The following instructions are for the Teaneck School District employees to access Outlook Mail via

ULt dsaail  \WEB ACCESS FOR OUTLOOK MAIL

Support

the Web.

=)
=)

From your internet browser, type in www.teaneckschools.org to access the Teaneck Public

Schools home page.

Select Employee Information, OUTLOOK MAIL from the Quick Links section.

“THAT EACH MAY LEARN>

If you are not logged in then, Sign In or Register April 07, 2008 | 11:11 a.m. | 43°F Cloudy
lome "Tounderstand is to forgive, even oneself.” Enter Search Term(s]

s - Alexander Chase #dwanced Dptions | Sitemap.
> Directory :
» Recently lipdated Wiew 5 Articles 1238w
> About Us . . i

Come to the Curriculum Fair on April 10
= Board of Education

The Teaneck Public School District will proudly hold a Curriculum Fair on Thursday, April 10 from B:30 to 9
QR p.m. in the Teaneck High Schoal Third-floor Student Center. The fair will provide a wonderful opportunity for
: Absentee Ballots residents and parents to see first hand some of the outstanding programs and serv...
= Woter Registration FRead mare PFosted on March 18, 2008

> Community Education
: Course Syllabi Budget Newsletter Delivered to Residents

» District Departments A newsletter describing various aspects of the 2008-2003 school year budget has been delivered to all Teaneck
ents, To read the newsletter on line, click below on related rmedia.

> Emergency Info Read mare Posted on April 07, 2008

@ Employee Information Qutlook Mai

> Employment 545 Applications

. @Mpprovecl by Board with 2.5% Tax Increase

and Budget Hearing held March 26, the Board of Education approved the 2008-
e voted upon by Teaneck's electorate on April 15. The budget totals $34 717 713,
pense, scheduled annual debt service payment, state and ...

> ParenmtCONNECT

> ParentInformation  [rofsssinalDer

Pocsted on Mereh 27, 2008

s Student Resources

Cadichivedllews 2008-2009 School Year Budget:

v School Links Numerous Videos Showcase Highlights

SAADGantiRr=iC), To view shaort video programs that highlight warious aspects of the proposed 2003-2009 school year budget that
> Hawthorne {1-4} Teaneck will wote upon on April 15, click related media below.

> Lowell {1-4) Read more Posted on pril 04, 1008
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http://www.teaneckschools.org/

e

Select CLICK HERE to access the outlook mail log in screen.

If you are not logged in then, Sign In or Register

> Home

= Calendar

> Directory

> Recently Updated
: About Us

Board of Education

s Budget

> Absentee Ballots

> Woter Registration

> Community Education
> Course Syllabi

= District Departments
> eBoards

> Emergency Info

> Employee Information

> Employment

ParentCOHHECT

= Parent Information
5 Sports

> Student Resources
> Archived Hews

~ Srhonl |inks

Complete the Log On screen by
typing Teaneck/your user name
(typically your first initial followed by
your last name, no spaces) and your

password.

It is not recommended that you
check the box Remember my

password

April 2008

Bpril 07,2008 | 11:14 a.m. | 43°F Cloudy

"In cloing wee leam.”
- George Herbert

Home » Employee Information » Outlook Mail » QOutlook hdail

Outlook Mail
Teaneckschools.org E-Mail
YWelcome to the Teaneck Public Schools Qutlook Mail page

To access your Outlook email Click Here

1. At the log on screen enter your user id.
(i.e. for John Web the user id is: jweh)

2. Atthe next screen enter your user name and password.
The uzer name is: teaneck/user id
(i.e. for John YWeb the user name is: teaneck/jweb)

PLEASE MOTE - To reply to ar fanward emails:
Disable your popup blocker or allow popups from this site

TAGS

#dvanced Options | Sitemap.

emai

=

il , Outlaok

Connect to mail.teanecks... | ?

Lser name:

Passward;

mail keaneckschools,org

| € teaneckiusername | v_l

[ 1Remember my password

| (54 H Zancel ]
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WELCOME TO OUTLOOK WEB ACCESS!

=13

File Edit View Favorites Tools Help ,'

\_}} J \ﬂ m ;j /I__\J Search (Favorltes {} '.’v :_\; — _J ﬁ 'ﬁ
Address @ http:/fmail teaneckschools, orgfexchange! . o

£i* Outlook Web Access W Inbox (pessages ~) Ttems

Ej Folders

EN=] Abrunzo, Georgia
[ Calendar
|5 Contacts
@ Deleted Items [5]

M Microsoft Outlook Web Access - Microsoft Internet Explorer

Links > @5 -

! | D|Q|Fr0m |Subject
= Schwartz, Patricia RE: Technology i sks
= Pinsak, Barbara RE: Technology Support Specialists

R E.

