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to ePALS SchoolMail™
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ePALS SchoolMail™
The leading and most affordable safe communication system for schools and districts. Protect your
students, save money, save time and bring a world of technology into the classroom!

If you have questions about ePALS SchoolMail™, we encourage you to contact us:
Toll-free at 1-888-770-3333, extension 129
or (613) 562-9847, extension 129
or by email at schoolmail@epals.com
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Introducing ePALS SchoolMail™
Welcome to ePALS SchoolMail™, a complete, Internet-based email solution and collaborative toolset
designed for the education environment. With ePALS SchoolMail™ you’ll be able to give members of your
educational community access to email – and to each other – in a safe, managed way.
This manual will provide you with the information you need to get ePALS SchoolMail™ running as well as
providing detailed information on the ePALS SchoolMail™ system and its features. This, the first section of
the guide, will help you become familiar with the look, feel and options of ePALS SchoolMail™; subsequent
sections focus on the specific tools and features available within the different areas of the ePALS
SchoolMail™ Administrator interface.

ePALS SchoolMail™: What is It?
ePALS SchoolMail™ is a total email and online collaborative tool system, designed to help protect security
and privacy. As an ePALS SchoolMail™ Administrator, you can:
•
•
•
•
•
•

Create and manage accounts for teachers, students and other administrators
Set standards of email use for everyone in your system, or on a school-byschool, classroom-by-classroom or student-by-student basis
Empower teachers to monitor student email usage
Open new channels of communication using forums, chat, websites and
email broadcast
Offer online enrichment opportunities that complement the curriculum
using the system’s tools and ePALS’ communities
Provide multilingual environments to improve communication in multicultural school communities

Since 1996, ePALS has been building the world’s largest and most dynamic classroom community. ePALS
has developed proven technology and safety features used by educators in 191 countries. We bring these
features and more to you, your colleagues, your teachers, your students and your classrooms.
ePALS SchoolMail™ is an Application Service Provider (ASP). It requires no equipment other than access
to the Internet. It is easy to use, easy to integrate and all of the responsibilities for technical maintenance
and management of the system are overseen by ePALS. Your role as an ePALS SchoolMail™ Administrator
is to provide the data and rules so that your teachers and students will experience online learning in
exactly the way that you choose. ePALS SchoolMail™ allows for a tremendous degree of customization to
help you achieve that goal. The options available to you are outlined throughout this guide.
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ePALS SchoolMail™ will help prepare your students for living and working in the 21st century. It will
enable your teachers to promote collaborative learning with a technology component. ePALS SchoolMail™
will provide access to collaborative tools and assist in second language learning environments.

Quick Start
If you are familiar with ePALS SchoolMail, use these Quick Start instructions to get your system up and
running fast.
1.

Go to the Internet address given to you by ePALS SchoolMail™ Support or a fellow ePALS
SchoolMail™ Administrator.

2.

Enter the username and password you have been given.

3.

Click LOGIN.

4.

You will be asked to choose a new, personal password for ePALS SchoolMail™. Enter your current
password by typing it into the first box. Enter a new password in the second box and confirm the
password by entering it a second time. Click APPLY.

5.

Check to see what information has been entered into the system and ensure that it is correct:
a.

Review your personal information. Click TOOLS, and then click
PERSONAL INFORMATION. This page displays your name, email
address, your district and the school(s) for which you have
administrative responsibilities. Here, you can create your
Webmail Auto-Reply text and your Webmail Signature.

b.

Review the District information. Click SYSTEM, then click CONTACT
INFORMATION. This page displays the contact information for
your District.

6.

If you are the first administrator to log in to your ePALS SchoolMail™ system, there will be one
school created and your system information will have been entered. Add any required schools for
your district. Click SYSTEM, then click SCHOOLS. You will see a list of the schools on your system.
You can view information on existing schools and add new schools to the system. For more
information on managing schools, see page 101.

7.

