USING NORTH NODAWAY E-MAIL

(Netware Mail System)

[image: image1.wmf]Your user name is your first initial and your last name (no space bars).  ____________

This will also serve as your e-mail address, followed by @nnr6.org

 Your e-mail address is __________@nnr6.org 

Your password (which you can change by going to the “options” link) is ______________.  (Change your password immediately)

To access your e-mail, go to the school’s web site at www.nnr6.org  Hover on the “Teacher  Resources” link.  Click on “E-mail”.  Enter in your username and password.  Click “OK”.  (Ask Tech Coord if you want a short-cut for this placed on your desktop).  Remember this is a different username and password than your Novell log in.  

This is the same system we have been using.  Just go in, look through, and use some of the features to become familiar with it for the newcomers or just review for the returning staff.  Also, there is an additional sheet of some basic e-mail functions.  (
REMINDER:  E-mail is one of the most common ways to get computer viruses and send viruses.  We are using the MOREnet e-mail filtering system this year, which should help greatly, but if you receive a suspicious e-mail or do not recognize whom it is from, simply delete it.  NEVER open an attachment or a link in an e-mail unless you know for sure what it is!!  Thanks in advance for your help in this matter.  Smart users are the best defense against viruses and spam.

Please feel free to contact me if you have questions or problems.

Nicki Herndon, Technology Coordinator

660-778-3315 (work)

660-927-3322 (work)

nherndon@nnr6.org

HAVE A GREAT SCHOOL YEAR!

NORTH NODAWAY E-MAIL INFO

How to check mail:

1. Go to our school’s home page at www.nnr6.org or use the short-cut icon.

2. Hover on “Teacher Resources”, “E-mail”.

3. Enter in your username (first initial & last name with no spaces)

4. Enter in password.

How to change your password (DO THIS the first time you log in):

1. After you’ve logged in to your e-mail account, click the Options link at the top of the screen.

2. Enter passwords in the appropriate locations.

3. Click APPLY at the right.  (must do this for changes to occur.)

4. Click any link at the top to go to another screen.

How to create a new folder to organize messages:

1. In the Folders screen, click on “Create Folder”.

2. Type in the name of the new folder.

3. Place the new folder in its desired location (click buttons).

4. Click on “apply” at the bottom of screen.  (must do for changes to occur.)

5. Remember you have a limited amount of e-mail space, so only keep important or necessary messages.  Clean out unwanted messages frequently.

Other E-mail features:

1. Address Book – (Address Book link at top.)

2. Calendar – (Calendar Link at top.)

3. Forwarding – (Options Link, then Mailbox Management Link.)

4. Auto/Reply – (Options Link, then Mailbox Management Link.)

5. Signature/Message – (Options Link, then Mailbox Management Link.)

Other Information:

1. There are group accounts to e-mail different groups of staff. (See back)

2. With our filtering system, this is the only e-mail to be used at school.  Do not use hotmail, yahoo, etc.  (We have no virus protection on these.)

3. Our school e-mail can be checked from another location – like home.

4. If you have space issues, clean out old messages from the “Sent Items” folder, or clean out unwanted pictures – they take up a lot of space.
