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Introduction

Administrator’s Plus E-mail allows you to send Administrator’s Plus reports to students, parents and
staff members with the click of a button. Virtually all documents produced in Administrator’s Plus,
including report writer reports and canned program reports, may be “e-mail enabled.” Once a report
is e-mail enabled, you can save the email Type, Subject and Recipients so that each time you e-mail
the same report it will automatically be sent to the appropriate e-mail addresses. In addition, you can
set up reports so that they are e-mailed to students and staff who possess the appropriate e-mail

address, and print for those students and staff members who do not have an e-mail address.

Administrator’s Plus E-mail will read up 20 student e-mail address fields, and 2 staff e-mail address
fields. Each e-mail field you create will be organized in the Address Book so that you can quickly
select the desired recipients for each e-mail report. You can also save a list of Permanent Recipients
with any report so that each time the report is e-mailed, it will be sent to the same list of e-mail
addresses. For example, use the Permanent Recipients option to set up your report cards so that the
report for each student is always addressed to: the student, parent, 2nd parent and guidance counselor.
In addition, the Supervisor can create Customized E-mail Groups. E-mail Groups are saved in the
Address Book so that certain types of reports can be easily addressed to a customized list of recipi-
ents. For example, a “Teacher” group including the e-mail addresses for all teaching staff members
can be used when e-mailing section rosters and the daily attendance bulletin. A group called “Let-
ters” including parents, guidance counselors and the principal can be used for attendance and disci-

pline letters.

Administrator’s Plus QuickMail provides a fast and easy way to compose a single e-mail that can be
sent to any individual or group. Use QuickMail to announce school-wide events, staff meetings, par-
ent teacher association announcements, fund-raisers and more. The QuickMail Address Book allows

you to automatically address the e-mail to any individual or group.

Microsoft Internet Explorer® 5.5 or higher must be installed on the computer
used to send e-mail. Updates for Internet Explorer can be downloaded for free
from the Microsoft website: http://www.microsoft.com







Initial Setup

In order to send e-mail that is automatically addressed to the desired recipients, you must first create
“e-mail fields” which will store the addresses of e-mail contacts for students and staff members. If e-
mail addresses for students and staff members are not entered into the Data Base Plus Address pro-
gram, you may still send e-mail by typing each recipient’s e-mail address directly into the TO:, CC:
or BC: address lines. However, before sending any e-mail from Administrator’s Plus, use the E-Mail

Initial Setup Wizard to specify your out-going mail server and global e-mail preferences, (see Step 2).

Enter E-mail Addresses for Students and Staff

© Login to Administrator’s Plus as the Supervisor. Navigate to the Data Base Plus Address pro-

gram and click Fields.

=101 %]

Albrecht; Kathy | Grade |[B 3l viEw MoDE §pecifications|
Faet Fages |

[Mr & Mrs Julian Albrecht
StReET__——|opm
Ir % Administrator’s Plus Odyssey
Ir (Ol 1) enter Field names for students
IFi " 2) eNter field names for staff
Im  3) enter field Lengths {for reports in columns)

'?: Address: Current Screen: Standard

Page 2 | Page 4 | Page 5

Page 6

Page 7 Page 8

=

E—

D D

SPEC. CD {SM} |BR

I

LOCKER # |324

COUNSELOR {&} [Mrs_Ray

LOCK CMB |19-29—47

ADVISOR [A} [Mrs_Howard

[ enTeR 10 # o Nave: | [ B

EXIT ? OTHER EDIT PREY

Family | Screens | FigldsEl
F10

NEXT LOOKUP PRINT [|HOT KEY




® To create e-mail fields for students, select Enter Field Names for Students. To create e-mail

fields for staff members, select Enter Field Names for Staff.

© Select the desired unused field(s) to use for storing e-mail addresses for student or staff e-mail

contacts. Type in a name for the e-mail field such as “2nd Parent E-MAIL.” (see below)
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O Once you have created each of the desired e-mail fields, click or press F10 (Accept) to save.

© Use the Data Base Plus Address program to enter the appropriate e-mail addresses for both stu-

dents and staff members.




Set Global E-mail Preferences

The E-Mail Initial Setup Wizard makes it easy to define your global preferences for sending e-mail
through Administrator’s Plus. Use the E-Mail Initial Setup Wizard to: identify your outgoing mail
server, issue user rights for sending e-mail, enter a global reply address, and identify the student and

staff e-mail fields that you have set up in the Address program.