Set the monitoring defaults for students in your schools. Click SYSTEM, and then click SETTINGS.
Here, you can set a list of flagged words, the languages for email filtering and other monitoring
settings. For more information on monitoring, see page 92.
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8.

Update the appearance settings for any of your schools. Click SITE MANAGEMENT, and then click
APPEARANCE. You can change the color, images and text on your school's websites. For more
information on site appearance, see page 45.

9.

Add user accounts. Click USER ADMINISTRATION, and then click CREATE NEW ACCOUNTS. You
can add accounts for teachers, students and other administrators (if required). For more
information on user accounts, see page 13.

Orientation for ePALS SchoolMail™ Administrators
ePALS SchoolMail™ is designed with new users in mind, both those new to the system and those new to
computer and Internet technology. We encourage ePALS SchoolMail™ Administrators to explore the
options, tools and features that are available to them. If you want to see what options exist, you can adjust
them without saving your changes – simply click CLOSE when done, since your changes will only be
saved when you click APPLY.

Logging In
Whenever you want to perform ePALS SchoolMail™ administrative tasks, the first step is to log in to your
Administrator account.
To l og in:
1.

Go to the Internet address supplied by ePALS SchoolMail™ Support or a fellow ePALS SchoolMail™
Administrator.

2.

Enter your username and password in the appropriate boxes.

3.

Click LOGIN.

Once you log in, you will see your home page. You can use the links and navigation bar to move around
the interface and perform necessary tasks (see Navigation (below), for more details).
Tip:

If you don’t know your username or if you have forgotten your password, contact a fellow
ePALS SchoolMail™ Administrator or ePALS SchoolMail™ Support at the address provided to
you when your account was created.
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Logging Out
When you are finished using ePALS SchoolMail™, you should log out to keep your account secure. It is
important to remember to logout whenever you are done using ePALS SchoolMail™ as this will help to
ensure that your system stays secure. If you are logged in but inactive for longer than 90 minutes, you will
automatically be logged out.
To l og out:
1.

Click the LOGOUT button at the top or bottom of any page.
You will see a message that says: “You have now logged out. Your user preferences will remain
secure if you leave your computer.”

Navigation
Whenever you are logged into the ePALS SchoolMail™ Administrator interface, you will see the navigation
bar near the top of your screen. The navigation bar lets you easily move to major areas of the system using
a single mouse click.

The area of the site that you are currently in will be highlighted with a brighter gray. In this example, the
Administrator is currently using tools in the Site Management section. Notice the links in the area below
the tabs. These are links to the various items in the current section of the Administrator Interface.
To use any of the tools listed below the tabs, simply click the corresponding link.
Home
This is your home page. This page allows you to go directly to any administrative tool. It also displays
any new mail that you have received since your last login.
User Administration
This is where you create and manage accounts for teachers and students (and possibly other ePALS
SchoolMail™ Administrators). You can change settings for account holders, assign students to
teachers and create new accounts.
Site Management
This area allows you to change the appearance and content of school websites. You can also create
and manage forums and chatrooms for teachers and students in your community.
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Tools
In this area, you can access your web-based email, broadcast emails to groups of account holders and
store and share files such as pictures, text, and spreadsheets.
System
In the System area, you will find information about your ePALS SchoolMail™ system as a whole,
including default settings and information on all of your schools. If you are the District Administrator,
you can define the schools, grades and subjects taught in the district.
Support
In this area, you will find support information such as Frequently Asked Questions (FAQ), Updates to
ePALS SchoolMail™, a list of Known Issues and contact information for ePALS SchoolMail™ Support.
No matter what part of the ePALS SchoolMail™ Administrator system you are using, you will always see the
navigation bar at the top of your screen.

