Working with Outlook and Springboard! The University of Akron
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Working with Outlook and Springboard! The University of Akron

Communicating with Springboard!

The major difference between the email in WebCT and Springboard! is that all of your
email will be directed to your uanet account, therefore, you will use your
uanet@uakron.edu email account to access all of your email.

You can send new email messages from within Springboard!, however, you MUST
access incoming email from your University of Akron (uanetid @uakron.edu) email
account.

As a faculty member, you will have the ability to communicate with your students in several
ways. Your students will also be able to communicate with you. Here are some
recommendations that you can pass along to your students in respect to communicating with
you.

e Students should use the DropBox to turn in assignments. This will submit the
assignment via Springboard! and will limit unnecessary email to your Outlook email
account.

¢ When a student emails faculty, encourage them to use a standard Subject, such as
course number. This will allow you to quickly review messages in the Inbox and open
messages with intent. Also, you can incorporate the use of Outlook Rules, based on the
email Subject line, into your Outlook use. For example, you can create a rule that
automatically moves all messages received with a certain Subject to a certain Folder.

As a faculty member using Springboard!, you have the ability to communicate with students in
several ways such as:

e DropBox
e Classlist
e Email

Note: A copy of messages sent from Springboard! will not be stored in your Outlook Sent
folder. If you want a copy of the message sent, you will want to add yourself to the message
via the Bcc field. You will then get the message in Outlook and you can organize and store
the message as you desire.

All of these options can be found in the course navigation bar located at the top of the
Springboard window. \

& My Home | Locker | Schedule | Help \ Welcome, Susan | Jan 10, 2008

— . & . e
CTSItY
Wm — oA

< Course Home | Content | Discussions | Ernail | Chat | Dropbox | Journal | Quizzes | Grades | Cornpetencias | Rubrics | Clazslist Suruey)dit Course | Logout

v Use the tabs at the Staff Students
view Staff

top of the page to
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DropBox
Use the DropBox when you need to communicate with a student in reference to the assignment

they submitted.
1. Click on the Dropbox option from the course navigation bar.

2. Select the Dropbox folder by clicking on the folder name.

& My Home | Locker | Schedule | Friday January 11, 2008

SPRINGBOAR g Software Training

Course Home | Content | Discussions | Chat | Classlist | Grades | Dropbox | Quizzes | Email

= 3, o
+ The Dropbox tool F‘;, Folder List ™ New Folder ﬁjl Re-Order Mﬂ Delete __: Preview
allows course ) )
participants to

submit Dropbox Folders
assignments
online by -
uploading their Il & 20 |v | per page
files to designated
folders. Folder % Tl_)tal Un_read Fla_gged Actions
v Instructors can Files | Files Files

wiew submitted No Category
assignments, sort -
them, and grade [ |Assignment 1 1 0 0 &
and leave -
feedback directhy [ | My Class (& 0 0 0 &
from the Dropbox.

O & 20 v | per page

3. Click the name of the person you wish to email. To select multiple recipients select the

checkbox next to each of the names and then click the emaiil = icon.

Users || Files

Folder Contents

Search For: | | Search | Hide Search Options

Search In:  [#]First Name Last Name

Submissions: | Show everyone v|

Last Submission after

Last Submission before

Feedback: | Show everyone R
™| @ =] s m 20 | per page
Files Submission Date | Delete
Alan Herbert Leave Feedback

SpringboardpaperG.doc (26.5 KB) Jan 9, 2008 10:40 AM m

fdsnmfds djkhdjh hihfidho

Susan McKibben

Herbert Training

Dot =
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4. Enter a Subject . Just as you can recommend a Subject for all communications coming
to you, you can also use a standard Subject in the event of a reply. You will then be
able to easily spot an email message based on the Subject. Also, if you decide to
implement the use of rules, replies to your messages will be consistent for how rules

automatically work within Outlook Mail.
5. Enter a message in the large edit box.
6. Click on the Send button.

Compose New Message

EF Address Book

To:
Ce:

Becce:

Subjec:t%

Priority:| Normal

Add

Cancel Send

[]1n HTML i -
Attachments
1.

found at the following location:

Note: You may wish to refer to thevaluation and Assessmentanual for instructions on
emailing all students who have not submitted a dropbox assignment. This manual can b

http://www.uakron.edu/its/learning/training/SpringBoard.php
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Classlist
Use the Classlist when you need to communicate to the entire class.

