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Logging in at School or at Home

1. Launch your web browser.
2. Goto http://portal.norwood.k12.ma.us

Your email address is your first initial/last name followed by @norwood.k12.ma.us (i.e.
jdoe@norwood.k12.ma.us).

Enter your Email address and Password as requested. Click on login.

1. Enter your complete email address:
i.e. jdoe@norwood.k12.ma.us

Addition Networks Web Portal - Authorized Use Only

2. Enter your password

Password:

Bl Remember my email address

3. Click to login

TIP: Click here to avoid typing in your username every time you log in. (NOTE: you must have the
‘accept cookies’ feature enabled on your browser for this feature to function properly).
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The Top Navigation Bar

The Navigation Bar shown below is located at the top of the page.

-[] Mail Folders
-{E] Address Bool
#-{z1] calendar
-[F] Tasks

1[4 notes
@ Bookmarks
-2 File Storage
[ ez} E2-Past

[ 4c43 | Test Creator

Quota stalus: 24.751B / 1024.00MB (2.42%)
Folder Navigator B
O Choose Action

V) Expand Al | Collapse Al &)

[ .- nbox (0/2)
[{B Draft
[ Misceligheous

|
|
O
|

/
The Folders Tab

This is where you will create folders to help with organization of your email messages. Creating folders

to organize your email will save you a great deal of time and it’s easy to do. Note, however, that mail

moved out of the Inbox will no longer be hosted on the mail server and therefore not available to other
SMTP/POP3 clients.

By default, the Inbox is created for you. The Sent folder is created the first time you send an email, the

Trash folder is created the first time you delete an email, and the Draft folder is created the first time

you save a draft message.

To create additional folders

e Select ‘Create Folder’ from the drop-down menu.

o Type the name of the folder in the pop-up box.
e C(Click the ‘OK’ button

*By default, the new folder will be created under the Inbox.

[ Mail Folders
[+-[&] Address Book
@ Calendar

EIE Tasks

{4 Notes

[+~ Bookmarks
EI--- File Storage

[~ e EZ-Post
[/ 44 | Test Creator

Quota status: 24 75MB / 1024 00MB (2.42%)

Folder Navigator B
]| Choose Action: V|8 Expand All| Collapse All {g]

[=]Inbox (0/2)

3 Draft

[ Miscellaneous
Sent

[ Trash - -
——— klZ.ma.us needs some informatic

oo

Script Prompt:

Please enter the name of the new folder:

You are creating a topdevel folder. |
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The Side Navigation Bar

The Navigation Bar shown below is located on the left side of the page. We will discuss only five of the
selections offered in the Navigation Bar below. We will discuss the Options, Mail Folders (Inbox and

Compose), Address Book and Logout tabs.

Mail Folders
Address Book

Bookmarks

- File Storage

Forums
EZ-Post

Test Creator
MECnet Support
Options

Log out

; Options for Mail Folders

General Options

Message Options

Other Options

Personal Information

Message Composition

Mailbox and Folder Display Options

Change the name, address, and signature that people see
when they read and reply to your email.

Customize how you send mail.

Login Tasks

Customize tasks to run upon logon to Mail Folders.

Configure how messages are displayed.

Deleting and Moving Messages

Set preferences for what happens when you move and delete
messages.

New Mail

Control when new mail will be checked for, and whether or not

to notify you when itarrives.

Change display options such as how many messages you see
on each page and how messages are sorted.

=80T e Choose Application: « u

Search Options

Control options relating to messages searching.

Filters

Create filtering rules to organize your incoming mail, sort itinto
folders, and delete spam.

Password

Change your password.

Vacation

Change your Vacation/Away message.

Forward

Forward your email to another address.

Address Books

Select address book sources for adding and searching for
addresses.
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The Options Tab

To set general features:
From the navigation bar show above, click on the Options Tab.
Under the Other Options column click Mailbox and Folder Display Options

e Determine which page in the mailbox view will be displayed when you access a mailbox for the
first time.

e Default the sorting direction for email

e Determine the number of messages per page in the mailbox view.

To set an auto-reply message: Under the Other Options column click Vacation

e Type your away/vacation message in the box provided.
e  Click the Save button

To change your password: Under the Other Options column click Password

e Type your old password in appropriate box marked ‘Old Password’.

e Type your new password in the appropriate box marked ‘New password’.

e Confirm your new password by entering it in the appropriate box. ‘Confirm new password’.
e Click the CHANGE PASSWORD button.

e Totest, login using your new password.

*All e-mail that was there under the old password will still be there!
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The Inbox Tab

This is the default folder for all your email. After reading an email you have several options, i.e. respond
to it, move it to another folder, delete it, etc.

Unread messages are in bold. Click to read.

Quota status: 12.54MB / 500.00MB (2.513)

1 to 20 of 108 Messages

Select »  Mark as: -

Mofle | Copy Messag o - ka1 oo
Delete | Blacklist | Whitelist | Forward | Yew Messages

I From ‘ Subject *’\read] Date

'7% [To: ggeary@norwood k12 maus Test2 03:03:05 PM

I Sy, To: ggeary@norwood k12.maus Test

03:02:40 PM

In order to Delete, Flag, or Move messages, you must first select the message using the small check box.