The ePALS SchoolMail™ Community
ePALS SchoolMail™ is designed to be adaptable to a variety of management options and to accommodate a
wide range of users. This is done through the use of a variety of account types that help determine who
can perform what functions. Accounts can be assigned to certain spheres of influence, such as the
district, or particular schools. This section provides an overview of the way responsibilities can be
delegated within your ePALS SchoolMail™ system.
Teachers and administrators can be allowed access to one or more areas of your system, from a single
school to the entire district. There are two main areas of jurisdiction in ePALS SchoolMail™: District and
School.
District
In ePALS SchoolMail™, the term “District” is used to refer to everything that is part of your ePALS
SchoolMail™ system: all of your teachers, students, administrators and schools. When changes are
made at the District level, they will affect all of the schools in the system, based on the specifics of the
change itself. (For example, if you changed the Monitoring Settings for students in Grade 4 using
District management tools, all schools with Grade 4 students would have their students’ settings
updated, whether that is a single school or a hundred schools.) If your ePALS SchoolMail™ system is
comprised of a single school, changes at the district level and the school level will have the same
effect.
School
In ePALS SchoolMail™, “Schools” are created to contain teacher and student accounts and simplify the
process of managing them. Usually, the schools in your system will be equivalents to real-life
counterparts, although this is not obligatory. When new accounts are created, they are assigned to
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one or more schools. By assigning students and teachers to schools, you make it possible to adjust
their account properties and options collectively. By assigning other administrators to Schools, you
give them the right to take care of account creation and system and account management for a certain
segment of your ePALS SchoolMail™ system.
In addition to the jurisdictions, ePALS SchoolMail™ has several different account types with different
kinds of privileges.
District Administrator
The first person to log in to your ePALS SchoolMail™ system is the ePALS SchoolMail™ District
Administrator. The District Administrator may create other Administrators to help manage the system.
The District Administrator may also create schools, teacher accounts, student accounts, forums and
chatrooms or perform any other customization of the District’s system. Alternately, if the District
Administrator has created other Administrators, the tasks of managing the system can be delegated to
these persons. Grades and subjects for your community are created at the District level and, therefore,
only the District Administrator can do this.
More detailed information on creating and managing Administrator Accounts can be found on page
36.
Sub-Administrator
Sub-Administrators assist with the management of the ePALS SchoolMail™ system. When creating
additional administrators, the District Administrator can allow them to create and manage accounts
throughout the system, for selected schools or for a single school. Sub-administrators can perform
any tasks that a District Administrator can, with the exception of school, grade and subject creation.
For example, the District Administrator might create a second ePALS SchoolMail™ Administrator who
has access to all the schools in the District, so that they can help with the initial setup of the system.
This Sub-Administrator might then decide to give all of school Principals control over their own
schools within the ePALS SchoolMail™ system. These new Sub-Administrators would be assigned
privileges to manage their own schools. Any changes they make would affect only the school to which
they are assigned. They will only be able to create and delete accounts for users in their own school.
More detailed information on creating and managing Administrator Accounts can be found on page
36.
Teachers
Teacher accounts can be used to give anyone – not necessarily just teachers – access to your ePALS
SchoolMail™ system and its many tools and features. You can create a teacher account for any member
of your school community whom you would like to be able to access email, the school website, the
school forums and other features. In addition to teachers, you may wish to create accounts for aides,
library staff, classroom volunteers or other members of your community. Most importantly, a person
with a teacher account is available for forum moderation and student email monitoring assignments,
as outlined later in this Guide.
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More detailed information on creating and managing Teacher Accounts can be found on page 13.
Monitors
Some Teacher accounts may be delegated responsibility for ensuring appropriate student activities
within the system. Every student account that you create must belong to a Monitor. Depending on
your Monitoring Settings, Monitors may be required to preview some or all of their students’
incoming and outgoing email messages. Anyone who has a Teacher account can be a Monitor.
Teachers become Monitors once students have been assigned to them.
More detailed information on creating and managing Teacher Accounts can be found on page 13.
Students
Student accounts are generally reserved for students within your system. Students are unable to
create forums or chatrooms, though they may participate in them if invited to do so. Students must be
assigned to a Teacher who will be designated as their Monitor, regardless of the monitoring level to
be used. Students have access to most of ePALS SchoolMail™’s tools and features within the
parameters that have been designated at the District and School levels.
More detailed information on creating and managing Student Accounts can be found on page 24.
The following chart illustrates the relationship between ePALS SchoolMail™ users:

