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Accessing the Email System and Messenger

Opening the Login Page
The Crosby ISD Web Based Email System is available for use from any location worldwide provided Notes
Internet access is available.

1. Go to the Start Menu from the Desktop or click on the Internet Explorer
Icon from the Desktop.

From the Start Menu, Select All Programs.
Locate Internet Explorer or other Web Browser Application.

Navigate to the Crosby ISD Homepage at http://www.crosbyisd.org.

From the District Home Page, click on the CISD Web Mail Link.

o o & w B

To Access from work, click on the GroupWise Icon on desktop.

Log into Group Wise Messenger:

1. Click on the GroupWise Messenger Icon

2. Click on the Login p |-

3. Put in your User Name and

Password:(The same one you use to log into the Network

4. Click on the Advanced Tab and put the following numbers in for the Server: 10.1.254.6

5. Click on OK and you are logged into Messenger Program.

GroupWise:
Messenger Na

User ID [doarield

Password: I

I Remember Passwor d

Office of Instructional Technology ©2007
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Accessing the Email

System

Creating a Favorite to the Login Page
1. From the Internet Explorer drop down menu, locate
and click on Favorites.

2. From the Favorite Drop Down List., select Add to Favor-
ites.

3. The Add Favorite dialogue box will appear, click OK to
save.

4. From the Favorites drop down box, a Novell
WebAccess link will be visible. This link can be

activated from any website.

Creating a Desktop Shortcut to the Login Page
1. Right Click on any portion of the Login Page.

2. From the Right Click Options, choose Create Short-
cut.

3. Adialogue box will appear on the screen indicating
the shortcut is placed on the user desktop.

Add Favorite @El
N\, Intemet Explorer wil add this page
[ Make avaiable offine
Name: | Novell Webaccess
Lreatein: [l Favorites New Folde..
= ol
) Links

) WebPages

Microsoft Internet Explorer

A shortcut to the current page will be placed on vour desktop,

—’ Ok ] [ Cancel

4. Click OK to close the dialogue box and proceed with Login.

Login Procedures

1. From the Novell Groupwise login screen, click inside the Novell. GroupWise

Username and enter the district assigned username.
2. Enter the Password.

3. Click the Login Button.

Office of Instructional Technology ©2007

—» Ueername: lgosch

Fassword: esssssss
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Notes

Favorites are browser specific. A favorite added
to one campus computer will not automatically
add the favorite to other lab computers or
classroom computers.
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Accessing the Email System

Mailbox Item Types

Mail Messages - allows the user to specify a subject and message to
determined recipients.

Appointments - allows users to include the time, date and place of any appointment, as well
as well as use Busy Search to search for times when all recipients are free.

Posted Tasks - allows the user to determine the day in which a task is to appear in a recipients
calendar and on which day the task is to be completed. Priority levels may also be
set for tasks.

Each of the items listed are functions of emailing or assigning items through the email system. Each
item listed above also has a Posted feature, allowing users to assign items to themselves without
sending email messages. The Post functions are covered in the sections of this manual detailing the

creation of each type of Mailbox item.
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Email Account Overview

Mailbox Features Notes
1. Mailbox Navigation Tabs 6. Mailbox Search
2. Mailbox Toolbar 7. Inbox Toolbar
3. Folders List 8. Online Help
4. Inbox Items List 9. Mailbox Options
5. Page Navigation 10. Logout

2 Novell WebAccess (Lacey Gosch) - Microsoft Internet Explorer
Fle Edt View Favortes Tools Help

Om-0 REG|A

Address | N hitp: ffmail.swisd.netfow) cc
8,9, 10
1 Sl Calendar Doouments
= Mailbox — o 'y . A
eV = [ S -
[ Drafts 0a 3/6/06 11:26 AM
3 [ Journal 0Oa Re: Email System Tutorial 3/6/06 7:23 AM
&= Junk E-mail 0o a Atomic Learning 3/6/06 7:05 AM
2 Notes [0 &7 Performance Objectives 3/5/06 10:25 PM
, Sent Items
% i 0 & Re: Email System Tutorial 3/5/06 7:33PM
— = >0 & Priority Goals 3/3/06 12:46 PM
T Checklist 4
#workInProgress [ & RE: Conbest 3/3/06 12:00 PM
& [] Cabinet 0 & Software 3/3/06 11:03 AM
= Junk Mail
3 Tag: ! 0O & Re: Administrator Training 3f3/06 10:48 AM
o Tr
0 &ar RE: Contest 3/3/06 10:06 AM
0o e :Ere is a document you can use o submit to 3/3/06 7:29 AM
it v
5 P Diplay Next |20 ~|
£] pone ® Intemet

Office of Instructional Technology ©2007 Page 7



Email Account Overview

Calendar Features

1. Navigation Tabs 6
2. Mailbox Toolbar 7. Date Navigation
3. Calendar Toolbar 8. Notes Pane
4. Calendar at a Glance 9. Task Pane

5. Information Display

2 Novell WebAccess (Lacey Gosch) - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eBack = J @ @ \ih pSearch *Favorites @ Bv .;_; |.'?_J7| = l_‘J @ ﬁ .‘3

. Calendar View Options

Novell® GroupWise® WebAccess

s
Provy | March

Address N hkkpef fmnail, swisd. ek fgw)webacc b Go

Links > & -

Help Options Logout

v||6 VHZUDE‘ v| 4 p [ roday mDay Weak EMDch‘—A-

2 % Address Book a — 6
3 P Lndate a Delete l% Mawe m Accept Decline ﬁ Complete % Read Later L_E\EI Mark Read
<= Monday - March 6, 2006 = < 7
Vi g+ > March 2006 4 » ® Appointments - g
5 S M T W T FE S p  Subject Time From
1 2 3 4 O Staff Meeting 10:00 AM Lacey Gosch
5 6 7 8 9 10 11 (Office)
12 12 14 15 16 17 18 - 9
19 20 21 22 23 24 25 Subject Due Date =
26 27 28 20 20 21
b
& >
& B Internet
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Email Account Overview

Online Help

Online help allows users to search for features and functions of the email system at the click of a but-
ton. The help feature allows users to search email functions by Contents, Index or Keyword Search.

1.

2.
3.
4

Click on the Help button.

Select a Topic by clicking on any item in the

e Help Options Logout

search pane.

Review Instructions in the Instructions Pane.

To close, click the Close Red X at the top of the screen.

