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Introduction

Welcome to Managing E-mail In and Out of the Classroom, a practical guide for educators. This guide introduces you to using e-mail in an educational setting with Microsoft Outlook 98 and Microsoft Outlook Express.

What’s in This Guide

The following sections offer self-guided instructions for using e-mail as a tool for enhancing the educational experience for your students:

· The Basics 
Explains composing, sending, saving, and organizing individual messages.

· E-mail with Groups 
Builds on skills learned in the previous section and applies them to using 
e-mail with students and others. In this section you will also discover how Outlook can enable collaboration in and out of the classroom.

· Beyond E-mail 
Describes other uses of electronic communications in education including Web pages, discussion groups, virtual classrooms, and online conferencing.

· Learn More About It
Gives resources for obtaining additional materials to help you use e-mail, Microsoft products, and technology in and out of the classroom.
If at any time you would like more information about a topic, you can look it up in Help. Outlook and Outlook Express as well as the Windows operating system and most other Windows-based programs come with easy-to-use online Help systems. In Outlook and other programs, start Help by choosing Contents and Index from the Help menu. 

Conventions

The procedures in this guide use the following conventions:

· To “click,” use the mouse to move the pointer to an area on the screen and press the left (primary) mouse button. To “double-click,” press the left mouse button twice, very quickly. To “right-click,” press the right (secondary) mouse button. You can customize the mouse for left-handed users and for users with disabilities.

· Items such as menus or buttons that you click or select to carry out a command are bold. 

· Information that you should type exactly as shown is italicized. 

Equipment and Software You Will Need

For the activities in this guide, you should be familiar with basic computer functions and with using the Microsoft Windows operating system. For the activities, you will need to have the following:

· The Microsoft Windows 95, Windows 98, or Windows NT 4.0 (or higher) operating system. 

· A compatible e-mail program such as Outlook or Outlook Express.

· An e-mail account on an e-mail server.

· Access to the Internet through a network or dial-up connection (for some activities). 

If you encounter problems during the activities or are unable to complete some activities due to network security, contact your technology coordinator or network administrator; your computer configuration may be different from what is described in this book.

For More Information

· For other guides and reference materials that you can download, including other books in the In and Out of the Classroom series, visit the Microsoft in Education Web page:
http://www.microsoft.com/education

· To learn more about Microsoft in Education, including current academic programs and pricing, contact Microsoft: 

Web

http://www.microsoft.com/education/products/
CompuServe
go microsoft (at any ! prompt) 
Phone

(800) 426-9400 (U.S.); (800) 536-9048 (Canada)
Fax-back
(800) 727-3351
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