
button; it will open a drop down menu. Click Message and a new window will open.
Click on the To button to open the Find Names window. Y ou can then choose to
search within the Global Address List (District contactslist) or Contacts (your
personal contacts list) by clicking on the drop-down menu. Type thefirst few letters
of the recipient’s last name in the Last Name field and click on Find. Select the
correct person from the list and click on one of the Add recipient to... buttons (To,
Cc, or Bcc). Click Close when you are done adding recipients. Give the email a
subject, type your message, and click the Send button =!s=nd | ocated on the Toolbar.
10. How do | send emailsto people outside of the District?
Create a new message. Type the recipient’s email addressinthe To field, give the
email a Subject, type your message, and click the Send button =!send,
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Why doesn’t my message automatically save when | close the window?
Y ou need to click on the floppy disk icon i to save the message into your Drafts
folder.

How do | attach a document?

1) Create anew message. 2) Y ou can click on the Attachments button or the Paperclip
icon on the toolbar to open the Attachments window. 3) Click on the Browse button
to navigate to the folder that contains the file you wish to attach. 4) Click on it once
to select it and click on Open. 5) Next you need to click on the Attach button right
below the Browse button to attach it to your email.

Once you have clicked on Attach, you should see the name of your file in the Current
file attachments box. Y ou can add more attachments if desired by repeating steps 3
through 5. Click on the Close button to exit the Attachments window once you have
completed attaching all your documents of choice.

Note: By default, WebMail blocks attachment files (such as .bat, .exe, .vbs, and .js)
that can contain viruses.

How do | view or open my email?

Make sure the folder with your name on it or the Inbox folder is selected. If the
Reading Paneis active you will see the email message in the third column as soon as
you select a message.

£its Outiook WebAccess I Tnbox (uessages -) teems [N o 1of 1
.;jFDHEFS o [»] Badew - |-_?§| x | & =l 5 |‘E| = l'4‘1 pam] | @ Help [ Jtegoft

3 (5 GARCIA, JOSE
2] Calendar

e ©

Sat B/4/07 . 2KB

1 [1]8]From | subject

GARCIA, JOSE
To: GARCIA, JOSE
Cc

[ Contactz

15] Deleted Items

[7 Drafts
ERREinboxkéy]

&8 Journal

LG Junk E-mail

ko | Motes

= Qutbox

.._J Sent Items

[&] Tasks

This is a test to show what the Reading Pane looks like.

Henry Garcia
Instructional Technology Specialist, FWISD

Instructional Technology Department @ PDC
3150 McCart Avenue, Suite 16
Foart Worth, Texas 76110

Office phone: 817-207-6799
Fax: 817-922-6967
Email: hgarc@fortworthisd net

To view an email in a separate window, simply double-click the message.

How do | delete an email?

There are three methods of deleting email; they are: o

a click onthe email to select it, and then click the delete button '* on the toolbar to
send it to the Deleted Items fol der

b. click on the envelope icon and hold your left mouse button down and drag the
email to the recycling bin icon in the left column

c. right-click on the message and select Delete
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15. How do | open and/or save an attachment?

Open the e-mail. To open an attachment, click on the attachment once. If the format is

HTML, plain text, or pdf the attachment will automatically open in anew web page.

If you click the attachment of a Microsoft application (like a Word document), a

dialog box will open prompting you to Open or Save. If you click Open, the

document will appear in anew web page; if you click Save, you will be prompted to

select alocation to save the document. Choose a desired location and click Save. To

save an attachment without opening it first, right-click on it and select Save As.

16. How do | add contacts?
Click the New button’ s drop-down menu and click on Contact. Once the new window
has opened, type in your New Contact’ s information. Don’t forget to type in the
contact’s email address. Click on Save and Close. The person will now be added to
your personal contacts list.

17. How do | create personal distribution lists?
Click the New button’s drop-down menu and click on Distribution List. When the
Distribution List window opens, type the name of your new list in the List Name
field. You can type the person’s email addressin the Add to Distribution List field
(Thisfield is mostly used to add people who are not in your personal Contacts or the
Global Address List [GAL].); then click add.

If you are trying to add people from your personal Contacts or the District’s GAL,
click on the Find Names button. Click on the drop-down menu to choose which list to
search within. Type the name of the person in the appropriate fields and click on
Find. Select the correct person and click on the Add recipient to... Distribution List
button. After you have added all the people you want to the list, click Close and don’t
forget to click on Save and Close in the Distribution List window.

18. How do | send emailsto a group of people using a Distribution List?
From the Shortcuts Toolbar, select Contacts. Double-click the distribution list you
wish to send an email to. A window will open listing the contacts in this distribution

list. On the Standard Toolbar, click on the Send mail to list icon ‘=i,

If you want to send an email to agroup of peoplein the District’s Global Distribution
List, begin by creating a new message. Type an underscore” " inthe To field and
click on the Check Names button. A list of Global Distribution Lists will appear.
Click on the desired distribution list and click on OK. Write your message and click
on the Send button =4send,

19. How do | add an appointment to my calendar?
Click the New button’s drop-down menu and click on Appointment. A new window
will open alowing to you to enter time, date, and subject. Click on Save and Close

20. How do | invite someone to my appointments?
From the Appointment window, click on the Invited Attendees button | vz aendess|

Enter the names of your invitees and click on the Check Names button &~ . Select the
correct person and click OK. Once you have the selected all your invitees, click on
Send.
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21. How do | delete an appointment from my calendar ?
On the left column, at the bottom, you will find the Button Bar. Click on the Calendar
button. Find the appointment you wish to delete. Click on the appointment to select it

and then click the delete button  # .