From the Administrator’s Plus tool-

¥ Administrator's Plus
File ¥iew Enter Print Mew Modules | E-Mail Tools Window Help

bar, select E-Mail = Initial Setup

. q-l Quicktai DKER HIGH SCHOOL
Wizard. The screen shown below Address Book '
Repork Wizard r

will appear.

Initial Setup Wizar

Click the ﬂ mext ) button and the E-Mail Initial Setup Wizard will guide you through setting

your global e-mail settings. If you wish to change specific global settings in the future, click the

desired option on the E-Mail Initial Setup Wizard “Welcome Screen” to quickly jump to the specific

screen for that setting.

“* E-Mail Setup Wizard x|
r ™ . .
Welcome to the Odyssey E-Mail Setup Wizard
,-»_ e This wizard will help you prepare Odyssey to be able
- to E-Mail virtually any report that can be printed.
You will be quided through the following:




@ Entering Information about your Mail Server: Enter your school’s SMTP address (e.g.
123.456.7.8) or the sending server name (e.g. YourSchool.com).

Enter your E-Mail SERVER NAME or ADDBESS:
IHedikerHS.cum

For Example : YourSchool.com

In order to use Administrator’s Plus E-mail you must allow e-mail relaying on your
primary e-mail server.

® Use the Set E-mail Users screen

Odyzsey Users E-Mail Addressz
to identify the Administrator’s V¥ |SUPERVYISOR Supervison@RedikerHS. com
Plus users who have rights to send O [BE
[ |GUIDAMCE
e-mail. To issue e-mail rights to | = [sHawMN
any user, place a check mark next | I |STEYE
O [WICTORIA,

to the user name and enter his or
her return e-mail address. The Reply Address for all e-mails sent by this user will default to this
address. However, if you do not wish to use this address as the reply address for any e-mail, you
may instead use a Global Reply Address (see Set Global Reply Addresses below).

© Set Global Reply Addresses: When

Administrator’s Plus users send e-mail

E-MAIL ADDRESS #1: I.ﬁ.nnnuncementHeturn@H edikerHS. com

E-MAIL ADDRESS #2  |ReportCardsR etumi@RedikerHS . com
they must select a return address. They I

) . E-MAIL ADDRESS #3: IScheduIeHeturn@HedikerHS.cnm
may choose either their personal address

E-MAIL ADDRESS #4: |mtendan.:eﬂetum@ﬂ edikeHS . cam

or any global school address entered
E-MAIL ADDRESS #5: |

here. For example, when a secretary e-
E-MAIL ADDRESS #6:

mails report cards, she may not want R —————

replies from parents going to her per-

sonal e-mail address. Instead the school | g.mai aDDRESS #9:

|
|
E-MAIL ADDRESS #8: |
|
|

can create a global e-mail address called | g.paalL ADDRESS #10:

ReportCardsReturn@RedikerHS.com

which will be designated as the return address for e-mailed report cards.

You may enter up to ten global reply addresses to be used for different types of e-
mails.




O Identify Student E-mail Fields: Specify up to 20 fields you have created in the Data Base Plus
Address program to store student e-mail addresses.

% E-Mail Setup Wizard x|

Identify Student E-Mail Fields?

In the ADDRESS program, you rmmust create fields far students’ perzonal e-mail addresses as well as for their
parents’ e-rnail addresses, “You may also create fields for other e-mail addresses such as for advisors and
guidance counszelors, If thiz is done, w henever a dizcipline letter iz e-rmailed home, vou can =pecify that a
cc iz automatically sent to the student's guidance counselor.

Pleaze tell Odyssey which fieldz vou are uszing for these e-mail addrezzes,

STUDENT E-MAIL ? |5tudent Email OPTIONAL #5 E-MAIL ?

PARENT #1 E-MAIL ? |F'ar 1 Pri Email OPTIOHAL #6 E-MAIL ?

PARENT #2 E-MAIL ? IF"ar 1 Alt Email

PARENT #3 E-MAIL ? |Par 2 Pri Email OPTIOHAL #8 E-MAIL ?

|
|
OPTIOHAL #7 E-MAIL I
|
OPTIOHAL #9 E-MAIL 2 I

PARENT #1 E-MAIL ? |Par 2 Alt Email

B
BRI EREN

PAREHT #5 E-MAIL ? I OPTIOHAL 0 E-MAIL 7 I

If you have previously set up student e-mail fields using Administrator’s Plus E-mail

version 1, you may need to reset the order of your student and/or parent e-mail

addresses so that they are linked with the appropriate fields in the Address pro-
gram.