1. Click on the Classlist option from the course navigation bar.

& My Home | Locker | Schedule | Help wWwelcorne, Susan | Jan 10, 200
"

SFRINGBOAR S reosonn e s @ i

Course Home | Content | Discussions | Ernail | Chat | Dropbox | Journal | Quizzes | Grades | Competencies | Rubrics | Clazslist Surveys | Edit Course | Loge

m PeopleSoft TAARs Processing Manage Groups

Use the tabs at the

top of the page to Staff Students
view Staff,

Groups, and

Sections (when search for: l— search
Groups and

Sections exist),
Paging: show [50 T| users per page
» Towiew a
classmate's
profile or contact * L. Name 4, F. Name Email
information, click student
the ? icon beside e
their name, To edit E & |Casserman, Jud judyi@uakron.edu
file,
gﬁ;krtuhvén?p‘;gnl ° E & |Moss, Laura Ikrni@uakron.edy
beside your own Er& |Richardson, Megan raiepson@uakran.edu
name.

To email a user,

click on their email

address. Email everyone on this page
Ernail everyone in the Classlist

To page a user,
click on their
name.

Note: vellow
highlighting and a
green dot ® icon
beside a name
indicate that & user
is currently online.

2. To email one student, locate the student and then in the Email column, click on their
email address.

3. To email the entire class, click on the link for Email everyone in the Classlis t at the
bottom of the list.

3 http://springboard.uakron.edu - Compose New Message - Microsoft Internet Expl - |EI|1|
Compose New Message

-

B Address Book I—

To:ljudyl@uakron.edu; lkrml@uakron.edu; mjepson@uakt

Cc::l

Bc:c::l

Subject:l

Priority:INormaI 'I

[~ In HTML

=

|@ Powered by Desire2Learn Inc, l_ ’_ ’_ ’_ ’_ |° Internet 4
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4. Enter a Subject . Just as you can recommend a Subject for all communications coming
to you, you can also use a standard Subject in the event of a reply. You will then be
able to easily spot an email message based on the Subject. Also, if you decide to
implement the use of rules, replies to your messages will be consistent for how rules
automatically work within Outlook Mail.

5. Enter a message in the large edit box.
6. Click on the Send button.
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Email
Use the Email option to send an email to any student in any of your courses.

1. Click on the Email option from the course navigation bar.

& My Home | Locker | Schedule | Help Welcome, Susan | Jan 10, 200
SPRINGBOAH g Peoplesoft TAARs Processing - d[\lﬁn‘m
Course Horme | Content | Discussions | Email | Chat | Dropbox | Journal | Quizzes | Grades | Cormpetencies | Rubrics | Classlist Surveys | Edit Course | Logo

Compose New Message

"
=2 compose Bﬁ Address Baok Settings

To: |
cef

pce: |

Subject: |

Priority: [Mormal =
™ In HTML !
|

Attachments

1. Browse

Address Book
2. Click on the Address Book link to open your Address Book.

b | pringboard.uakron.edu - Address Book - Microsoft Internet Explorer -0l x|
Address Book

-

E‘J Add Contact I

Please select one or more recipients and then click on one of the To, Cc, and Bec links
to add them to the Recipients area above, Once you have selected all of your desired
recipients, click on the Add Recipients button to add these recipients to your New Message,

Recipients:

To: |

Ce |

Beoo: |

Filter By: |Penp|eSof’t TAARSs Processing;l Falder: IAddress Book 'I

Search For: | search | Show Search Options

To Cc Bec % [20 =] per page

First Name &, Last Name, Role Type

3

Judy Cassermnan, Student

judyl@uakron.edu External Email

Laura Moss, Student

lkrnl@uakron.edu External Emnail

Jo(ooo

Meaan Richardson, Student LI

’_ ’_ ’_ ’_ ’_ # Internet v

|@ Powered by Desire2Learn Inc.
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3. Locate the student(s) that you need to send an email to. To the left of their name, click
in the checkbox with the mouse. Then, click on the To, Cc, or Bcc links at the top of
the list of names for how you want this message to be sent to the student.