Search Pane

2 http:/imail.swisd.net - GroupWise WebAccess Help

File Edit ‘Wiew Favaorites

Toals

osoft Internet Explorer

Help ,"'

1] contents & search
%

EE T

~ Instruction Pane

Type in the keyword to find:

About the Address Book «¢

w

The Address Book stores information about users, resources, and organizations. You can

About
dddress Book
Calendar
Chechlist Folder
Icons
Main Window
Trash
About Attachments
About Folders
About Groups
About Grouphise Webdccess
About Item Types
About Library Documents
About Mame Completion
Abaout Proxy
about Recipient Addresses
About Rules
About Send Cptions
About Status Information
About Time Zones
About Timing Out
About To
Accept
appointment
shared address book
shared folder

Folder
signature
Add names
personal address book.
Address
item
Address Book
About
Al items
Appointment

accept
entirn

- use the Address Book to search for information or to add e-mail addresses to an item

you are composing.

The Address Book consists of the GroupWise system address book, one or more personal
address books, the Frequent Contacts address book, and possibly shared address books
and LDAP address books,

GroupWise System Address Book

You have one GroupWise systerm address book. The system address book includes all
users who have a Groupiwise sailbox. You cannot modify the system address book.

Personal Address Books

You can have multiple personal address books. By default, Grouptiise Webaccess
provides one predefined personal address book with your name as the title. You can use
wour personal address book to add e-mail addresses and infarmation for users,
resources, or organizations not defined in the system address book.

Frequent Contacts Address Book

You have one Frequent Contacts address book. In the Windows® version of the
GroupWyise client, your most frequently or most recently used addresses are
automatically added to the Frequent Contacts address book. In GroupWise \WebAccass,
wou rmust manually add addresses to this book, Addresses added by the Windows
GroupWiise client also appear in the Group\Wise \WebAccess Frequent Contacts address
boak.

&) javascriptvoid(0);

Office of Instructional Technology ©2007
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Email Account Overview

Email Signatures o

1.

o & W N

Help Options Logout
Click on the Options Button

From the Options window, click on the Signatures tab

Place a check mark in the Activate Signature check box

Enter the digital signature information in the Signature text box.

Select Automatically Add Signature or Prompt Before Adding Signature.

Automatically will add the signature to all outgoing email message including forward mes-
sages and reply messages.

Prompt will require that the user activate the signature for each individually created mail
message.

Click Save - After saving, a message will appear at the bottom of the screen indicating the
Signature was Saved.

2 http:/imail.swisd.net - Novell WebAccess Options - Microsoft Internet Explorer

C“Ck Close to eXIt Opt'OnS. File Edit ‘iew Favorites Tools  Help
Options

General

Add your signature to outgoing messages

Activate signature

Lacey T. Gosch

Director of Instructional Technology
Southwest Independent School District
210-622-4395

|

<

O Automatically add signature

(& Prompt before adding signature

Save Close

Office of Instructional Technology ©2007
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Email Account Overview

Resetting Passwords

1. Click on the Options Button

2. The Options window will display the Change Your Password screen.
Click inside the Type Your Old Password text box and enter the existing password.
Click inside the Type Your New Password text box and enter a new password.
Click inside the Confirm text box and re-enter the new password.

Click the Save button.

R L

After clicking Save, the change password screen will display Password saved at the bottom
of the screen.

8. Click the Close button to exit Options.

2 http://mail.swisd.net - Novell WebAccess Options - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

Options

Rules Send Cptions Signature Time Zone

Change your passwoid

Type your old password: |uuuu |

WP yoUr new password: |uuun |

» Confirm: |uuun |

»
» | Save Close

Password saved.

Office of Instructional Technology ©2007
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Email Account Overview

Setting Global Sending Options

Global Sending Options allows users to create rules for sent messages. The items included through
sending options include:

o Classification Setting - Normal, Proprietary, Confidential, Top Secret or For Your Eyes Only
e Priority Level - Normal, High or Low
o Reply Requested - None, When Convenient or Within a defined time period

e Return Notification - When Opened or When Deleted.

When users set global sending options, the options listed will be applied to all email messages, calen-
dar appointments, tasks, phone or notes sent through the email system. If users do not want these
options applied to all outgoing mail, users are able to set these options for each individually created

email message. To set sending options for an individual message, refer to page 17.

1.
2.

Click on the Options button. Help Options Logout I

From the Options window, click on the Send Options tab. From work just click on Send Option

Options

tab.
General ssword roy Bss Send Optiong Signature Time Zone
Make desired screen selections. Change your Send Options
Classification
Click the Save button located at the bottom
of the screen. Users may need to scroll
down the page to view the Save button. e
(& Standard
To exit the Options window, click the Close Otow
button. The close button is located next to
the Save button at the bottom of the op- Reply Renuested
tions window. Scrolling may be necessary O twhen Comverint
to view the option. O witin[2 8l oar

Office of Instructional Technology ©2007
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Email Messages
Mail Message Fields Notes

TO - used to address the primary recipient of the message.

CC (Carbon Copy) - used to address recipients who have an interest in the content or might require
notification of the information, but are not expected to act upon it.

BC (Blind Copy) - used to address recipients who have an interest in the content, but wish to remain
anonymous to other recipients.

Subject - used to describe the overall intent of the message, appointment, task, or note.

Mail Body Message - used to communicate a formal issue, item, appointment topic, task description
or note.

Attachment - allows users to upload documents, images, presentations or other materials to be in-
cluded with the message. The attachment function is similar to an enclosed document within a tra-
ditional letter.

Send Options - allows the users to set a specific classification or priority level for an individual email
message and also to set tracking options to request reply messages or notification of receipt and

deletion.

Signature - allows users to create a digital signature. Generally, email signature include name, job
title or campus name, district name and phone number. Signatures can be customized to fit the

needs of the user.
Send - activation key to delivery email messages to intended recipients.

Save - allows users to save a draft copy of any email message in order to add additional information
at a later time or to send the completed document at a later time.

Address Book - allows users to locate email address and contact information for intended recipients.

Item Type - allows users from any screen to alter the type of message to be sent to recipients.

Office of Instructional Technology ©2007 Page 13



Email Messages

Creating a New Message Notes

1. From the Mailbox, click the New button A Mew...

2. The new mail message window will open.

w

Click inside the TO, CC or BC text boxes and enter the email addresses of the intended re-
cipients or click on the address book to located the email addresses.