© Using the Staff Fields tab, specify up to 2 fields that you have created to store staff e-mail

addresses.

Staff Pri Email E
Staff Alt Email .

&S &I

This is a Global setting applying to all e-mail sent to a staff member. During the
school year, you may want all staff e-mail to be sent to staff member’s school

@ address. During the summer, you may change this setting so that all staff e-mail
will go to their personal e-mail address.







E-mail Enable Reports

Before Administrator’s Plus reports can be e-mailed they must first be “e-mail enabled” using the E-
mail Report Wizard. The E-mail Report Wizard will guide you through the process of selecting the e-
mail Type, choosing whether or not to Print the Report if no e-mail address is found for recipients, as
well as setting the default Reply Address, Recipients, and Subject. These settings will be saved with

the report and used each time you choose to e-mail the same report.

Navigate to the E-mail Report Wizard:

TO_OIbar E-Mail Tools wWindow Help

Setup Wizard

||REDm.ER HIGH STHOOL

Report Wizard » Diaka Base Programs

Click E-mail=Report Wizard on the toolbar menu

and select the program or report writer containing the Data Base Report Yriter
. . Atkendance Programs
document you wish to e-mail. Attendance Report Writer

Period Repaort Writer
Report Zards Programs

Report Cards Report Writer

Scheduling Programs q
scheduling Repork Writer
Discipling Prograrns
Discipline Report Wriker
Billing Program:s

Billing Repart Writer

View/Edit Letters/Reports

Open the body of any Report Writer report and click the E-Mail Settings button at the top of the

View/Edit Letters/Reports screen.

":'J Report Cards: Letter: Honor Roll {(Rep #011}) 101 =l

Line25 Col1 v E-Mai|5ettings|

Print Preview Screen

= ="
If you click the E-Mail button - M..'hlq[ll:'l'l] located in the lower right corner of all print-preview
-Ivlal

screens and the report has not already been e-mail enabled, a warning message will appear saying that
the report is not yet e-mail enabled, “Would You Like to E-mail Enable This Report?” Clicking Yes at

this window will cause the E-mail Report Wizard to start.



1) Enable the Report and Select the E-mail Type

Once a report is e-mail enabled it can be e-mailed from the print preview screen of the generated

L =
report by clicking - ML\?H .
-Ivlal

To enable a report, click Yes on the radio button labeled: This Report is Email Enabled, and then

click NEXT to set the appropriate e-mail type.

";‘4'_' E-Mail Report Wizard

Welcome to the E-Mail Report Wizard

REPORT: AT PERIOD RW: NEW SKIP LIST

€ EMailIype
r " This wizard will help you prepare this report so that the NEXT

Print if not E-Mailed . e P i
-1 ' 4 time itis generated it will be ready to be e-mailed.
Reply Address }

& E-Mail Subject
@Pemanent fciiens

THIS REPORT IS5 E-MAIL ENABLED o res ® Mo

If a report has not already been e-mail enabled, you must use the E-mail Report Wizard to enable it

and indicate the report type. If you do not select Permanent Recipients, a Reply Address or Subject
for an e-mail enabled report, you may manually type them into the appropriate fields once the e-mail
is generated. If a report has already been e-mail enabled, you may return to the E-mail Report Wizard
to change any of the e-mail settings that were previously saved. Use the buttons on the left side of the

screen to quickly jump to any of the e-mail report settings.

Reports that are e-mail enable may generate slightly slower than those that are not
e-mail enabled.
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3 Types of E-mail Reports

Administrator’s Plus allows you to define 3 types of e-mail reports so that the appropriate recipients
for each report are used automatically. Student/Staff e-mails are used for reports containing personal-
ized information, where one report is generated per student or staff member. Examples of Student/
Staff type e-mails are letters to parents and report cards. Student/Staff type e-mails will generate one
e-mail for each student or staff member included in the original report. A Generic e-mail is one
where the entire report is sent to all recipients regardless of who is included on the report. The Daily
Attendance Bulletin and Grade Distribution Reports are examples of Generic e-mails. Section e-
mails include any report that would normally be printed by section, including Section Rosters and

Grade Verification Forms. Section e-mails are sent only to the teacher assigned to that section.

r A ™

o SETTING THE TYPE OF E-MAIL
(,io — o~

Please select which type of e-mail this report will be.