[[7 Drafts [5] £ U Cassidy, Arne Master schedule in SASI TupA16/2005 12:34 PM 11 KB
=R b = DacGiau, Bette RE: EF STudents ue 8/16/2005 11:42 AM 20 KB
éﬂ Journal (=1 InteGrade Pro Server Ad... InteGrade Pro Server User Impork Summar IMon 8/15/2005 10:51 PM 3KB
LB Junk. E-mail
o | Notes
[.3) Outhox
[ Sent Items [333] .
@ [y 5pam Ml Important Notgs.
@ B 5 L When you are ready to exit Web Access,
=] Tasl

please use the LogOff icon on the upper right
hand corner of the screen to ensure a complete
disconnect.

To reply or forward emails, you must disable all

|'_‘3 Inbox

" catendar pop-up blockers from your internet service
4| contacts provider and/or allow pop-ups from Teaneck’s
7] Tasks site. See below for details.

@ Public Folders

@ Rules
Eﬂ Options
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Pop-Up Blocker Settings

2N Microsoft Outlook Web Access - Microsoft Internet Explorern

B File Edit View Favorites Tools Help

eBack < J \ﬂ @ _h /-:\J Search “51:( Favarites {3

Settings

Folders
m Information Bar Help
= £ Abrunzo, Georgia ' | ] | a | Fr4rn [suEEE

] Calendar =] Ja/obs, Cliff Email
|85 Contacts
@ Deleted Tkems
If you try to type a new message or reply to a message you
received, you may be prompted to disable or allow pop-up’s from
Teaneck’s webmail. Click on the box and choose Always allow pop-
up from this site. Another message box will confirm your selection.
Select yes. Web access will accept this site and reload your
mailbox.
- Allow pop-ups from this site?
I-_—ﬂ Inbox
ﬁ Calendar @ Wwhould you like to allow pop-ups from ‘webmail teaneck. org™?
&Ej Contacts
@ Tasks
§ Public Folders Yes ] [ Mo ]
@ Rules
1 S Options
1 # Internet

bt 2 Bl 7 2 2 Internet Explarer - | @ C\Documentsand Se... | O w

Other Options are:

From Microsoft Internet Explorer, Select Tools, Pop-up Blocker, Pop-up Blocker Settings. Enter

http://www.teaneckschools.org/ in the Address of Web site to allow field and click ADD then
CLOSE.

If you have WindowsXP with Service Pack 2 installed on your computer, you will have to add
MAIL. TEANECKSCHOOLS.ORG/EXCHANGE as a trusted site.

Go to Start, Settings, Control Panel, Internet Options, Security, Trusted Sites, Sites then
ADD www.teaneckschools.org, APPLY then CLOSE.

At the bottom of the Trusted Sites Dialog Box, be sure to uncheck ‘Require service verification
(https:) for all sites in this zone.
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InBox

Retrieving Messages
To make adjustments to your personal views, select the Show/Hide Reading Pane icon and select to
preview your messages either to the right or the bottom of the screen.

& Microsoft Outlook Web Access - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

‘_/n\: Favarites e} <] ~ :7_ — _J ﬁ

g
4
i
C
[x)
Y
|':/.
»
g
3
AL
r

Bce ks * &~
Items to1of 1 I 4 & Bl

,_] Log OFf

m Folders

=g Abrunzo, Georgia
[ Calendar
& Contacts
&) Deleted Ttems
i) Drafts [5]
RS inbox{¢H]
i Journal
L_a Junk, E-mail
. | Motes
=] Outhox
[ Sent Items [15]
[ Spam Mail
[ Svne Issues
|5 Tasks

! | D|Q|From |Subject
&  Jacabs,... Email

Jacobs, Cliff
To: Abrunzo, Georgia
Cc:

Hi Georgia,

Hope your training sessions are going
well. Don't forget about our meeting today
at 12:30.

Cliff Jacobs

=0 |
I-_—g Inbox

,;11; Calendar

&=| Contacts

fd Tasks

@ Public Folders

@ Rules
Ej Options

= *fou have new mail.

You may also choose to turn off the preview pane completely. When the preview pane is off, double-
click the message to open up the email. Once the message is opened and read, the following actions
can be taken:

.
Move/Copy to a specified folder Use the Move/Copy icon to Move or Copy messages to a
folder that you create. Highlight the message and Click the icon, and select the folder, then
select Move or Copy.