11

ePALS School Mail ™ Support will provide the initial setup for your system and assist you with any
adjustments or problems that you cannot resolve yourself.
The ePALS School Mail ™ Di strict Administrator is the person who holds the very first account
created as part of your ePALS SchoolMail™ system. The District Administrator has access to everything in
the District and School areas. This person can create and delete schools, adjust grades and subjects and
perform other system management tasks.
The ePALS School Mail ™ Sub-Administrator may have jurisdiction throughout the district or only
at particular schools. The number of schools that they manage is chosen when their account is created by
the District Administrator.
A Teacher-Monit or is responsible for monitoring the email activities of one or more students assigned
to them. A Teacher can use the same tools and features in ePALS SchoolMail™ as a Teacher-Monitor but is
not responsible for monitoring student activities.
Students have access to ePALS SchoolMail™ tools and features such as email, chatrooms and forum
discussions.
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User Administration
As an ePALS SchoolMail™ Administrator, you may find yourself creating and managing ePALS SchoolMail™
Teacher, Student and Administrator accounts. Information on creating and managing these accounts can
be found in the sections that follow.

Teachers
Teachers perform the majority of day-to-day functions in ePALS SchoolMail™, notably:
•
•
•

student email monitoring
forum moderation
chatroom creation and management

Additionally, teachers have access to ePALS SchoolMail™ tools and features, including File Sharing and
Storage, Instant Language Translation, project ideas and other resources.
Individuals with a teacher account can access ePALS SchoolMail™’s tools and features, including their
own personal Webmail accounts. (For detailed information on how teachers can use ePALS SchoolMail™,
you may wish to consult The Teacher’s Guide to ePALS SchoolMail™, available from ePALS SchoolMail™
Support.)

Creating New Accounts
You can create a teacher account for anyone who is part of the educational community: teachers,
librarians, parent volunteers or support staff. You can create as many accounts as your license allows.
The number of accounts you have available is displayed on screen when you click CREATE NEW
ACCOUNTS.
To create new teacher accou nts:
1.

Click USER ADMINISTRATION.

2.

Click the CREATE NEW

3.

In the Teacher area, click the INTERACTIVE FORM INPUT button.
The system will display how many accounts you have already created and how many accounts you
still have available, as shown below.

ACCOUNTS button.
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4.

Click NEXT.

5.

O P TIONAL: If you want all of these new teacher account holders to have similar usernames, enter
the term you want to use in the BASE USERNAME text area. You can use any combination of letters
and/or numbers, as well as the underscore ( _ ) character.

What are base usernames?
Base usernames allow you to give account holder similar usernames. For example, if
you chose student as a base username, you would get accounts such as:
student11@schoolmail.epals.com,
student12@schoolmail.epals.com,
student432@schoolmail.epals.com
You may wish to create base usernames to identify students or teachers by subject,
grade, school or any other information that might be useful to you. All of the
usernames created will consist of a base username and a number. This also helps to
protect privacy, as the usernames will not contain any part of the administrator,
teacher or student’s name.
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6.

In the large text box, type or paste a list of the teachers for whom you wish to create accounts.

Tip: To paste names from an existing document, select the text and
On a PC: Press Ctrl-c to copy. Press Ctrl-v to paste.
On a Mac: Press -c to copy. Press -v to paste.
These names should be in the format of: Last name, First name. For example:
Smith, Sam L
Alternatively, you can enter the new students’ usernames and passwords as you enter their names. If
you choose this method, your entries would look like this:
Smith, Sam L, samsmith, secretpass
For the username (samsmith in this example) and the password (secretpass in the example), you can
enter whatever terms you choose, so long as the username is not longer than 32 characters.
Note: All of the accounts you create at one time must be entered using the same format. You cannot
create accounts with usernames and passwords and others without them at the same time.
7.