Click inside the Subject text box and enter the subject of the message.
Click inside the Message area and enter the message content.
If desired, click on the Send Options tab to set sending options for the message.

If desired, click the Signature tab to activate the signature for the message.

© N o o k&

When completed, click Send.

A hitp:/imail.swisd.net - Novell WebAccess Compose Message - Microsoft Internet Explorer |:||E|rz|

File Edit Wiew Favorites Tools  Help @' ."'

Mail Message

Send n Save  3& Cancel % address Book 55\\‘\"6‘ spell Check G.. Item Type *

Mail Attachments Send Options Signature

From |Lacey Gosch | CC: |rickm@swisd.net |
To: |dm0rruw@swisd.net | BC: |Igosch@swisd.net |
Subject: [ENTER THE SUBIECT |

EMTER. THE COMTEMT OF THE EMAIL MESSAGE

Office of Instructional Technology ©2007 Page 14



Email Messages

Email Attachments

All Mailbox items sent or received may include attachments of any file type (for example, text, audio,
image, video, and application).

Attaching Files - Users may attach one or more files to an item to send to other users. For ex-
ample, users may choose to send an expense report to another user or attach an agenda for an ap-
pointment. For you to attach files to an item, your browser must support attachments.

Click on the Attachments tab in the New Mail Message Window.

Click the Browse button to locate the file for attachment to the mail message.
Locate saved file from the Choose File dialogue box and select the file.

After selecting the correct file, click Open from the Choose File dialogue box.

Click the Attach button. The attached file will be visible in the file window.

o o & w NP

Click on the Mail tab to return to the email message.

=t Send Save 3k Cancel Address Book 55\9 Spell Check Item Type =
L ]

1ail Attachmerits Send Options Signature

Select File:
| (Browse. | +—— [attach | ¢—————
————— > |27136 (bytes) C\Documents and Settings'Lacey Gosch\My Docurments| | Remave

Office of Instructional Technology ©2007
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Email Messages

Viewing/Saving Attachments - When viewing an attached file, the email system attempts to con-
vert the file to HTML and display it in a web browser. Depending on how the browser is config-
ured to handle the file, the browser might display the file, launch an application to view the file

in its native format, or save the file.

1. From the email message, click the Save As link within the message.

2. A File Download window will appear.
Choose Open to view, or Choose Save Mail Message
to save ‘the |tem 2 Close (.L_," Reply - :iForward = Move B3y Read Later B &

Iail Properties

3. If saving, the Save As dialogue box
. . . Marigela Rodriguez
will appear, naVIgate to the desired rickm@swisd.net, DMorrow@swisd.net, Igosch@swisc

saving location and click Save As. Performance Objactives
Performance Objectives.doc (48128 byteg) [Save As]

4. Once the File download is complete, _
click Close. File Download rg|

Do you want to open or save this file?

@ j Mame: Performance Objectives.doc

Type: Microsoft Word Document, 47.0 KB
From:  mail, swisd,net

5. Exit the Email System.

6. Open the attachments in the designated
program.

[ Open ] [ Save ] Cancel l

Opening an Email Message
To open an email message, click on the name of the sender or the subject of the message from the
inbox window. The mail message will open.

Deleting an Email Message
g g . S Update a Delete | [ Maove =Jnccept =@ Decline ﬁ Complete
To delete a message, place a check mark in the check box 5

located next to each message and click the delete button. &  Marisela Radriguez Reminder
O 2 Jearete Ball Re: Meeting Reminder
—_—p 1 & Jeffmunroe Re: Meeting Rerminder

Office of Instructional Technology ©2007
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Setting Single Message Sending Options
Users are able to set sending options globally through the Mailbox Options, but users also have the
freedom to set sending options for individual email messages.

1. From the New Mail Message window, click on Send Options tab.

2. The Send Options window will appear. Select all options that apply. The Send Options
screen for individual messages is identical to the global sending options screen explained

on page 12.

3. After setting options, click the Mail tab to return to the email message for sending or edit-
ing.

Office of Instructional Technology ©2007
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Address Book

Using the District Address Book

The district address book contains the email addresses and full names of all Crosby ISD em-
ployees. The purpose of the address book is to provide users with an easy method of ad-
dressing email messages without the need to memorize a vast array of email addresses. The ad-

dress book allows users to search by Last Name, First Name, Full Name, or Department.

1. From the Mailbox, click the Address Book button. (5 nddress Baok

2. The address book window will appear. Select the

. . Address Book

Search requirements, Last Name, First Name, De-
partment, or Name (LaSt Name SearCheS are rec- . a Add Entry @] Address Book Options @] LDAP Address Book,

om mended)_ Address Books:

4 |Groupiiise Address Book v

3. Click in the Text Area and type the full last name or 7 |Lasthame | hegins with v
a portion of the last name.

4. Click the Search button.

Last Mame

5. The list of name matching the search will appear in the display box.

6. If the name does not appear in the first list, click the Display Next button to view additional
matches. (example on next page)

7. After locating the name of the individual, place a check mark in the check box located next
to the name.

8. To address an email message to the individual, click the TO, CC, or BC button depending on
the type of recipient the individual will be.

9. The email address will appear in the Mail window at the right of the screen.
10.The above process can be repeated for any number of email address searches.

11.To go to the mail message, click the Mail button. A New Mail Message window will appear
with the selected email addresses entered. (example on next page)

Office of Instructional Technology ©2007
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Address Book

Notes
‘ Address Book
a Add Entry % Address Baook Options % LDAP Address Book
Address Books:
|GroupWise address Book V|
|Last Narme v”begins with vllrodri — _SEEEh_i Cancel | @
Copy > vail| | Savecrowp |
[ e e
Name Email Address — :
[] A Rodriguez rodriguez@swisd.net »X Rick Martinez
[ & aRodiguez arockigusz@swisdlnet
El A carmen rodriguez carodriguez@swisd.net X Dawid Marrow
O B consuelo rodriguez crodriguez@swisd . net
OJ B Cristina Rodriguez CristinaRodriguezi@swisd.net @_
[] 8 Diane Rodriguez DRodriguez@swisd.net
[] A Eliseo rodriguez erodriguez@swisd.net —
O B Homero rodriguez hrodriguez@swisd.net |
O B Irene rodriguez irodriguez@swisd.net
[] 8 Jlanetrodriguez jrodriguezi@swisd. net
] 8 ™Rodrigusz rrrodriguez@swisd. net
b B Warisela Rodriguez MarigelaRodriguez@swisd. net
O B Martha Rodriguez marodriguez@swisd net
[] 8 Patricia Rodriguez prodriguez@swisd.net
[] A Rebecca Rodriguez rerodriguez@swisd.net
Digplay Neg_l
To remove a user from the mailing list, click the Red X located next to the recipient Name.
Office of Instructional Technology ©2007 Pagel9



Address Book

Creating Personal Address Book Entries

Although the address book contains pre-loaded district addresses, users may also record email  ad-
dresses and contact information for individuals outside of the Crosby ISD community.