% Student/Staff
A separate E-Mail to individual students and staff. Each recipient gets their
own merged letter or report. Examples: Letters, Report Cards, Student
Screen Prints etc.

" Generic
The same report in its entirety is sent to all recipients. Examples: The Daily

- 1-¥ -]

HEAEEE
ERERE
TEEEA

e ] Nocaos | N_8eck JN b )

Keeping E-mail Addresses Confidential

When you generate either QuickMail or a Generic e-mail, one e-mail is sent to all recipients listed in

the TO: field. This means that when the e-mail is sent to a student, parent or staff member, each
recipient will be able to view e-mail addresses of all other recipients. Consequently, if you wish to
preserve the confidentiality of the e-mail addresses stored in your database, the e-mail field of the
desired recipients should be entered into the BC: address line. The e-mail MUST have an address

listed in the TO: line, so we suggest you enter a general school e-mail address.

11



2) Set the Reply Address

When Administrator’s Plus users send e-mail, they must select a Reply Address. It can be their per-
sonal e-mail address or any Global School Address. Global Addresses are entered by the Supervisor

using the E-Mail Initial Setup Wizard (see page 6). Use this screen to specify whether you want to
use the sender’s personal reply address or one of the Global School Addresses.

CURBENTLY SELECTED REPLY ADDRESS:
USER'S PERSONAL ADDRESS

4| Use Personal Reply Address 4| Select Global School Address

If you do not select Permanent Recipients, Reply Address or Subject for an e-mail

@ enabled report, you may manually type an address into the appropriate fields in the
generated e-mail.

By default, all e-mail reports will use the senders Personal Reply Address unless you choose to Select
Global School Address

Use the following screen to select the desired Global
School Address for this e-mail.

“E administrator's Plus

GLOBAL SCHOOL ADDRESS
AnnouncementReturn@Redike. ..
ReportCardsReturn@Rediker. ..

E'._:'IIZ‘.hEljl_l_]_EP!Et1_1E11I:§!F!.Elji}{ErH'fl e
AttendanceReturn@FRedikerH. .. k

To search, begin typing a GLOBAL SCHGOOL

Select | Exit |

12



3) Add a Subject and Attachments

Semester One Schedule for ~FH~ ~LH~

When you specify a subject line from within the E-mail Report Wizard it will be saved and used as
the default subject each time the e-mail report is generated. Alternatively, you may enter a subject
directly into the e-mail’s subject line just prior to sending the generated e-mail. When you enter a

subject using the E-mail Report Wizard, the following report writer codes may be used:

~FN~ (First Name) ~DATE~ (The current date)
~MN~ (Middle Name) ~TIME~ (The current time)
~LN~ (Last Name) ~SEX~ (*Son” or “Daughter”)
~GR~ (Grade Level) ~SX2~ (*“He” or “She”)

~ID~ (ID number) ~HIS~ (“His” or “Her”)

For example, the subject of a tardy letter could be “Your ~SEX~, ~FN~, was Tardy Today.” This
would display in the generated e-mail as “Your daughter, Rachel, was Tardy Today.” To display the
current date for the e-mailed Attendance Bulletin, enter the subject as “Attendance Bulletin for
~DATE~.”

Use the ﬂ Add Attachment "' option to attach one or more files that should be sent to all recipients.

File attachments added using the E-Mail Report Wizard will be saved with the report and sent each
time that the report is generated and e-mailed. To add file attachments that are not saved, use the

Attach, or Attach to All options available on the Send E-mail screen (see “Send E-mail” on page 21).

13



4) Choose to Print if Not E-mailed

Click the radio button labeled Yes if the report should be printed for those students or staff members
who do not have an e-mail address. Administrator’s Plus E-mail will search the e-mail address fields
for the Permanent Recipients listed in the TO: line. If it does not find an e-mail address for any of the

Permanent Recipients, the report for that student or staff member will print automatically.

1,'_' E-Mail Report Wizard [Program: Print]

" PRINT IF NOT E-MAILED?
o

If you have selected to send this e-mail TO a student or staff that does not have
an e-mail address, do you want it to be printed?