Use the pull-down menu to select all schools these teachers will be associated with. Teachers can
monitor students at these schools.

Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
8.

Use the pull-down menu to choose the domain for these teachers. (The domain is the portion of an
email address which appears after the @ symbol.) This is only necessary if your license includes
multiple domains.

9.

O P TIONAL: Choose the LANGUAGE in which these teachers will use ePALS SchoolMail™.

10. Click NEXT. The system will display a list of the accounts you have created. If you wish to change any
of the usernames, check the box next to those names and click EDIT. Make your changes and click
APPLY to save the changes.
11. When you are satisfied with your accounts, click APPROVE.
12. If you haven’t already done so, choose a password that these new student account holders will use
the first time they log in. Click NEXT to complete the process. After logging in for the first time, users
will be required to choose a new, private password.
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To view a list of teacher account s:
1.

Make sure you are logged into your ePALS SchoolMail™ Administrator account.

2.

Click USER ADMINISTRATION.

3.

Click TEACHERS. The system will display a list of teacher accounts that includes the teachers' names
and usernames as well as a link to more detailed account information. Your list of accounts will be
similar to this one:

Sorting and Finding Teacher Accounts
The list of teacher accounts displays the teachers’ names, usernames, links to the listings of the students
they monitor and links to more detailed account information.
How do I view other pages?
Your list of accounts may span several pages. Use these buttons to page
through the list of accounts.
>>
<<
|<<
>>|
Go

Go to the next page
Go to the previous page
Go to the first page
Go to the last page
Select a page number and click Go to move to a specific
page
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To s ort the list of accou nts:
1.

Click a column title to sort the list of accounts.
Click USERNAME to sort by username.

To search a list of teacher account s:
1.

Click USER ADMINISTRATION.

2.

Click TEACHERS. The system will display a list of all teacher accounts. This list may span several
pages.

3.

Enter your search criteria and click DISPLAY
of the following search criteria.

MATCHES to view your search results. You can use any

Find
FIND allows you to search for a specific account by entering a full or partial name. This can be a first
name, last name or username or any of these. FIND will display results that match the text you have
entered as well as the criteria chosen in the SCHOOLS column.
Tip: You can enter all of a name or just a few letters. This can be helpful if you are not sure of the
spelling.
Field
FIELD is always used in conjunction with FIND. By selecting from the FIELD pull-down menu, you
can specify where to look for the name you have entered. You can search for a first name, last name or
username or use ALL to search in all fields.
Note: You must enter a term in the Find box to use the Field menu to restrict your search. If you
perform a search without entering data in Find, the Field criteria will not affect your search.
Schools
The SCHOOLS pull-down menu restricts a search to teachers at a particular school. SCHOOLS can be
used in conjunction with FIELD.
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Search Examples
To find Smith Green:
Enter Smith in the FIND box. Select FIRST NAME using the FIELD menu to look for Smith as a first name.
Click DISPLAY MATCHES to find all teachers whose first name is Smith.
To find Marlene Smith:
Enter Smith in the FIND box. Select LAST NAME using the FIELD menu to look for Smith as a last name.
Click DISPLAY MATCHES to find all teachers whose last name is Smith.
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Monitoring Students
Student email can be monitored by teachers with varying levels of scrutiny. Email can be filtered for
inappropriate language. Students can be restricted from emailing outside the school or district
community. Teachers can be notified when attachments are sent or received so their content can be
reviewed.
As an ePALS SchoolMail™ Administrator, you may find it helpful to review the ePALS SchoolMail™
Teachers Guide. You may also want to create a Teacher account to try out some of these features for
yourself.

To view students monitored by a teacher:
1.

Click USER ADMINISTRATION.

2.

Click TEACHERS.

3.

Click the VIEW link in the Students column next to a teacher's name to view a list of students who are
monitored by that teacher.