1.
2.
3.

Click on the Address Book button. % Address Book

From the Address Book window, click the Add Entry button. ‘ 3 Add Entry

The add entry page will appear. Users are required to enter information in fields marked with the
Red Asterisks, all other information is optional.

Users need to select the save location within the address book. Click the Personal Address Book
drop down list to make an address book saving location
selection. This will be the criteria that will be used [RaEEREEIERETT H =410
when searching for any addresses that are not CISD

a d d resses GEEEGM  Resource  Organization
Personal Address Books: —
Once the form is completed, click the OK button. * First Name: * Last Mame: Display Name:
|kelly | [witls | [kelty willis |
* E-Mail Address: Office Phone: Title:
|kwi|\is@creek.c0m | |555—1212 | |Teacher |
Cell Phone: Horne Phone: Fan:
| I I |
Pager: Crganization: Departrent:
| | | |
Address: City: State:
| | | |
Zip Code: Country: Iail Stop:
| I I |
Screen Mame: Greeting:

Camments:

* Data is required in at least one of these fields.

Office of Instructional Technology ©2007
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Address Book

Creating an Email Distribution Group List

Distribution Group Lists are created to assist users in creating a standard email group. A distribution
group list is defined as a group of email addresses identified by a common name, such as science

teachers or PTA.

1. Click on the Address Book button. % Address Book

2. From the Address Book, search for the name of each

To:
individual to be included in the list. ¥ Rick Martinez
P David Morrow
. c e . . K Marisela Rodriguez
3. After locating each individual, click the TO button X Al Frims
K Maricela Naranjo
4. After selecting all members for the list, click Save Group. § prmand Zerhuche
ham HulZar

5. From the Save Group Box, enter the placement of the  ad- § \(‘I')Vsj!a?e:liarado

dress book entry, such as Business, Personal, etc. XOEETEEE

6. Enter the Name of the Group.

7. Entera description of the group. <2 http:/fmail.swisd.net - Novell WebAccess Addre... |Z||E|fz|

8. C“Ck Save. File  Edit View Favorites Tools  Help

Save Group

When entering group names, users Personal Address Books:
need to avoid entering spaces  be- >
tween words. It is best to utilize sin- Group Mame:

gle word names when naming group > [Tech

lists. MNesw DEscription :

== W]
[yl Nl

» | Technology Division Staff

» | Save || Cancel

Office of Instructional Technology ©2007
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Address Book

Accessing the Address Book from a New Mail Message

1. From the Mailbox, click on New

2. The new mail message will open. Click on the Address Book icon located on the toolbar.

Send n Save e Cancel % Address Book, !'%G’ Spell Check ﬂl'- Item Type =

3. The address book will open. Choose the search criteria.
4. Select the individuals for the mail messages.

5. Click the OK button to return to the New Mail Message.
Address Book
a Add Entry % Address Book Options % LDAP Address Baok

Address Books:
|GrDupWise Address Bodk V‘

|La5t Marme VHbegins wiith V||morrow | @

1 match found
Name Email Address
O B David Morrow DMorrow @swisd.net

‘E

¥ Rick Martinez

[w]
[}

. Dawid Marrow
BC

&1 8] [&]

6. The new mail message will appear addressed to the individual selected, enter the informa-
tion for the New Mail Message.

7. Click the Send button.
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Web Based Calendar

Calendar Navigation

The Mailbox Web Based Calendar is designed to provide users with the ability to organize appoint-
ments, tasks, or notes concerning a project, meeting, or other event. Through the calendar, users are
able to post personal items or send calendar events via email to others who may need to place the

event within their personal calendar.

Users are able to view calendar events by Day, Week, or Month. The calendar has the capability to
view dates in the past or schedule events for future dates. The main navigation processes provided to

users include:
e Toolbar navigation
e Calendar at a glance navigation

e Display window navigation

Toolbar Navigation
Users may navigate to a specific day using the date selection drop down options.

Select the Month.

Select the Day.
y March W |26 % 2006 % =0

Select the Year.

Click the Go button.

o W N PR

The calendar view will display the specified date.
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Web Based Calendar

Users may also search by day using the previous and next button located on the Calendar Toolbar.

1. Click on the reverse Previous arrow to go to the previous days calendar.

2. Click on the forward Next arrow to view the next day.

4 p [ Today

3. Toreturn to Today’s date, click the Today button.

Users may also navigate the calendar by day, week or month.

1. Click on Day button to navigate to the events listed on the calendar for the current day.

2. Click the Week button to navigate to the events listed on the ] pay week [5T] Month

calendar for the current week.

3. Click the Month button to navigate to the events listed on the calendar for the current

month.

Creating Appointments

There are two types of appointments that may appear in the calendar. A Posted
Appointment is an appointment, event, or meeting that the user places on the cal-
endar for personal reference. An Appointment is used as an invitation or an-
nouncement of an appointment, event, or meeting in which individuals other than
oneself need to be invited. An Appointment is sent through the email system in
which users are able to Accept or Decline the invitation. If a recipient Accepts the
invitation, the meeting, appointment, or event is automatically added to the calen-
dar. If a user Declines the invitation, the meeting, appointment or event will not be
placed on the calendar.

1. From the Calendar View, click on the New drop down options.

2. Select Appointment or Posted Appointment.

Office of Instructional Technology ©2007

_4’ Mew, .. : % Address

2
2]
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7
A

=
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(<]

7%

=

Mail

Appoinkrent

Task

Mote

Phone

Posted Message
Posted Appointment
Posted Task

Posted Mote

Posted Phone
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Web Based Calendar

3. The Appointment window will appear. The Posted Appointment and Appointment windows
are similar. The Posted Appointment will have a Post button rather than a Send button. The
Appointment window will provide a space for an email address to be entered, where a
Posted Appointment is a personal appointment and an email address and send buttons are

not required.