{Hote: This does not apply to CC or BC. For example, if the student is being CCd
and does not have an e-mail address, the e-mail will not be primted regardless

14



5) Select the Permanent Recipients

Use the Permanent Recipients screen to select the e-mail addresses to be filled in for the TO, Carbon

Copy and Blind Copy lines of the generated e-mail. You may choose to address the e-mail using any

of the e-mail addresses stored in the Data Base Plus Address program. First, click on the TO, CC, or

BC address window button on the right. Populate the address window using the drop-down catego-

ries on the left, clicking the arrow bottons to move selections back-and-forth. From the middle Mem-

bers column you select e-mails of Individual students and staff. The Permanent Recipients screen

also allows you to select emails from individual Categories of adresses, e.g. [The Student], as well as

from different Groups of student, parent and staff emails pulled from all categories of addresses

(e.g.<Teachers>). These settings will be saved and used each time that you e-mail the report.

EATOH; JAHE

"ﬁ' Permanent Recipients for (Report: SC RW: Line Schedule 8 x 11} ﬂ
If wou want to CC the principal o every tardy letter, enter the principal's E-kail address in the CC bow. IF youw always want the Daily
Attendance Bulletin zent to HR teachers, create a group called HRTEACHERS and zelect this group to always receive thiz e-mail.

@--INDI\-"IDLI.-’-‘-.L sl [STAFF MEMBERS];l i~ T0 | Hame/Group/E-Mail Address
i i [THE STUDEMT] [Student Email) BACHELDER; MAY <ADMIN=
. [THE STAFF] [Schaol] BAILEY; LYHH
o -~ [ALL PAREMTS OF THE STUDEMNT] BOLDUC; KATHY (3]
-~ [THE PAREMT#1] [Par 1 Pri Email] BOSWORTH; ELISE
- [THE PAREMT#2] [Par 1 Alt Email] BROWN; DALE
-~ [THE PAREMT#2] [Par 2 Pri Email BROWN; JAMES 3 d
- [THE PARENTH#4] (Par 2 Alt Email CAHAVAH; DAWH ;
- SPECIAL GROUPS CARTER; STEVE >> | a| | N
: . CHRISTEHSEH; PAUI
B~ Students [Student Email] COOMBS: RAY
- Parents #1 [Par 1 Pri Email o—» ¢ | [EREEY <coTTiER; BRIAN ST027
Ea Parents #2 [Par 1 .-’-'-.It. Ema?l] CROCHET; RAY v
Ea Parentz #3 [Par 2 Pri Email] DELMAH; PRISCILL.
- Parents #4 [Par 2 Al Email DOW: JOE! <] | i
~STAFF DOWD; SAM o [THE STUDEHT] (Student Email)
- GROUPS DURRELL; JAKE
EASTOHN; BOHHIE

© E-mail Address Categories: The left-most window displays categories of student and staff e-

mail addresses stored in the e-mail fields of the Data Base Address program. The number of

categories displayed in this area of the address book is determined by the number of student and

parent e-mail address fields defined in the Initial Setup Wizard. The name of the Data Base

Plus Address field used for each category appears in parentheses. To expand the category,

click the [+] symbol. The default e-mail address categories include:

15



a. Individual Mail: Used to address Student/Staff-type e-mails to one of the following
individual categories: The Student, The Staff member, The Parent, and/or All Parents of

the Student for whom the report was generated.

b. Special Groups: Used for Generic-type reports and QuickMail. The Special Groups
options include: All Students, All Parents or All Staff e-mail addresses. For example, to
send a QuickMail announcement to the Parent #1 e-mail address for all students, choose
All Parent [Parent #1 E-mail]. To send the attendance bulletin to all staff members,
choose All Staff.

c. Students, Parents and Staff Address Fields: Used to display Individual recipients to be
selected for the TO:, CC: and/or BC: addresses linesb of an e-mail. One category is dis-
played for each Data Base Plus Address field used for storing student and staff e-mail
addresses. For example, the category Student [Student E-mail] contains the e-mail
addresses listed in the field labeled “Student E-mail” (the primary student address field
selected using the E-mail Initial Setup Wizard). When you click on an Address field cat-
egory for students, each grade level will appear below the field name. Clicking a grade
level will cause the individual students within that grade level to be listed in the Member
selection area (center window). Clicking Staff will cause the individual staff names to
appear in this same area. Moving an individual student or staff name from the Member
area to the TO:, CC: and/or BC: address window will cause the report to go to the email
address stored in the selected Data Base Plus field category for the specified student or
staff.