4. Click on the Add Recipients button to return to a message form.

= Compose D Address Book Settings
To: [lkmi@uakron.edu
Ce:
Boc: [
Subject: [
Priarity: | Normal vl
o
El
=
Attachments
1. Browse
Add
Send

5. Enter a Subject . Just as you can recommend a Subject for all communications coming
to you, you can also use a standard Subject in the event of a reply. You will then be
able to easily spot an email message based on the Subject. Also, if you decide to
implement the use of rules, replies to your messages will be consistent for how rules
automatically work within Outlook Mail.

7. Enter a message in the large edit box.
6. Click on the Send button
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Creating Folders in Outlook

Remember, all of your email will be directed to your uanet account, therefore, you will use your
uanet@uakron.edu email account to access all of your email. Due to this change, it is
recommended that you create folders within Outlook Mail to assist with keeping your email
organized.

Steps
1. Inyour Outlook Inbox, locate the Inbox in the Navigation Pane.

[ Inbox - Microsoft Outlook
¢ File Edit View Go Tools Actions Help

P&iNew - | gop 23 X | GhReply G ReplytoAl i Forward | BF W | Ga | L Send/Receive - [ | [ Search addressb

Mail « |2 Inbox Search Inbox

Favorite Folders ¥ ||E,1 0@ From Subject Received Siz
Mail Folders ES
=l Date: Older
£ Al Mail Items -
ou = Mckibben,Susan M Microsoft Training Tue 7/31/2007 1:35 PM 1
S5 Mailbox - V Ki,5
ailbox - Wyszynski Sa (3 Mekibben,Susan M Windows Vista Thu 8/27/2007 8:58 AM 12

\.’ (2] Delsted ltems

T (= RothAndrew W RE: Clarification questi... Tue 11/20/2007 7:08 PM 17
=l Date: Three Weeks Ago

L:-_?j Outbox (= Rodehaver,Pamela K Microsoft Certified Ap... Wed 12/19/2007 9:57 AM Bt

(4 quarantine
B [[5) RSS Feeds =) Date: Yesterday
(3 Joe Friend (=1 MeKibben,Susan M RE: Email Digest draft  Wed 1/3/2008 2:43 PM 12
(3 MsN

=, b Rice Joshua D RE: Springboard email  Wed 1/9/2008 3:13 PM 16
U= Sent Items C] pring

[ Search Folders

[= £ Personal Folders =) Date: Today

CapaL (= MeKibben,Susan M TAARs course Thu 1/10/2008 8:28 AM 14
@ Deleted Items (= MeKibben,Susan M Dec status Thu 1/10/2008 10:06 AM 12
(3 Misc (& Shultz,Robert Dean springboard! email Be... Thu 1/10/2008 10:59 AM 10
L3 office 2003 T Rath Andraw W FUL: narmiccinne farTa  Thu 1 AN/INNR 1700 BRA 7

2. Right click with the mouse over the Inbox folder.

Lj Inbox ||

Lgun 5 open L
LE{ Chud ) ) r
3 qua Cpen in New Window

B RSY I Move Tnbox
- L
3 7 Copy Inbox..

= Sen G Delete ‘Inbo

L Sea

iﬁrsnn ae Rename ‘Inbox

LA D2U [ Mew Folder...

fal Del

£ Mis Remove from Favarite Folders

o

L3 Ooff Mark All as Read ,

O3 off

L3 Pas

[ Peo Process Marked Headers

LA PS

LA Sar

LA Sea &f properties

Process All Marked Headers |

Change Sharing Permissions...
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3. Select the option for New Folder .

Mame:

Faolder contains:

IMaiI and Past Tkems j

Select where to place the folder:

= ‘E;}ff Mailbo - \Wyszynski, Sara Ann -
Eﬁ Calendar
121 Contacts
@ Deleted Items (1}
L7 Drafts [2]
L] Inbox
B Journal
L@ Junk E-mail
o | Mates
L] Duthox

. - I
1 nnarantine

4. |nthe Name field, enter a name for this folder.
TIP: Create and name the folders for each course you are teaching that semester.