Appointment

e ﬁ Send n Save B& Cancel % Address Book. @ Busy Search 5\9\\? Spell Check. ﬁ'. Ikem Type *

Appaintment  Attachiments Send Options Signature

Frarm |Lacey Gosch | [a(s |
—> T |Igosch | BC: |

Location: |

StartDate:  |March  v|[10 +|[2008 +]

Titme: Duration:

Subject: |

Posted Appointment

e Q Post  3E Cancel 5\9\\;‘:" Spell Check ﬁ.. Item Type *

Appaointrnent  Attachments Send Options Sighature

Location: |

Start Date: [March  |v|[10 (v][2008 |

Time: Duration:
Subject: |
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Web Based Calendar

Enter the event Location. Notes
Enter the Start Date.
Enter the Start Time.
Enter the Duration.

Enter any message information in the Message area.

© ® N o o &

Click Post or Send depending on the type of appointment selected.

Appointment

Send n Save g Cancel % Address Book, ﬁ Busy Search 5\9{“’ Spell Check ﬁna Item Type *

Appointment  Attachiments Send Cptions Signature

Fram |Lacey Gosch | CC: | |
Ta: |dm0rr0w@swisd.net | BC: | |
Location: |Technolug\; Cffice |
StartDate:  |March  v|[10 v||2008 v

Time: Duration:

Subject: |Suﬂware Installation |
David,

I need to meet with you briefly concerning a software application installation. Please accept or decline the invitation, If you
are unable to make the appointment, please enter a time or date in the decline message that could better meet with your
schedule.

Thank you,
Lacey Gosch|
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Accepting or Declining a Calendar Appointment

When an appointment is sent through the email system, the recipient must accept the appointment to
place it permanently on the calendar or decline the appointment to remove it from the calendar view.
Anytime an appointment is pending an acceptance or declination, the appointment will appear in

the calendar view in italics. A second copy of the appointment will be placed in the form of an email

message in the user inbox. This process does not apply to Posted Appointments.

1. From the Inbox, click on the email appointment message (email appointments appear with a
clock icon located next to the name of the sender).

O @&  iacey Gosch Fechnology Software Applications 3/10/06 2:00 PM

2. The mail message will open. Click on the Accept button to accept the appointment into the
calendar or click Decline to decline the appointment.

2L Close Q:.“ Reply - ,:i,Fu:urward ?’Mwe f’ﬁk Read Later “‘l =J.ﬁ.|:cept =@,Decline %Delegate [E]

3. A verification page of the option selected will appear. In this

screen, users are asked to click either Accept or Decline —
to verify the response.

. i g h
Users are also able to |n— S

clude a message back el Tm 0P S00R
to the originator of the Location: Technokogy Offce
. t me nt messa ge Ernm: ‘LacethDsch Subject: Technology Software Applications

a oln o: igoscl

p p . ’ Date: Friday - March 10, 2006 Comrments to sender:
SUCh as SuggeStlng another Time:. 2:00 PM - 3:00 PM 1 will be a few minutes late to the meeting. | have a
tlme for the meetlng lf you ;‘:‘;?;::'t';': IZEE:EES: gjfltc\iare Applications rommitize meeting at 1.
are _d_ecllnlng or to regues_t Cormmerts fo serer
add|t|ona| |nf0rmat|0n If I am sarry | will be unable to attend. | have a training

session during that time period, Clear cormments

accepting the appointment.

Clear comments
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Creating a Calendar Task

Through the use of the calendar, users are able to record personal task lists through a Posted Task or
users are able to delegate a task or assign a task to another individual through a Task appointment
sent through the email system. Users are able to accept or decline a Task that is provided through the
email system.

1. Click on the New drop down options.
2. Select Task or Posted Task.

3. The Task window will appear. The Posted Task and Task windows are similar. The Posted
Task will have a Post button rather than a Send button. The Task window will provide a
space for an email address to be entered, where a Posted Task is a personal task assign-
ment and an email address and send buttons are not required.

VEELS Posted Task
i send ’__Ij Save 5L Cancel % Address Book 5{5 Spell Check By g Ttem Type v

,(;} Post  BE Cancel 5\l'!Q:?'SpEII Check G‘n Item Type *
Task Attachments Send Options Signature

From [Lacey Gasch | cc: | ‘ Task  attachrments  Send Options  Signature

To: |dm0rr0w@swisd.n9t ‘ BC: | ‘ March -

StrtDate: [March v |10 (2008 v Priory: | | Start Date: 0 9 loo0s ] T l:l

DueDate: [March v [18 | [2mm8 | .

Subject: Network Training Manual ‘ DU (DEiE: March = | | 15 & | | 2006 [v |

David, Subject: |Netw0rk Training Manual |

The network training manual is scheduled to launch online on March 23, As per our
meeting this morning, I am sending you this reminder concerning the pending deadline
for completion,

work with David 1o complete the Network Training Manual for online
launch am March 23,

Thanks,
Lacey Gosch]|

Enter the Start Date

4.

5. Enter the Due Date

6. Enter the Subject

7. Enter any Message information that may be needed

8. Click the Post or Send button.
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Accepting or Declining a Calendar Task

When a task is sent through the email system, the recipient must accept the task to place it perma-
nently in the task window of the calendar or decline the task to remove it from the task window of the
calendar view. Anytime a task is pending an acceptance or declination, the task will appear in the
task window of the calendar view in italics. A second copy of the task will be placed in the form of an

email message in the user inbox. This process does not apply to Posted Tasks.

1. From the Inbox, click on the email task message (email tasks appear with a check box icon
located next to the name of the sender).

O [E facey Gosch Network Training Manal 3/10/06

2. The mail message will open. Click on the Accept button to accept the task into the cal-
endar or click Decline to decline the task.

ZE Close QJ“ Reply - .;i,F-:urwaru:I e Morve :’ﬁ% Read Laker “'} =J.ﬁ.ccept =@ Decline E Delegate [E]

3. A verification page of the option selected will appear. In this screen, users are asked to
click either Accept or Decline to verify the response. Users are also able to include a mes-
sage back to the originator of the task message.