Note: If the teacher has no students assigned to them, the field will display None.

View or Edit Account Information
You can edit information on teacher accounts such as:
•
•

Personal Details (First and Last Name, Password Reset, Schools)
Monitoring Settings (Filter Level, Flag Attachments, Access Level, Email Filter Languages)

Note: These changes will override any pre-existing settings for these accounts.
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To edit a teacher's account information:
1.

Click USER ADMINISTRATION.

2.

Click TEACHERS.

3.

Click the VIEW/EDIT link to the far right of the teacher's name. A screen will appear with the
teacher’s current information.

Name
4. You can edit the first or last name in the box where it appears.
Note: You cannot change a user’s account type, email address or username. If this information
should be changed, you may wish to delete the current account and create a new one.
Pas s w ord
5. Click RESET to reset a teacher's password. You will be asked to enter and confirm a new password.
Click NEXT.
Note: Give the teacher this new password, as they will need to use it to log in to the system.
6.

Select Yes or No to indicate whether the system should force the teacher to choose a new password
when they first log in.

Tip: Creating a new password on their first login allows the teacher to choose their own private
password that is easy for them to remember.
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School s
7. Use the menu to select one or more schools.
Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
M onitoring Settings
8. Use the pull-down menu to select the FILTER LEVEL that should apply to this teacher's students.
Filter levels provide varying levels of security and monitoring. See page 97 for a description of filter
levels.
9.

Use the pull-down menu to choose whether the system should FLAG ATTACHMENTS. Select Yes or
No to indicate whether the teacher must preview their students’ email messages when they have file
attachments. By requiring monitors to preview file attachments, you can ensure no inappropriate
sound, image or multimedia files are received by students. See page 98 for more information on Flag
Attachments.

10. Use the pull-down menu to select the ACCESS LEVEL for this account. Access Levels determine
with whom the teachers’ students can communicate. Use the pull-down menu to choose an Access
Level. All students monitored by any of these teachers will be subject to the new level when you
click APPLY. See page 95 for more information on the Access Levels provided by ePALS SchoolMail™.
11. To change EMAIL FILTER LANGUAGES, click the VIEW/EDIT link. This option allows you to
adjust the languages in which email is examined for inappropriate content. For each language,
indicate whether you would like email filters to be active. Use the pull-down menu to select ON or
OFF. If you do not want to change the existing settings, select USE CURRENT SETTING. When you
are satisfied with the settings, click UPDATE.
12. Click APPLY to apply the new settings to this account or click CLOSE to exit without saving your
changes.

Properties
The PROPERTIES button allows you to change the monitoring settings for all students supervised by the
selected teacher(s).
Note: These changes will override any pre-existing settings for these students and will affect all of
the students monitored by all of the teachers you have selected.
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To change the monitoring settings for a group of students:
1.

Click USER ADMINISTRATION.

2.

Click TEACHERS.

3.

Select the teacher accounts by clicking on the checkboxes next to the teacher name. Changes to
monitoring settings will apply to the students supervised by these teachers.

4.

Click PROPERTIES.

Note: If the teachers you have displayed are not assigned any students, only the school and
monitoring properties are displayed.
5.

Use the menu to select the school(s) to which the selected teachers are assigned. The teachers will
be reassigned to these schools when you click APPLY.

Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
Note: You cannot remove a teacher from a school where they are currently monitoring students;
you must assign the students to a new monitor first.
6.

Use the pull-down menu to select the FILTER LEVEL. Filter levels provide varying levels of security
and monitoring. All the students monitored by any of these teachers will be subject to the new level
once you click APPLY. See page 97 for a description of filter levels.

7.

Select YES or NO to indicate whether the system should FLAG ATTACHMENTS. If Yes is selected, the
student's Monitor will be notified when the student receives an email containing an attachment. By
requiring monitors to preview file attachments, you can ensure no inappropriate sound, image or
multimedia files are received by students. See page 98 for more information on Flag Attachments.

8.