5. Click on the OK button.
6. Follow Steps 2-5 until you have created all necessary folders.

7. The folders will now display and can be used to store email messages.

Mail Folders &

£] Al Mail Items -

=) €6t Mailbox - Wyszynski, Sar
] Deleted Items (1)

=1 L] Inbox
[ COURSE A
[ COURSE B

U= Cutbaox
| quarantine

Discussion
You have just created folders within your Inbox. What does this mean? This means that
you can take any message from yourfororgabizaton and mo \
purposes. You will have access to these folders (and messages) from your local Outlook
and via the Exchange Server. It is important to keep in mind that you have a maximum
storage limit of 1200MB so it would be good practice to remove large attachments from emalil
prior to storing the message in a folder created within your Inbox.
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Removing Attachments from Email Messages
Before filing a message for storage and organizations purposes you can remove large
attachment. You would do this to prevent using all of your 100MB storage space on the server.

Before you remove the attachment, you may want to
folder within My Documents).

Steps

save the file to My Documents (or a class

1. From the open message, right click over the attachment.

- . = n r TR - =X
{ '% \ H @~ F ggg = Large Attachment - Message [HTML)
—j Message (7]
"3 Move to Folder - Find =
4 3 ;& L Move to Folder &, safe Lists ~ EE v ) » # Fin gP?:
¢ e [ Create Rule ] 2 Related - —
Reply Reply Forward | Delete X Block Mot Junk Categorize Follow Mark as Send to
to All 2] Other Actions = Sender = Up~ Unread || hi Select OneNate
Respond Actions Junk E-mail = Options = Find OneMote

Shultz,Robert Dean
Wyszynski,Sara Ann

Large Attachment

Sent:  Thu 1/10/2008 3:07 PM

_l I\ﬂessagel @_]Wnlmtmul}_u_cum:ntslﬂl.dnu B MB}

Preview
Sara, Open

Print
Here is the file youre

Save As..
Thanks, Remoye
Dean Shultz 23 Copy
PC Software Spec
University of Akii Select All
330.872.7843
rds@uakron.edu
Software Training & Technological Services

2.

J»

If you want to save the attachment prior to removal, select the option for Save As.

Savein: Ih'j My Documents j G 3 X L j -
Y | ) HelpFiles S)5ara ] Dutlackz007Tips Etestexport
L\ﬁ | -)HOLD APPSIZER [)5ara Yiewlets B utlnokiMailzo0? B word_2007_Experie
Iy Recent |\ =5 Microsoft Press [C)Updaters ‘E_] QutlookMailzo07
Documents \=)My Adobe Captivate Projects ) Wyszyniski, viewlst @_]Out\ookSpr\ngboard
= |LJ)My Captivate Projects ~$tlookspringboard @Physician cert
[ My Data Sources lﬂbackup lﬂ_]resl
Desktop |5 My eBooks Iﬂl]BPFatulty’ Manual 9-07 lﬁ_]resz
dMy Music @CIMGDDS4 E_]saraexpnrt
", |2 My Pickures B contacts [£] SaRa-HOME
’) gMy Received Files ‘*?‘i]cuntacts ‘E_]saw
My Documents My videos Dell.wpn ] signature

LMy virtual Machines @emp\oyee request for leave
';J @My Wiebs Iﬂl]Fa[ulty Manual 9-07
;_rg |5 Office &) M5 _tag7
My Computer 17 office 2007 &) 15 _a474
- |- Peaplesoft Iﬂl]mallrmargal:estZDEIS
|\ -5) Peoplesaftiersions nEEML
My Ne?;v)nrk |2y robodemo_stuff B operation Maint ManualTEST
Places

<

iE’I‘Software Training Project Plan
5] Summer2007Modir adeR oster
lﬂ_]test

@_]test

] testz

B testzons

T test.rtf

File pame: |WordeUU?fExper\enced,Users.docx

Save astyper [alFies

=l
=

Tooks |+

A

3. Locate the folder you want to store the file in. Click on the Save button.
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4. To delete the attachment from the email message, right click on the attachment and

select the option for Remove.

G AR B
5
- Message

(7]

Y - i =
3 ¥ ;& .3 Mave to Folder gg Q/ TR EE v . » ¥4 Find g,”
\ o [ Create Rule A 2 Related - —=
Reply Reply Forward | Delete ) Block Mot Junk Categorize Follow Mark as Send to
to All 2] Other Actions = || sender - Up~ Unread || ki Select OneMote
Respond Actions Junk E-mail F} Cptions F} Find OneMote
From: Shultz,Robert Dean Sent:  Thu 1/10/2008 3:07 PM
To: Wyszynski,Sara Ann
Co
Subject: Large Attachment
-
Sara, =

Here is the file you requested.