® Member Selection Window: Used to move individual recipients from the highlighted category

into the TO:, CC: and/or BC: address lines of an e-mail.

a. To move the individual recipient or group addresses into the TO:, CC: and/or BC: field

windows click the radio button next to the desired box.
b. Select the desired e-mail address field by highlighting it and clicking
c. Select all available e-mail address fields by clicking

d. Deselect any field in the TO:, CC: or BC: windows by highlighting it and clicking

16



e. Deselect all fields in the TO:, CC: or BC: window by choosing the radio button next to the
appropriate field and clicking

© TO: Address Window contains a list of the primary e-mail addresses to which the report will
be sent.

O CC: Address Window conatins a list of the e-mail addresses to which a “carbon copy” the
report will be sent.

© BC: Address Window contains a Isit of the e-mail addresses to which a “blind copy” of the

report will be sent (other recipients won’t see any BC: addresses in their delivered e-mail).

@ Manual Entry allows you to enter and save e-mail addresses that are not stored in a data base

field. The manually entered addresses will be saved and used each time the report is e-mailed.

“%" E-Mail Manual Entry

shawni@redikerhome. com

Customized E-Mail Groups

The Supervisor can create customized Groups that may be used by all users to address any e-mail.
Saved groups are accessible from the E-mail Report Wizard’s Permanent Recipients screen, as well
as the Address Book. Create customized groups for specific emails that need to go to many different
types of recipients. For example, a Teacher group including all teaching staff can be used for the
Attendance Bulletin, Grade Distribution Reports and Section Rosters. A PTO group including all

teachers and parents can be used for Parent/Teacher Organization announcements or meeting notes.

Define & Edit E-mail Groups

@ From the Administrator’s Plus toolbar, click E-Mail |Email Tools Windaw Help
q q |
= Address Book = Add/Edit Groups. O Giel b s s s s

Address Book
Feport Wizard b

Initial Setup Wizard

17



O The Groups List window (right) will appear. Any

?;_' Administrator's Plus

currently defined e-mail groups are listed in the

Groups List window.

<BASEBATLL

© To create a new e-mail group, click <EULLETIN>

<FOOTEATLL >

Enter a group name, and click the oK <GRADED>
_— < PTO-

button to save the group. SHOCCERy
= =

?;_' Group Mame

To search, begin typing a GROUP NAME
o | oo I
Hew Edit | Delete |

Bename | Copy [Save As] | Exit I

O Use the Address Category drop-down lists (left) to
populate the Members selection area (middle) from which you may choose the individual mem-

bers in the new group (right).

% Add/Edit Groups

GROUP: TEACHERS

- SPECIAL GROUPS [STAFF MEMBERS] = Hame/Group E-Mail Address =
E! Students (E-ail*] IRVING; CANDY <BAILEY; LYHH STOT2>
& Parents #1 [Parent #1 Email) JAMES; PETER <BOLDUC; KATHY ST028>
Ba Parents #2 [Parent #2 Email) LAFLECK; DOMINIC <BROWMN; JAMES STO16>
#- Parents #3 [Parent #3 Email LEVIN; FAYE <CANAVAN; DAWH ST011>
% Dptional #1 (Stu Pers. Email <CARTER; STEVE ST033>
L STAFF LUNT; DONHA . <COOMBS; RAY ST030>
. GROUPS MANCHESTER; DON <COTTIER; BRIAH ST02T>
MARTELL ; L AURA . <EATOH; JAHE STO41 >
MAYER; MARGARET <EDWARDS; BETTY STi4~
MCHUGH; BETH <ELIAS; JAHE S5TO15>
<GROVES; AL ST058>
MCMAHNH; DAH I_ <HARRIS; LARRY ST037> —
MILLER; FRED <HOWARLD:; PAUL STO06>
NORMAN; RICHARD <INHCARHATO; PJ STO59>
HUH; HAHCY <IRVIHG; CAHDY ST066>
O°BRIAN; GLORIA <JAMES; PETER. ST0(2 >
POMERLEAU; TAYL( <LAFLECK: DOMIHIC STO57>
RAY; DAWH - <LOVELL; SARA ST085> -
Ll I I 3 | | _rl_l

© To edit an existing group, highlight the group name and click
O To delete an existing group, highlight the group name and click
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@ To rename an existing group, highlight the group name and click

O To copy an existing group and save it under a new name, highlight the group name and click

| Copy [Save Az] I

© To exit the Group List window, click

Address E-mail to a Customized Group

Users can address an e-mail to a customized group from either the Permanent Recipients screen

(saved) or the Address Book (used for the current e-mail).