Use the pull-down menu to select the ACCESS LEVEL for these accounts. Access Levels determine
with whom the teachers’ students can communicate. All students monitored by any of these
teachers will be subject to the new level when you click APPLY. See page 103 for more information
on the Access Levels provided by ePALS SchoolMail™.

9.

To change EMAIL FILTER LANGUAGES, click the VIEW/EDIT link. You can have student email
scanned for inappropriate vocabulary in up to six languages. Select ON or OFF to indicate whether
you would like email filters to be active. When you are satisfied with the settings, click UPDATE. See
page 104 for more information on Email Filter Languages.
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10. Click APPLY to apply the new settings to these accounts or click CLOSE to exit without saving your
changes.

Disable an Account
You may wish to temporarily disable a teacher account. The account can later be reactivated or it can be
permanently removed from the system.
To temporarily disable an account:
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click TEACHERS.

3.

Search for the account(s). (See page 16 for information on searching teacher accounts.)

4.

Select one or more accounts by clicking on the checkboxes on the left.

5.

Click DISABLE.

6.

You will be asked to confirm the procedure. Click YES to proceed or NO to cancel.

Note: Teacher accounts that have students assigned to them cannot be disabled. You must assign
the students to another teacher before you can disable the account.
Note: The person whose account has been deactivated in this way will no longer be able to log in
to your ePALS SchoolMail™ system. Any email that is destined for this account will be
returned to the sender as undeliverable.
Disabled accounts are moved to the Disabled Accounts area. To view these accounts, click on the
DISABLED ACCOUNTS link. See page 44 for more information on reactivating Disabled Accounts.

Generate Report
You can create an easy-to-print copy of your Teacher account information. This report will be based on
the accounts that are currently displayed, so you can use the criteria described in Search to make sure the
accounts you are interested in are the ones listed.
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To create a report:
1.

Click USER ADMINISTRATION.

2.

Click TEACHERS.

3.

Use the Search criteria to display the list of accounts you are interested in.

4.

Click GENERATE REPORT.

5.

Click DOWNLOAD REPORT.

The report displays information on each account on a separate line. A vertical line separates each field.
The following information is given, in this order:
•
•
•
•
•
•

The teacher’s last name
The teacher’s first name
The teacher’s username and domain
The teacher’s school(s)
The number of students monitored by each teacher
The date and time the teacher’s account was added

For example, you might get a report entry that looks like this:
Lincoln|Paul|english3@yourdomain.epals.com|PSNo22::Adult Night|75|2001-10-12
08:01:41
This indicates that the teacher is Paul Lincoln. His email address is english3@yourdomain.epals.com and
he teaches at PS No. 22 as well as an adult night school program. In total, he monitors 75 students. His
account was created on October 12, 2001 at 8:01am.
To return to the ePALS SchoolMail™ Administrator interface, use the Back button on your browser.

Students
ePALS SchoolMail™ allows students to use computers and Internet technology in a safe, managed and
educationally appropriate way. When you give a child an ePALS SchoolMail™ student account, you can
specify how they will be able to use tools and features such as:
•
•
•

teacher-monitored email
moderated discussion forums
teacher-created private chatrooms
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Students can also benefit through the use of learning resources such as:
•
•

Instant Language Translation
files distributed by Teachers or ePALS SchoolMail™ Administrators using the File Sharing and
Storage tool

Creating New Accounts
You can create as many accounts as your license allows. The number of accounts you have available is
displayed on screen when you click CREATE NEW ACCOUNTS.
Note: You must have at least one Teacher account in place before you can create student accounts.
Each student account must be assigned to a Teacher, even if they will not have their activities
monitored.
To create new student accounts:
1.

Click USER ADMINISTRATION.

2.

Click the CREATE NEW ACCOUNTS button.

3.

In the Student area, click the INTERACTIVE FORM INPUT button.
The system will display how many accounts you have already created and how many accounts you
still have available, as shown below.

4.

Click NEXT.

5.