Reply / Reply to All |i:$- "4 Usethe Reply icon to Reply to the sender of the message. Use the
Reply to All icon to Reply to everyone who received the email, including yourself. The To... and
CC... fields will automatically be populated with the recipient’'s names.

Delete & Use the Delete Icon the delete the message.

Forward g | Use the Forward icon to forward the email to someone other than the original
recipients. You may select the recipients from the Global Address or personal

Contacts lists.
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To CREATE AND SEND A MESSAGE, select New, Message to display the new message screen.

Outloo eb Access . . . ! |

m Folders o (a] fadnew - Lb X | @ =5 = 511 2[4 | @ Help ] Log Off
= £ Abrunzo, Georgia JJ Message |Subiect m

[ Calendar i Appointment Ernail Mon 8/22{2005 3:47 PM 1KE

&= Contacts 8= Contact

{5 Deleted Items & Distribution List

[7| Drafts [&] & Task

@ [ s =) Post in This Folder
Journal s
éﬂ e 4 Folder

There are two options for completing the recipient’s name in the To... field.

hitp bmail. teaneck ntitled -- Message - Microsoft Internet Explorer 1) Click on the To... button to dISplay
—JSE“d|*‘5I ﬁ‘|4g 2.0 |5-'|T § |2 options...| @ rielp the global address list. Type in
Jacobs, CIff the recipie_nt’s last name and click

Enter or Find. All possible
(I 55 . pomes - Web Page Dialog | matches will display. Double-click
= _ _ : the recipients hame to populate

Subject: Find names |n:|G|obaI Address List ~ the TO fleld or use the buttons

Display name |jacobs V' "t

|
|
S Lest e T | on the bottom of the screen to add
(Normal e e | e | the recipient to the CC,,, field. If
|
|

e | et | the recipient is outside the district
Gtz | [ ] just type in the email address in
the To... field.
Marne Phone Alias Office Job kitle Company

Jacobs, CIifF

STr—— e 2) Type the first three letters of the
recipients last name in

the To... field and click |E,
on the Check Names

icon from the menu bar. Click on
the name of the person you want
acdreapentton [ 7o JL & J[ 5] [ Popwions ] to send the message to and click
OK. The name will be auto-
completed in the To... field.

hittp:{ fwebmail teaneck, org/exchange/GAbrunzo?Cmd=di 4 Internet

2 Check Names -- Web Page Dialog

Microsaft Outlook Web Access found more than one "jac"

o yeu want fo
O Delete this recipient From the lisk

® changeto
Jackie Reidjackie.reid@kindredtechnologies. com] -~ Properties. ..

Mate Jacoby (nathan.jacoby@pearson,com)
Patti Jacobs {Pattilaok@aol com)[PattiJACK@aol. cam]

Cowen, Jay[JaCowen@teaneckschools.org)]
Jacob, Kell KJacoh@teaneckschools org
C @he

Jacobs, Suzette[SJacobs@teaneckschools org)
Johnson, Jacqueline] 1ohnson@teaneckschools, org] b

When all the recipients have been entered, complete the subject line and the body of the
email. When finished, click Send to send the email.
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Calendar

Calendars can be seen in different views:
| ﬂ Daily View — Select the day from the calendar on the right to view daily appointments.

j Weekly View — Select the week from the calendar on the right pane to view a full week of
appointments.

E Monthly View — Use this view to see all activities and appointments for the month.

To create a calendar appointment, choose Appointment from the NEW drop-down menu. The
appointment screen will display. Enter an appointment name in the Subject line. Enter the location
of the appointment in the Location line. Set the Start and End times or, if the appointment is an all
day event, check the box that indicates such. Outlook will also set a reminder for the appointment at
the time you specify. Click SAVE and CLOSE to add the appointment and reminder to your calendar.