'f,: Permanent Recipients for {Program: Enter Daily Attendance} 5'
[f oy want ta CC the principal on eveny tardy letter, enter the principal's E-Mail address in the CC bow, [ pou always want the D aily
Attendance Bulletin zent ta HR teachers, create a group called HRTEACHERS and select thiz group to always receive this e-mail.

- INDIVIDAL MaIL CURRENT MEMBERS OF THIS... | In=| (" 10 | Hame/Group/E-Mail Address
EE SPECIAL GROUPS BACHELDER; MAY o <ADMIH=
Ea Students [Student Email] BAILEY; LYHH [}
w-Parents #1 (Par 1 Pri Email) BOLDUC; KATHY o
Ea Parents #2 [Far 1 &It Email) BOSWORTH; ELISE o
- Parents #3 [Par 2 Pri Email) BROWH; DALE 0
& Parents #4 [Par 2 At Email] BROWH; JAMES o
& EROLES CARTER; STEVE 0 o | N
~ ADMINS CHRISTENSEN; PAUL 0;
- CBASERALLS COOMBS: RAY (% "~ CC
COTTIER; BRIAN 0
+ <BULLETIN> CROCKETT; RAY 0
- <FOOTBALL: DELMAH; PRISCILLA 0:
- ¢GRADES: DOW; JOE e
-~ <PTO> DOWD; SAM v
- ¢SOCCER: DURRELL; JAKE
- PANANSINNY _———FASTON; BOHHIE
EATON; JAHE

1

@ Click the Groups category header on the left-hand side of the Address Book to view the list of

available groups inside the Name/Group/E-Mail ID window.

© To select a group for the TO:, CC:, or BC: addresses of the e-mail, click the radio button to the

left of the appropriate recipient field window, and then double-click the group name.

© To unselect a group from the TO:, CC:, or BC: addresses of the e-mail, click the radio button to

the left of the appropriate recipient field window and double-click the group name.
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Send E-mall

In order to send a report as e-mail you must enable the report’s Print Preview option. This option can
be found in the specifications for the particular report or program. For example, if you wish to e-mail
the daily attendance bulletin, go to the Enter Daily Attendance Print Specifications and set Specifi-
cation 6) Print Preview on page 2 to Yes. The option to send a report as an e-mail is available inside
the print preview screen for the report (see below).

?: Report ¥iewer

REDIKER HIGH SCHOOL
DAILY ATTENDANCE School Day #138 SATURDAY 11-16-2002

GRAIE 11 E-PJAIE lI

Brill: Jomathan & *1% in: Ti. 1% Baut.' ier: Justi
Gibboms: James S T : Be 1% ; Tason
Lasselle; Nickie & 1% I Edwu-ds Dick
Pigrarts Leaba & *1* Cramford: Michar & *1* Eldridge: Tacki
Watkins: Gregory T HE Hancock ; Geoffre LaFcuntaine : Hie
Woodworth: Mesle &  *1% Letarte ; Jessie 1% McDonal d4: Molly
Bogers: Dama Mgayen: Trip
Waughan ; Christe
Work:s : Arrin

Abbott: Jeremiah T
elle; Millio T
[\hlbur-l.ambert,so T

T
A
&
4 #1%
4 #1%
&
&
&

ABIENT: 5 ABIENT: AEIENT:
TARDY : I3 TARDY : I3 TARDY
DIse " DIaW " DIEH

NURSE DISMISSALS CORRECTIONS & MESSAGES
Fitzgerald; Jame

Melmmis;: Kenneth
White; Jim

Click or Press F11 to E-mail

Zoom SV 100% WholePageiew [F2]|| Export [F10]
I3 R = e e B e e e e e

When you click the E-MAIL button, Administrator’s Plus will generate one or more e-mails deter-
mined by the e-mail settings for the report. For example, if you have generated a Section type report,
one e-mail will be created per section, and each e-mail will be addressed to the assigned teacher for

that section.
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The Generated E-mail Screen

“% Ddyssey E-MAIL x|
-RedikerHS.cum IBROWN; NICOLE 44 of 385 . View Log Quit
From: Supervisor@redikerHS.com j Send Send All
To: |<ADMIN> <« Prev Next >>
Cc: I Hold Belease

Bco: INicuIeB@RedikerHS_cnm

Report Wizard Address Book
iact |Semester One Schedule for Nicole Brown
Lozt I Attach Remove
Attachments:
Attach to all Remove from all