From: Lacey Gosch From: Lacey Gosch
To: lgosch@swisd.net To: lgosch@swisd . net
Date:  Friday - March 10, 2006 Due: Friday - March 10, 2006
Subject: Network Training Manual Subject: Metwark Training Manual
Comrents to sender: Comrments to sender

| will be unable to meet the deadline.
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Creating a Calendar Note Notes

Through the use of the calendar users are able to record personal notes through a Posted Note or us-
ers are able to send a note pertaining to an assigned task to another individual through a Note sent
through the email system. Users are able to accept or decline a Note that is provided through the
email system.

1. Click on the New drop down options.

2. Select Note or Posted Note.

3. The Note window will appear. The Posted Note and Note windows are similar. The Posted
Note will have a Post button rather than a Send button. The Note window will provide a
space for an email address to be entered, where a Posted Note is a personal note pertaining
to a task or appointment and an email address and send buttons are not required.

Ak send [ save 3T cancel % address Book 595 Spell Check  figg Item Type };} Post  SE Cancel 5\%{: spell Check  fiyg Tkem Type =
Mote | Aftachments — Send Options Signature Mote attachments Send Options Signature
From |Lacey Gosch | cc: | | Start Date: [March v|[10 [»|[2006 v
To: |dm0erW@SWi8d-nBt | BC: | ‘ Subject: |Netw0rk Training Manual
g?t:- |March v| v |2005 v| need to include the following components into the raining
' manual.
Subject: |Reminder ‘ 1. Maovell
2. IP Addresses

wie will begin commitiee meetings for the Metwork Training Manual 1o be held

wiskly. 3. Email

4. Enter the Start Date
5. Enter the Subject
6. Enter a Message if needed.

7. Click the Send or Post button.
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Accepting or Declining a Calendar Note

When a note is sent through the email system, the recipient must accept the note to place it perma-
nently in the note window of the calendar or decline the note to remove it from the note window of the
calendar view. Anytime a note is pending an acceptance or declination, the note will appear in the
note window of the calendar view in italics. A second copy of the note will be placed in the form of an

email message in the user inbox. This process does not apply to Posted Notes.

1. From the Inbox, click on the email Note message (email notes appear with a pencil icon lo-
cated next to the name of the sender).

O [E facey Gosch Network Training Manal 3/10/06

2. The mail message will open. Click on the Accept button to accept the note into the cal-
endar or click Decline to decline the Note.

ZE Close QJ“ Reply - .;i,F-:urwaru:I e Morve :’ﬁ% Read Laker “'} =J.ﬁ.ccept =@ Decline E Delegate [E]

3. A verification page of the option selected will appear. In this screen, users are asked to
click either Accept or Decline to verify the response. Users are also able to include a mes-

sage back to the originator of the note message.

N

From:  Lacey Gosch From:  Lacey Gosch
To: Igosch@swisd.net To: Igoschi@ewisd.net
Date:  Friday - March 10, 2006 Due: Friday - March 10, 2006
Subject: Metwork Training Manual Subject: Metwork Training Manual
Cormments to sender: Comments to sender

| will be unable to meet the deadline.
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Viewing Calendar Items Notes

From the Calendar view, Notes, Tasks and Appointments are visible through the daily, weekly or
monthly view. Items placed in the calendar view may be previewed or reviewed by clicking on the title
of the appointment, task or note. By clicking on the title link, the appointment, task or note window
will open displaying all information concerning the item.

<~ Friday - March 10, 2006 =

& sppointroents
Subject Time From [ Metwork Training Manual
Daily View - Lists Appointments, [ Iethnobg ranng 300PM  Lacey Gosch Lacey Gosch
(Technology Office) [ Technalogy Training Manual Inc
Notes and Tasks separately. Lacey Gosch

Subject Due Date

[ Metwork Services Manual 3/10/06
Lacey Gosch

<= March 5, 2006 - March 11, 2006 =*

Appointments Notes Tasks
5
Sunday
H i i 6 10:00 &M - 12:00 PM Staff Meeti
Weekly View - Lists Appoint- R Staff Mesfing.
1 9:00 &M - 11:00 &AM Grad d
ments, Notes and Tasks in col- 8 —
Tuesday [] 1:00PM - 4:00 PM Riverdesp
umn V|eW 8 ] 4:00 PM - 6:00 PM March TAG Meeting
Wednesday
g [] 10:00 &M - 11:00 &M Library Grant Meeting
Thursday [ 3:30 PM - 4:30 PM Happy Hour - Atomic Learn
10 [] =:00 PM - 4:00 PM Technology Training [ Metwork Training Manual [ Metwork Services Manual
Friday [ Technalogy Training Manua

<= March 2006 =~

Monday Tuesday wednesday Thursday

Monthly View - Lists Appoint- 1 2 3

3:00 PM Teacher Web Pages -3:00 PM Senart Board Happy HoS:30 AM Riverdeep

ments, Notes and Tasks in a
list on a calendar day

5] 7 =] 9 10
10:00 Ak Staff Meeting2:00 AM Gradespeed |4:00 PM March TAG Meeting | 10:00 AM Library Grant Meetin | 3:00 PM Technology Training
1:00 PM Riverdeep 3130 PM Happy Hour - Atomic = Network Training Man

lef Technology Training
O Metwork Services Man
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Deleting Calendar Items
1. To delete a calendar item, locate the item in the Daily or Weekly View.

2. Place a check mark in the check box located next to the title of the Appointment, Task or Note.

3. Click the Delete button from the Toolbar.

Mailbox  EeEIEEEIEE  Documents
_r:ﬁNew... - %; Address Book a Proy |MarCh v||1D V||EDDE| v| 4 » [ Today EDBY E

% Update E Delete | |5 Move E“inccept B Decline ﬁ Complete %Read Later '—é Mark Read

4 March 2006 4

S M T W T F S
1 2 3 4 2chnolo 3.00 P

5 6 7 &8 9 10 11 ;

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31

<= Friday - March 10, 2006 =

Subject Due Date
[ Metwork Services Manual 3/10/06

Lacey Gosch
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Organization and Navigation

Checking for New Mail Delivery

The web based version of Groupwise will not automatically update the inbox to reflect new mail mes-
sage deliveries once the account is accessed. To view new mail messages, users will need to click
the Update button located on the ShortCut Toolbar. The automatic update feature will only activate

if users are navigating between multiple screens within the mailbox.