ci' Outlook Web Access
. ]Folders (5 ilJ T Mew |j X |T0day|j 7] 31 |—j P a |ILL§ | @ Help |l Log off
= :j Abrunzo, Georgia j_J Message August 2005 4 Augusk 2005 3
i) alendar = Appointment E | Tie [ wed I Thu [ Fri I cat | S M TWTTF S
[ ontacts 89 Contact Aug 1 z 3 4 5 6| (311 2 3 4 5 &
(5] Deleted Items @1 Distribution List 1:00 PM Technol 1;30 PM Update:
3 Draft : 7 8 9 1011 12 13
[[7 Drafts [5] & Task
& [ Inbox {1) Bl rolder 14 15 16 17 18 12 20
S Journal 21 2223 24 25 26 27
[gg Junk E-mail 7 5 2 10 i 12 3| |2gz9303 1 2 3
.| Mates [ASIIGPRO Upd[ Tracker Instal || 10:00 AM O&M Fech Support Tr:
() Outbox 1:30 PM Course |2:00 PM EF Stud 1:00 PM Tech Su 568 78 910
[} Sent Items [15]
H [ Spamn Mail
) [ Sync Issues 14 15 16 17 13 19 0
= G Essumétion DaE 7:30 AM Updates
[9:00 AM Kevin Fi| 10:30 AM Tracke
111:00 AM IGPRC|
21 I 23 24 25 26 27
F130 AM ORM M 12:00 PM Trackeﬂew Teacher Tre
I TTTE, T | &30 AM WebMa| 1:30 PM Distribu/s:530 PM TaAS D
|_')J .II'_I.hD_H 9:00 AM Mew St
:ﬁ Calendar : = :
26 29 30 31 Sep 1 z 3
8=| contacts 7:30 Al OB My
=
_\A Tasks
§ Public Folders - -
e T— 4 5 & 7 g g 10
| Rules abor Dy (Linite 7:30 A1 O3M M;
--| Options
] You have new mail,

2} http:/fwebmail.teaneck.org - Untitled -- Appointment - Microsoft Internet Explorer
H Save and Close | = lm

A_¥Recurrence... @Invite attendees| T & @) Help

Appointment I Availability |

Subject:
Location:
Attachments:
Start time:  |Mon 8/22/2005 E] 12:30 AM E] [T an day event
Endtime:  |Mon 8/22/2005 (-] 1:00 am -]
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Public Folders

School calendars can be viewed using the Public Folders.

Click on the school whose calendar you would like to view. Adjust the view to your preference by
selecting the Daily, Weekly, or Monthly icons. Double-click on an event to look at the appointment
screen for detailed information of the event.

i Outlook Web Access i Ben Franklin Schedule

= [ Public Folders Flnew =) % | Today 1] 7 5|5 2 @ Help ] Lag Off
B Bryant Schedule August 2005 1 August 2005 3
[ District | Sun [ ™on | Tus [ wed [ Thu | Fri | Sat [ =M T W TF >
# [ Eugene Field Jul 31 Aug 1 z 3 4 5 & 31 1 2 3 4 5 6
jﬁ Grounds Actual 7 8 9 10 11 12 13

Tﬁ Grounds Planned 14 15 16 17 18 19 20
jﬁ Hawthaorne Schedule

[ High Schoal Schedule = e @24 &5 80 &y
T Lowell Schedule & g 2 10 1L L2 13 |zs203031 1 2 3

jﬁ O&M Vacations Calend 4 586 7 3_1- 9 1o
[ Teaneck Mews

:ﬁ Thomas Jefferson Sche
E Whittier Schedule 14 15 16 17 13 19 Z0

.00 AM THS Foi 7:00 AM THS Fo 7:00 AM THS Fo| 7:00 A TH3 Fo | 7:00 AM THS Fo 7:00 AM THS Fo
00 AM THS Bo|3:00 AM THS Bor 5:00 AM THS Bo|8:00 AM THS Bo|8:00 AM TH3S Bo 8:00 AM THS Bo

21 22 23 29 25 26 27
.00 AM THS Fou 7:00 AM THS Fo 7:00 AM THS Fo| 700 AM TH3 Fo | 7:00 AM THS Fo | 7:00 &M THS Fo
00 AM THS Bo|3:00 AM THS Bor 5:00 AM THS Bo|8:00 AM THS Bo|8:00 AM TH3S Bo 8:00 AM THS Bo

28 29 30 31 Sep 1 z 3
7:00 AM THS Foi7:00 AM THS Foi 7:00 &M THS Fo [ THS Football [ THS Foatball ]/:00 &M THS Bo
MTeacher/10 IMon | 3:00 PM THS Bor

2 -- Web Page Dialog, | 300 PM THS By
This is a recurring appointment, Do you want to open (EE—_—_—_—_—1 g 10
e 4 only this occurrence or the serigs? THS Foothall ]| THS Football | &:00 &M THS Bao

_ 3:00 PM THS Ber 3:00 PM THS Ba
'@' Cpen this occurrence

O Open the series

Cancel

http:fhwebmail, | & Internet

2 http:/fwebmail.teaneck.org - Untitled -- Appointment - Microsoft Internet Explorer

H Save and Close | =i Print x t_¥Recurrence. .. = Invike Atkendees f 4 &) Help

Appointment |
Subject: Instrumental Music Infa. Might
Location: Audicariurn
Attachrments:
Start time: | Thu 9/{2005 (=] 6:30 Pra [-] O & day event
Endtime: | Thu /(2005 [-)z:00pm -]

Show time =
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Contacts

Besides the Global Address List, Outlook WebAccess allows you to add your own personal contact
information in the Contacts folder.

