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Purpose

• Free server hosted email service

• Student and teacher email tool

• Web-based Office 2010 apps
1. Word

2. PowerPoint

3. Excel

4. One Note

5. Any browser can be used
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Online Handouts

http://webclass.org

Select  Teacher Quick
Reference
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Initial Teacher Login

Windows Live ID
EPISDusername @ epschools.net

http://outlook.com

1 2 3 4 5 6   no spaces

username @ epschools.net
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Initial Student Login

Windows Live ID
Student ID @ epschools.net

http://outlook.com

DOB ddmmyyyy

Student ID @ epschools.net
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Mail View

Folders Inbox Reading Pane
Email Preview
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Change Password
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Change Password

Click Options
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Change Password

Select

Change your Password
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Change Password

Click Change
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Password Change
Teacher

1 2 3 4 5 6   no spaces

Current EPISD password

Current EPISD password
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Password Change
Student

ddmmyyyy   DOB

Favorite password

Favorite password
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Signature Block
Email Views
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Email Signature

Click Options
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Email Signature

Click Settings
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Teacher Signature Block

Name – Dept
School
Email address

Teacher
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Student Signature Block

Name (no nickname)

School

Student
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Mail View
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Mail View with Reading Pane

Signature

Block

Folders Inbox Reading Pane
Email Preview
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Reading Pane OFF

• Select View

• Select Off
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Mail View w/o Reading Pane

Folders Inbox
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Open Mail

Double-click on

email Subject
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Open Mail

Double-click on icon

to open and read email
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View Email



25Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Reply to Email

Click  Reply
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Reply and Send

Original email 

included in reply
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Creating Folders
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Move to Folder

Click icon  Move to Folder
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Move to Folder

Select  Move to Folder
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Move to Folder

Select folder

Click Move
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Create New Folder

Type
folder
name

Press
Enter

Select
your
name
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Creating Groups
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Public Groups

• No private address books

• Teacher can restrict access

1. All membership requests denied

2. No emails can be sent to group

3. Student ID usernames not viewed

4. Creates group’s email address

• Organization can view group
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Create Group

Click Options
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Create Group

Select Groups
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Create Group

Click New
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New Group

• Display name
Appears in To: in 
group email address

• Email address
Create group email
address – no spaces
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Ownership

• Teacher is owner by default

• Click  Add to add additional
owners
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Membership

• Optional for teacher membership

• Sent mails received in  Inbox
and  Sent Items folders

• Click  Add to add students
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Add Students

• Search EPISD address book

• Highlight student name

• Click  Add to add student
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Membership Approval

• Select  Closed

• Click  Save
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Public Groups Owned

Click Details
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Message Approval

Click
Messages 
sent to this 
group . . .
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Web Applications
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Office 2010

Click Office
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Office 2010

Select

New Word document
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Office 2010
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Office 2010
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Home Tab



50Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

File Tab
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Insert Tab
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View Tab
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Reading View
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Windows Live

http://login.live.com

username@ epschools.net
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Online Handouts

http://webclass.org

Select  Teacher Quick
Reference