E_?! Update B Delete [ Move =¢f Accept =@ Decline "’f Complete :’ﬁl’ Read Later ) Mark Read

Creating Email Folders

Folders may be created within the email system allowing users to organize the mailbox. The mailbox
has a preset folder structure that includes a saving location called the Cabinet. The Cabinet is de-
signed to allow email users to create personal folders in which mail messages from the inbox can be
moved for easier reference or for organizational purposes.

Manage Folders

Pl Delete Folder | Share folder

1. Click on the Manage Folders button on the Short Cut Toolbar

Folder Name: |Training Requests|
_*’f Mew,.. * %] Address Book, a Procey: Manage Folders | oo
0 efd Lacey Gosch
(0] = Mailbox
(0] (0] Drafts
2. The Add Folder Tab will activate inside the Manage Folders Window. oo ol
O O MNotes
3. Type the name of the New Folder in the Folder Name text box. g ;-Bemltems
Calendar
. . . . . . . O ¥ Chacklis
4. Select a Radio button to indicate the location in which the folder will| o o & Jeee
be saved. The Down column indicates the creation of the folder in the 8 . “j‘JT“r:;:”a"

main list. The Right column indicates the creation of the folder within
an existing folder listed in the Down column.

5. Click Add Folder

E— Add Folder Cancel
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Organization and Navigation

Deleting Email Folders
1. Click on the Manage Folders button on the Short Cut Toolbar

| ﬁ Mew,., - % Address Book, a Proocy E‘] Manage Folders

2. Click on the Delete Folder tab from the Manage Folders Win-
dow

3. Click on the Underlined Folder Name to select the folder for
deletion.

4. A delete folder warning message will appear. Click Yes to de-
lete the folder.

Manage Folders

Add Falder Delete Folder Share folder

Delete Folder: Training Requests
Warning: This folder (and all of its messages) will be deleted.

Are you sure you would like 1o delete this folder?

—t [ves] o)

Office of Instructional Technology ©2007

Manage Folders

Add Folder Delete Folder Share folder

Please click on the folder to delete:
Mote: Syskem folders cannot be deleted

B g} Lacey Gosch

= Mailbox

[ Drafts

[ Journal

[ _Junk E-mail

[ Motes

& Sent Items

& calendar

I Checklist

B G cabinet

— [ Training Reguests
[ Email System
[ Big Country

[ _Campusitare
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Organization and Navigation

Moving Items to Folders
Users are able to place mail messages, calendar events, notes, or tasks within folders.

1. Place a check mark in the check box located next to the item.

| RE: ESC Region 20 Student Technology Falr

2. Click the Move button on the shortcut toolbar.

a Delete| % Move =J Accept =® Decline (_/,f Complete &% Read Later 3\ Mark Read

3. The folder view will appear in the main window, click on the Folder name to select the folder
that will hold the moved item. By clicking on the Plus Sign located next to the cabinet, the
folders located within the cabinet will appear, allowing the user to select a specific folder

within the Cabinet for storage.

¢ [ Manags Folders

4. The item will automatically be placed within the
designated folder.

Select the folder where the message should be moved to.

ERA] Lacey Gosch

= Mailbox

= Drafis

5 3ournal

5 unk E-mail

5 notes

M checklist

7 \Wark In Progress
—— > = [ cabinet

&= 2urk mail

‘3 Trash
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Organization and Navigation

Viewing Sent Items

The Sent Items folder provided with the email system will record all email messages sent from the ac-
count. The Sent Items folder also provides a tracking feature which allows users to view delivery and

receipt information about the message.

Mailbo Calendar [ ulwll]yy

1. From the Folders view, click on the folder labeled Sent Items.
,4? Mew,.. * % Address Book a

2. The sent items window will display all items sent from the mailbox in

= g} Lacey Gosch

the main window. = Mailbox
) ) ) ) ) o [ Unopened Iems
3. Click on any items in the Sent Items window to view the original [ Drafts
message sent. el
[ Junk E-mail
4. Once the message is open, click on the Properties tab to view the ;L: :Dtetslte
. . . . — > & SentItems
delivery and receipt information. = Calendar
. [ Checklist
ok n rogrss
2L Close ¢|' Reply ~ E"Forward = Move £ Read Laker e @ B [E] D Cabinet
IMail  Properties [ unk mail
@ Trash
‘ Advanced Properties
Recipients Action Date & Time Comment
@& swisd.net (swisdoo) Delivered 3/10/06 2:28 PM
Rick Martinez Opened 3/10/06 2:28 PrM

Deleting Sent Items
The items located within the Sent Items folder will occupy space provided to users on the server for
email storage. Therefore, users are encouraged to remove any unneeded items within the folder.

1. Place a check mark in the check box located next to the mail message listing.

2. Click the Delete button located on the Shortcut Toolbar.
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Organization and Navigation

Viewing Deleted Items
Mailbox items that are deleted are not permanently removed from the mailbox. The Delete function
places the items within the Trash, which is a folder provided to all users. To permanently remove any
item from the mailbox, users must empty the Trash folder. This functionality allows users to remove
items from the mailbox, but provides the liberty of allowing for retrieval in the event the documentation
is needed.

Mailbo Calendar Docir

1. Click on the Trash folder located in the folders window to view de-

. ,4? Mew,.. * o) Address Book
leted items. @ a
= 1@} Lacey Gasch
2. Any deleted items from the mailbox will appear in the main window &= Mailbox
£ . . 2 Unopened Items
or viewing. .
i i . L. Journal
3. Click on any deleted item to view the original message. -
Motes
To permanently remove items from the Trash, users may delete selected items £ Sent Items
from the Trash Folder or remove all items from the Trash Folder. 1 calendar
[ Checklist
Removing Selected Items (AR ETE =SS
|| Cabinet
1. Place a check mark in the check box located next to the message 2 f;:g';:‘”a”
2. Click the Empty Selected ltems button.
RemOVing All tems a Empty Selected Ihems C@ IIndelete a Empty Trash

1. Click the Empty Trash Button.

2. A warning message will appear, click OK to remove items. Items removed from the
Trash will not be retrievable.

Recovering Deleted Items
1. Place a check mark in the box located next to the item.

2. Click the Undelete button.
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Organization and Navigation

Saving Email Drafts

The email system allows users to begin a draft of a message and save the draft for sending at a later
time.