Thanks,

Dean Shultz

PC Software Specialist
University of Rkron
330.572.7843
rdsfuakron.edu

Software Training & Technological Services

s

Notice the attachment is no longer displayed in the header information.

5. Close the email message by using the Close button in the upper right corner.

Microsoft Office Outlook

The attachments of the message "Large Attachment” have been changed.

! Do ywou wank ko save changes to this message?

es o

| Cancel |

]

6. Click on the Yes button.

7. The Inbox returns and the message no longer contains the attachment.
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Moving Messages

To keep track of student emails in an organized and efficient manner, you can move your
messages from the Inbox into the folders that you created for each of your courses that
semester. There are several methods for moving messages such as:

e Drag and Drop
¢ Right Click on Message
¢ Move to Folder Button in an Open Message

Steps: Drag and Drop
1. Click on the message one time in the Inbox to select it.
2. Still over the message, hol d daewmassagupand ef t mou
move it over top of the folder for the course the student is associated with. Drop the
message (let go of mouse button) and the message will be stored in the folder.

Steps: Right Click on Message
1. Right click over the message in the Inbox.
2. Select the option for Move to Folder .

Mowe the selected ikems to the Folder:
=] ‘Eﬁ_—,ff Mailbo - Wyszynski, Sara Ann = K
E—ﬁ Zalendar

457 Contacts Cancel

fal Deleted Items (1)

(7| Drafts [2] Hew...

= L] Inbox

|4 COURSE A

diF

COURSE B

[
JH Tournal
L g Jurk E-mail
o | Motes -
L= Qutbo:
|1 guarantine
L[| RSS Feeds j

3. Click on the folder in the Move the selected items to the folder frame.
4. Click on the OK button.
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Steps: Move to Folder Button in an Open M  essage
1. Open the email message.

"/bﬂ H9 0« +& s Large Attachment - Message (HTML) -BX
Message L]
t1 n = —
N }J $ df 3 Move to Folder oy ¢, sae Lists - Eg i 31 | & Find g’n
¢ - Mg cte Rule o] = Related ~ —
Reply Reply Forward | Delete Block Not Junk Categorize Follow Mark as Send to
to All ] Other Actions ~ Sender - Up~ Unread || W Select— OneMote
Respond Actions A Junk E-mail = Options = Find OneNote
From: Shultz,Robert Dean Sent: Thu1/10/2008 3:07 PM
To: Wyszynski,Sara Ann
Co
Subject: Large Attachment
-
Sara, =

Here is the file you requested.

Thanks,

Dean Shultz

PC Software Specialistc
University of Akron
330.872.7843
rds€uakron.edu
Software Training & Technologicall Services

2. Click on the Move to Folder button on the Ribbon in the Actions group.

"5 Move to Folder=|

|
COURSE B

COURSE &
Sara

D2L
PeopleSoft va
Calendar
Calendar
Misc

Inbox

Dther Folder

FEUDNEPEN DN

Copy to Folder

3. Select the folder from the list.
4. You are returned to the Inbox and the message has been moved to the selected folder.
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Moving Folders from the Inbox to Personal Folders

At the end of the semester you will have email from the students in your courses stored in
named folders in your Inbox. This was convenient for you during the semester because you
would always have access to the messages, regardless of how you accessed your email
account. Furthermore, after the semester you will probably no longer need immediate access to
these messages, but you may want to keep them for possible future use. In this case, you can
move the folders to Personal Folders which are stored on your local machine. After you move
the folders, you can back-up all Personal Folders as a precaution for future problems. Also,
keep in mind, any messages stored in your Inbox (folders or in your Inbox list) are included in
your 100MB storage limit so you will want maintain your Inbox (and folders within).

Mail 4

Favorite Folders

Mail Folders
2] All Mail Ttems

| 4L

L]

= Bt Mailbox - Wyszynski,5an
{a) Deleted Items (4]
L% Drafts [2]
=] [ Inbox
3 COURSE A < Move folders from
1 COURSEB Inbox (on servg
L@ Junk E-mail
U= Cutbox
| quarantine
- LI'_:] R55 Feeds
[ Joe Friend
C3@ Msh

U=] Sent Items To Personal Folders (storeq

+ L& Search Folders .
5 5 Personal Falders on local hard drive.
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