In the view above, only the first message is selected. If you now select Delete, only that message will be
deleted. *This will move the selected email into your ‘Trash’ folder.

TIP: You may select more than one email at a time.

To move an email to another folder:

e Be sure the message you want to move is selected (a check mark appears in the check box)

Select a folder from the drop down menu located to the right of the Move link
e Click on the Move link

TIP: Keep an eye on your Quota Status. If this goes over 75%, you should empty your trash or delete

some of your old files. \
)

Inbox B * Page 1 of 6 1 to 20 of 108 Messages
Select: = Markas: - Move | Copy Messagesto - ka1 ==

Delete | Blacklist | Whitelist | Forward | View Messages

I From Subject [Thread] Date

I To: ggeary@norwood k12 maus Test2 03-03-05 PM

I Sy, To: ggeary@norwood k12.maus Test

03:02:40 PM
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The Compose Tab

Follow the steps below to create and send email messages.

5. Click on Send

Send Message ] | Save Draft | | Cancel Message

1. Type the recipient’s email

ggeary@norwood k12 ma.us (Default Identity)

L=

To <+— 13)
cc +—
- = 2. Optionally, type addresses in

the Cc: field and the Bcc: field(s)

ta ©

Address Book Spell Check Special Characters Attachments

V| Save acopyin "Sent"
Request a Read Receipt
@ Switch to HTML composition

3. Add a subject

| Send Message H/ Save Draft || Cancel Message |

4. Type your message in the white space

After you click on the Send Message button, a confirmation message will appear to indicate your email
has been successfully sent. If you want to turn off this option, see the Options Tab > Under the
Message Options column click Message Composition.

TIP:

e If you have email addresses stored in the Address Book, clicking on the To:, Cc:, or Bec: link will
bring up your address book and Shared Directory. If you are looking for the address of someone

in the Norwood Public Schools but not in your Address book, select the Shared Directory to find
that address.
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To add an attachment to your email message, click on the Attachments link.

Message Composition

[ Send Message ] [ Save Draft ] [ Cancel Message @
ggeary@norwood.k12.ma.us (Default Identity) @
To @
cc @]
Bcc @
HE, ]
Address Book Expand Names Spell Check Special Characters Attachments
Save a copy in "Sent’ 3]

[7] Request a Read Receipt
B Switch to HTML composition

You will be brought to the bottom of your composed email. Click on the Browse button and locate the
file you would like to attach.

Attachments &

File 1- | Browse.. | Aftachment )

{Maximum Attachment Size: 500 MB)

Link Attachments? No = @]

The location of the file you select will automatically appear. Click on the Attach button; the name of the
file will display in the section. *If necessary, add additional attachments.

You will be returned to the top of the Compose Email screen and will see the name(s) of your
attachment(s) Added in the yellow box above the Send Message button.
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The Address Book Tab

Your Shared Directory is located under the Address Book tab and is already set up with all of the email
accounts forfthe Norwood Public Schools. To email a Norwood Public School individual, click on the
Address Book tab > then the Shared Directory and sort the list by Name. Choose the person you are
emailing by ¢licking the box next to the name.

&| .
-3 Ml Fodere l Shared Directory

=@ Address Book Delete | Edit | Export | Move, Copy to adifferent Address Book ~ | Add to a Contact List -
@] New Contact [#EDEE A Name Email
5 iy Address Book | LG BaBo bo@nonwoad k12 maus
-5 Shared Directory r @ Bonnie Branson bbransani@norwood k12 maus
™ [#EJ  BevCalahan beallahan@norwood k12.maus

-2 search

The Logout Tab

To leave the mail portal, simply click this tab and you will be logged out of your mail account. It is
important to do this especially at school where computers are shared with students as well as other
faculty members.

Mail Folders
Address Book

Calendar

Motes
Bookmarks
File Storage
Farums
EZ-Post

Test Crestor

MECnet Support

.. Dptions

Log out
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Create a Distribution List

IMPORTANT: To make a group list, email address(es) must already be entered into your address book.

1.
2.
3.
4.
5.
6.

Open your email

Click on Address Book

Click All (this will make it easy to select the people you want in your list)
Click in the box to left to select an email address you want in your list
Click on the arrow at “to a Contact List” and scroll to My Address Book
Click Add

[+~[~<] Mail Folders . —
+- &) Address Book Delete | Edit | Expeort | Move, Copy | to a different Address Book || add JL0E! \
VEs, _
@ Calendar 0 @ 4 Name Create a new Contact Listip ’
- [2] Tasks [ B8 My Address Book
O negotiations
. npsstaf
.‘ Bookmarks E % B
I:|--- File Storage _ EI__E Secretarles
. Delete | Edit | Export | Move, Copy | 10 a different Address Book V| | &dd | Principals £

[~ ez| EZ-Post echnology D
[J-f M€A3 | Tect Creator
% Options
Elﬂ Log out

7. Type the name of your list. Click OK

8. You should now see the Successfully Added messagg”

9. The list should now appear in your address book.

10. A Distribution List is indicated by the icon.

To add to an existing distribution list:

vk wnN e

Go to Address Book

Click All

Select additional names you would like added to your list by clicking in the box to the left.
Click on the arrow at “to a Contact List”, select the group list.

Click Add
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