1. Click on the New button to create a new mail message.
2. Enter the appropriate information within the email message.

3. Click the Save button located on the New Mail Message Toolbar.

| A SEn El Save |&e Cancel %] Address Book, '% spel Check, ﬁ‘m Item Type =

4. Alisting of available folders will be provided, click inside the radio button located next to
Drafts (users may choose any folder within the list, however, the drafts folder is recom-

mended). —b@ Cancel
5. Click the OK Button. O [ wiork In Progress
6. The original message will reappear. Click the Red X in the upper /"‘;a;e?’ljm
Elllaluky
right hand corner to close the message. - »6 Drafts
O Journal
(] Junk E-mail
(] Motes

Opening Saved Email Drafts

1.

2
3.
4

Click on the Drafts folder or the designated folder from the folders window.

. From the main view pane, click on the mail message.

Complete the message

. Click the Send button to send the email message
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Organization and Navigation

Using Search

The search feature allows the user to search through all files and folders within the email system to
located a specific item. Users may search by:

w nhpoP

Subject

Author of Email

Date

Content Keyword Term

Click inside the Search Text Box, and type a keyword

Click the Find button.

All items including the search term entered will appear in the main window.

R e o P [Students ||And p
Searching
Update results now | Stop search
Find Results - messages 1 - 20 of 21
'% Update a Delete ‘}‘; Mave =J Accept Decling ﬂ Complete :’,?% Read Later ‘?}i Mark Read
(& e . | _—r
E| @p# Rick Martinez Action Plan 1/11/06 11:06 AM  Mailbox
O @  Lura Davidson Technology Proficiency Program 1/4/06 10:59 &AM Mailbox
B @¢ RickMartinez g;,;;;j:;t?andheld Technology Leadership Academy Training 1/3/06421PM  Mailox
O @ rahernandez@swisd.net Re: Fwd: Breeze Training - Tuesday, Dec 13 12/12/05 2:40 P Mailbox
O @e# rickm@swisd.net Fwd: Up-dated profile 12/12/05 3:01 PM Mailbox
. @P &nne Marie Espinoza Re: Fwd: Breeze Training - Tuesday, Dec 13 12/12/05 8:10 &AM Mailbox
O & Lura Davidson Re: Power Point Presentations 12/12/055:36 &M Big Counfry
O @ee rickm@swisd.net Fwd: S¥WHS campus profile 12/9/05 2:44 PM  Mailbox
|l Mailbox

e rickm@swisd.net Self-appraisal 12/9/05 12:28 PM
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Acceptable Use

Personal Use Limits
According to Crosby ISD Policy, personal use of the email system shall be permitted if the use:

1. Imposes no tangible cost to the District

2. Does not unduly burden the District’'s computer or network resources

3. Has no adverse effect on an employee’s job performance or on a student’s academic
progress.

Acceptable Use

Access to the District’s electronic communications system is a privilege, not a right. All users shall be
required to acknowledge receipt and understanding of administrative regulations governing use of the
system and shall agree in writing to comply with such regulations and guidelines. Noncompliance with
applicable regulations may result in loss of privileges and other disciplinary action

consistent with District policies.

Individual User Responsibilities

The following standards will apply to all users of the District’s electronic information communications
systems:

1. The individual in whose name a system account is issued will be responsible at all times for
its proper use.

2. The system may not be used for illegal purposes, in support of illegal activities, or for any
other activity prohibited by District policy or guidelines.

3. System users may not use another person’s system account without written permission
from the campus administrator or director of technology as appropriate.

4. System users may not distribute personal information about themselves of others by means
of the electronic communications system.
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Acceptable Use

. System users must purge electronic mail in accordance with established retention guide- Notes
lines.

6. System users may not redistribute copyrighted programs or data except with the written per-
mission of the copyright holder or designhee. Such permission must be specified in the docu-
ment or must be obtained directly from the copyright holder or designee in accordance with

applicable copyright laws, District policy, and administrative guidelines.

7. System users may upload public domain programs for their own use or may non-
commercially redistribute a public domain program. System users are responsible for deter-

mining whether a program is in the public domain.

8. System users may not send or post messages that are abusive, obscene, sexually oriented,
threatening, harassing, damaging to another’s reputation, illegal, or disruptive to the school

community.

9. System users may not purposefully access materials that are abusive, obscene, sexually ori-
ented, threatening, harassing, damaging to another’s reputation or illegal.

10.System users should be mindful that use of school-related electronic mail addresses might
cause some recipients or other readers of that mail to assume they represent the District or

school, whether or not that was the user’s intent.

11.System users may not waste District resources related to the electronic communications
system.

12.System users may not gain unauthorized access to resources or information.

Monitored Use

Electronic mail transmissions and other use of the electronic communications system by students and
employees shall not be considered confidential and may be monitored at any time by designated Dis-

trict staff to ensure appropriate use for educational or administrative purposes.
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Acceptable Use

Network Etiquette
System users are expected to observe the following network etiquette:

1. Be polite; messages typed in capital letters are the computer equivalent of shouting and are
considered rude.

2. Use appropriate language; swearing, vulgarity, ethnic or racial slurs, and any other inflam-
matory language are prohibited.

3. Pretending to be someone else when sending/receiving messages is considered inappropri-
ate.

4. Transmitting obscene message or pictures is prohibited.

5. Using the network in such a way that would disrupt the use of the network by other users is
prohibited.
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Term Glossary

Appointment - A Calendar event sent in the form of an email message to required or optional attendees to the appointment or
calendar event.

Attachment - A computer file that is sent with an email message.
BC - Applies to an email recipient who may have an interest in the content, but wishes to remain anonymous to other recipients.

CC - Applies to an email recipients who may have an interest in the content or may require notification of the information, but are
not expected to act upon it.

Distribution Group List - a list of email addresses used to email a group of individuals at one time.

Email - A method of composing, sending, and receiving messages over electronic communication systems.

Groupwise - A collaborative software product from Novell, Inc. Offering email, calendaring, and document management.
Internet - The publicly accessible worldwide system of interconnected computers.

Login - The process of accessing a computer system by identification of the user in order to obtain credentials to permit access.
Posted Appointment - An individual calendar event or appointment entered by a single user.

Shortcut - An icon that points to an entity in another directory or another location. Or a file that contains only the location of an-
other file in the computer.

Subject - An email message field used to describe the overall intent of the email message.
TO - Applies to the primary recipient of an email message.
Toolbar - A row of icons in an application that are used to activate the functions of an application.

Web Browser - A software applications that enables a user to display and interact with text, images, and other information typically
located on a web page. Examples of web browsers would be Internet Explorer, Netscape, or Mozilla.
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