22. How do | createfoldersto store my read email?
Click the New button’s drop-down menu and click on Folder. A Create New Folder
window will open. Typein atitle for the new folder in the Name field. Designate
what the folder will contain by clicking on the drop-down menu. Next, select where
you want the new folder to be created in by clicking once on the desired folder and
click OK.

23. How do | copy or move a message/folder ?

There are two methods of moving a message/folder; they are:

a. Click on the email/folder you want to move. Holding your left mouse button
down, drag the email/folder to alocation in your Folder List (located in the left
column) and release the left mouse button. Y our email/folder should have been
moved into the selected folder. To copy the email/folder to a different location,
hold down the Control key while dragging the email to the desired folder.

b. Click on the email you want to move or copy once to select it. Right-click on that
email and select Move/Copy to Folder. Select the folder where you want to move
or copy it. Click on either Move or Copy.

24. How do | move my contacts from First Classto WebMail?
Unfortunately, it isabit more difficult to directly move your contacts over to
WebMail. Y ou will have to re-enter them manually. To make it easier, however, you
can export your contacts information into a csv file which will open with Excel and
from there you can copy and paste the information into your WebMail Contacts
Forms. To do so, follow these directions:
Open the First Class Client. Click on File/Open/Contacts; then click on
File/Export Contacts. Click on the All Contacts radio button and the
For use with Outlook button and click OK. Save to the Desktop and
name your file FC_contacts and click Save. Click the Close button and
exit out of First Class.
District contacts are automatically in the Global Address List (GAL), but
remember when searching for contacts that their names are the official names
in the Human Resour ces personnel files.

25. How do | move my emails and attachments from First Class over to WebMail?
Y ou cannot move your emails or attachments to your new WebMail account at this
time. Before October 1%, you might want to export your email and attachments to your
computer. Y ou can do this by selecting your emails and right-clicking. Select Export
Documents. Select the desired location to save your messages and click on Save.
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26. How do | create my signature?

On the left column (in the Navigation Pane), at the bottom you will find the Button
Bar. Click on the Options button. When the option window opens, scroll down to
Messaging Options and select Edit Signature. Another window will open where you
will create your signature. (Tell the computer to run the Active X file) Save and
Close. Select the box to Automatically include my signature on outgoing messages.
and Save and Close.

27. How much stor age space does my email account have?
Fort Worth 1SD has acquired sufficient storage to support the entire school District.

28. Can | upload documentsto WebMail?
No, you cannot just drag a document to the inbox and keep it stored there for easy
retrieval. A flash drive should be used to store such documents.

29. What happensto the email that is sent to my First Class Email Address?
Any email sent to your First Class email address will be redirected to your WebMail
beginning November 16™ and will continue to be forwarded for approximately 6
months. Thiswill allow you plenty of time to notify contacts of your email address
change.

30. Can | still usemy First Class account?
First Class will remain the email system for official school business until November 16,
2007; you will continue to have full accessto First Class until then, allowing you time
to learn the new system and migrate your email. Once WebMail becomes the official
tool, First Class will become View Only (for archival purposes). This means that you
can visit First Class to view your old emails and download attachments (for
approximately 6 months beginning November 16™). The emailsin your First Class
account will be Read-Only and cannot be edited. Furthermore, you will not be able to
send, nor receive emails via First Class beginning November 16™.

31. What will happen to my conferences?
Conferences are now called “Public Folders.” Only Global Conferenceswill be
available for everyone. Advanced Training will be made available and Creating
Conferences will be one of the topics covered in that training.

32. How do | log in from home?
Logging in from home is identical to logging in within the District network.
(For instructions on how to log in, refer to FAQ #7.)

33. Wherearethe District Forms?
All formswill be migrated to an online web form which you will be able to find in the
appropriate Public Folder.

34. Why can | nolonger Chat?
Chat is not supported with FWISD WebMail.
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35. Why can’t | check my emails' history?
It is not one of Outlook’ s features. It will however, allow you to send a Read Receipt
along with the email you sent. WebMail differs however, in that the receiver of the
email can elect to send or decline that aread receipt be sent back to you.

36. Will | beableto unsend my emails?
No; once you click on Send, you cannot unsend a message.

37. Can | Undelete my emails?
Y ou can undelete messages, only if they are still located in your Deleted Items folder.

38. Aremy deleted emails“really” deleted?
No, even if you have emptied your Deleted Items folder, all emails are recorded.
According to arecent Supreme Court ruling, all communications must be archived for
“open records’ requests.

39. What isActive Directory?
Active Directory isa central component of the Windows platform. Active Directory
is used to manage items such as user names and passwords, location of the facility
that the user reportsto, and what access privileges they have on various systems
around the District. It also supports single sign-on, allowing the user to log in once
for multiple applications requiring alog in.

40. What do | doif Internet Explorer blocksthe pop-upsfrom WebMail?
Make sure that when you first log into WebMail, when the pop-up blocker notifies
you that awindow has been blocked, click on the yellow Pop-up blocked bar and
select “ Always Allow Pop-ups from This Site...”

/'.: Microsoft Outlook Web Access - Windows Internet Explorer
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