To add a contact select New, Contact from the pull-down menu.

Outlook Web Access T Conta 4 [ I
|j Folders O [n) fssdnew ~ (2 X | O W | @ Hep _ILog Off
== ”h’E”TU'dGED’g'a —’ﬂj :‘355‘59: . Dell {Houston, Shannon) Gasswint, Scott &
5 Calendar i
2 E Contacts] e Cz:to;r;tmen -2281 Business Phone  +1 (877) 499-3355 x45021 Business Phone {410) 459-4205
5 ‘eetams @ e — Business Fax  (512) 283-7095 Mabile Phone {410 459-4205
L;I Drafts [¢] 2] TIS : Hton L 7581 E-mail shannon_Houston@dell, com E-mail scokk, gasswint@pearson. com
asl =
R Inbox (2 B Folder 0563 Dempsey, Tom Green, Kathy
ﬁ Journal [Gusiness Fax (920 Goo-75a9 E-mail tdempsey@calccanterbury.com Business Phone {303) 387-0156 (office)
[ Junk E-mail E-mail Mario. Angotti@pearson.com Edwards, Linda Mabile Phone {720} 490-0429 {cell]
Lj gouizsox Aramark Business Phorie (201) 862-2246 E-mall e
. Business Phone  (732) 346-0500 Farrell, J S e
[ Sent Items [15] Business Fax (732 346-0610 T A http:/iwebmail.teaneck.org - Untitled -- Contact - Microsoft Internet Explorer:
& [ Spam Mail Business Phone  (845) 626-33) " o
@ [ Svne Issues Beyl, Larry Business Fax (845 626-a0f el Save and Close | I | | 22 £ (12 | @) Help
[ Tasks Busingss Phone  (500) 643-6540 500 E-mail Farrellj@mahg 0 I ; |
Business Fax  (931) 937-6501 (fax) Business Address 179 E. Lake § General | Details
E-mail larry@mindgate. com Mahopac, Wyl
Blackburn, Jules Feeman, Barb esies ] |
E-mail jules.blackburn@usnetcameorp, com Business Phone  Phone (6100 Fist pame: | | Business Phone: ‘ ‘
[ — Business Fax Fax (6109 394
|~ Inbox CALC/Canterbury (McNaughton, Heathe il Ty middle Name: | | Horme Phone: ‘ ‘
B Phone (973) 515-7614
:ﬁ Calendar B::::zz Fa:r|E (973) 515-7613 Busness Addess gwafn?n?;l;;hq“ el ] Makile Phane: ‘ J
5-| contacts E-mail HMachiaughton@calc com Fisher, Kevin Company: [ | | ssistant Phane || ‘
2 Tasks Chleva, ¥icki Business Phane (5561 652-040 Fig pe:
: Business Phone (450} 610-7518 Mobile Phone  (856) 625-753 :
3 Public Folders Business Fax  (480) 610-7515 Forbis, Don T =
| Business Address v |
5 Rules Conway, Susan Business Phome (866) 667-206 Dislay Names | ]
’_'j Options Business Phone (S00) 7364357 , ext, 7625 BusnessFax  (707)527-g3q Maing address [ ;
220 Business Fax  (480) 610-7953 E-mail don.forbis@prif|  Street: E-mail address: | |
2=l You have new mail, E-mai SlsaR.ConeayEnearson. con
ity ‘ ‘
. . . . State/Province: ‘ ‘
The Contact information screen will display. | ;..cu. | ‘
Enter the information in any of the fields that | cunissomn: 1| s g b
are needed. From the Contact menu bar
you can select to Print the contact
information, Display A Map of the location
of your contact, or Compose A New Email
to the contact. You may also Attach Files
associated with the contact by clicking on
€]  Internet

the paper-clip icon from the menu bar.

When finished, click SAVE and CLOSE to add the contact to your personal contact list.

2 Find Names -- Web Page Dialog

Find names in:

| Global Address List

Display name

Global Address List

Last name: Firsk name:

April 2008

Now, when you want to send an email message,
you may search for someone from either the
Global Address List or from your Contacts list.
Use the pull-down menu in the Find Names

Titl: | | ales: | | dialog box to choose which list you would like to
Company: | | Department: | | use.
Office: | | City: | |
Find
Tame Fhone alias Office Johb title Company
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