D EH@S| L @ Ao | u

|EE i= |r:'ﬂTML("E|ainText ‘
(a m|EE RO @y >

20 | ' ||CoulierNew jl j ‘

Browm; Hicole #0573 GRADE 09 HR: 123
Mr. & Mrs. Darren Browm

1089 State St. 11-21-2002

Hampden, MA 01015

655-7136
DEMO SCHOOL SCHEDULE FOR 2002-03: ALL
DEMO SCHOOL SCHEDULE FOR 2002-03: ALL
SUBJECT LEY (RS 5C SEM TIME ROOM  CBDTS TEACHER
PE 815 01 ALL A&lZ2345 139 l.00 EZien:D i
French 1 COL 412 02 ALL Blz345 Zlz 1.00 LaFleck:D
C SocSt B COL 316 01 3 1 C1l2345 Z13 0.50 Hughes:P
C SocSt 4 COL 309 02 3 2 C[Cl2345 z11 0.50 Coombs:R
Lunch/3tdy 930 04 ALL Dla345 114 0.00 Htaff; ;I

If you wish to add e-mail recipients not available in the Address Book, you may
type them in manually at this time. You may also add or edit the saved SUBJECT:
inside the Send E-mail screen.

View Log displays the E-mail Log which lists each recipient of the e-mail along with e-mail
addresses and any errors that occurred.

Send sends the current e-mail.
Send All sends all e-mails at once (for reports where multiple e-mails are generated).
<< Prev scrolls to the previous e-mail.
Next 3> scrolls to the next e-mail.
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Report Wizard | opens the E-mail Report Wizard so that you can view or change saved e-mail set-

tings for this report.

Address Book | opens the Address Book so that you can view or change the recipients for the cur-

rently generated e-mail. Address Book settings are not saved with the report.

Hold prevents the currently viewed e-mail from being sent.
Release reverses the action of the Hold button.
Attach allows you to browse for and select one or more file attachments for the current

e-mail message.

removes the highlighted attachment.

Bemove

Attach to all allows you to browse for and select one or more file attachments for all e-

mails (for reports where multiple e-mails are generated).

Remaove from all | 'émoves the highlighted attachment from all e-mails (for reports where multi-

ple e-mails are generated).
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QuickMail

Administrator’s Plus QuickMail allows you to compose original messages, such as notices to stu-

dents, that can be addressed manually or using the Administrator’s Plus E-Mail Address Book.

When you generate either QuickMail or Generic e-mail, one e-mail is sent to all
recipients listed in the TO: field. This means that when the e-mail is sent to a stu-
dent, parent or staff member, each recipient will be able to view e-mail addresses
of all other recipients. Consequently, if you wish to preserve the confidentiality of

@ the e-mail addresses stored in your database, the e-mail field of the desired recipi-
ents should be entered in the BC: line. The e-mail MUST have an address listed in
the TO: line, so we suggest you enter a general school e-mail address.

©® From the Administrator’s Plus toolbar, click the mailbox icon located to the left of the school
name, or click E-Mail = QuickMail using the drop-down menu. A blank e-mail will appear

on the screen.

R . | pERRO SCHOOGL =l|z00102 =]
“% Ddyssey QuickMail x|
RedikerHS.com ) Yiew Log Quit
From: i i -
ISupewlsur@redlkerHS.cnm J Send | Send All |
To: ISupewisur@RedikerHS_cum,
) << Prewv | Next >> |
CC.I
Bee: IDave@RedikerHS.com Kelly@RedikerHS.com, Shawn@RedikerHS.com, Steve @rec Delete | Undelete |
Subject: |Odyssey E-Mail Test Report Wizard | Address Book |
Attach ts:
aCIments I Attach | Remove |

D ZRP S| =2 # o B U 7

| = =
= =
= =

@ HTML ¢ PlainT ext ‘

| % Tﬂ | *;E *;E | B g i 3« = B F %_4) g ||TimesNewF|0man j|3 j ‘
=l
A reminder to all teachers and staff:
‘We will be meeting in the computer lab at 4:00 p.m. for an Administrator’s Plus Odyssey training.
=
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® Click Address Book to select the desired recipients for the QuickMail message.

© |If you wish to add e-mail recipients not available in the Address Book, you may type them in
manually. You may also add a SUBJECT: or edit the saved subject inside the Send E-mail

screen.

O Compose the e-mail and then click Send

If you have defined e-mail groups in your school’s primary e-mail software, you
@ may use these group names in the TO:, CC:, or BC: address lines for any e-mail.
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