Use the pull-down menu to choose a school for the new student accounts.

Note: You can only create students for one school at a time and you can only choose from schools
for which teacher accounts have been created.
6.

Click NEXT.
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7.

O P TIONAL: If you want all of these new student account holders to have similar usernames, enter
the term you want to use in the BASE USERNAME text area. You can use any combination of letters
and/or numbers, as well as the underscore ( _ ) character.
What are base usernames?
Base usernames allow you to give account holder similar usernames. For example, if
you chose student as a base username, you would get accounts such as:
student11@schoolmail.epals.com,
student12@schoolmail.epals.com,
student432@schoolmail.epals.com
You may wish to create base usernames to identify students or teachers by subject,
grade, school or any other information that might be useful to you. All of the
usernames created will consist of a base username and a number. This also helps to
protect privacy, as the usernames will not contain any part of the administrator,
teacher or student’s name.
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8.

In the large text box, type or paste a list of the students for whom you wish to create accounts.

Tip: To paste names from an existing document, select the text and
On a PC: Press Ctrl-c to copy. Press Ctrl-v to paste.
On a Mac: Press -c to copy. Press -v to paste.
These names should be in the format of: Last name, First name. For example:
Smith, Sam L
Alternatively, you can enter the new students’ usernames and passwords as you enter their names. If
you choose this method, your entries would look like this:
Smith, Sam L, samsmith, secretpass
For the username (samsmith in this example) and the password (secretpass in the example), you can
enter whatever terms you choose, so long as the username is not longer than 32 characters.
Note: All of the accounts you create at one time must be entered using the same format. You cannot
create accounts with usernames and passwords and others without them at the same time.
9.

Use the pull-down menu to choose the domain for these students. (The domain is the portion of an
email address which appears after the @ symbol.) This is only necessary if your license includes
multiple domains.

10. Choose the LANGUAGE in which these students will use ePALS SchoolMail™.
11. Select a GRADE for these students using the pull-down menu.
Note: All students created at the same time will have the same grade. You can edit this information
on a case-by-case basis later if required.
12. Select a MONITOR for these accounts from the pull-down menu.
13. O P TIONAL: If required, you can adjust the FILTER LEVEL, PREVIEW ATTACHMENTS and ACCESS
LEVEL settings using the pull-down menus. For more details on the Email Monitoring Settings, see
page 92.
14. Click NEXT. The system will display a list of the accounts you have created. If you wish to change any
of the usernames, check the box next to those names and click EDIT. Make your changes and click
APPLY to save the changes.
15. When you are satisfied with your accounts, click APPROVE.
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16. If you haven’t already done so, choose a password that these new student account holders will use
the first time they log in. Click NEXT to complete the process. After logging in for the first time, users
will be required to choose a new, private password.

To view a list of student accou nts:
1.

Make sure you are logged into your ePALS SchoolMail™ Administrator account.

2.

Click USER ADMINISTRATION.

3.

Click STUDENTS. The system will display a list of student accounts includes the students’ names,
usernames, grades and monitors, as well as a link to more detailed account information.

Your list of accounts will be similar to this one:

28

Sorting and Finding Accounts
Your list of accounts may span several pages. Use these buttons to page through the list of accounts.
How do I view other pages?
Your list of accounts may span several pages. Use these buttons to page
through the list of accounts.
>>
<<
|<<
>>|
Go

Go to the next page
Go to the previous page
Go to the first page
Go to the last page
Select a page number and click Go to move to a specific
page

To s ort the list of accou nts:
1.

Click a column title to sort the list of accounts.
Click USERNAME to sort by username. Click GRADE to sort by grade. Click MONITOR to sort by the
student's monitor.

To search a list of student account s:
1.

Click USER ADMINISTRATION.

2.

Click STUDENTS. The system will display a list of all student accounts. This list may span several
pages.

3.

Enter your search criteria and click DISPLAY MATCHES to view your search results. You can use any
of the following search criteria.
Find
FIND allows you to search for a specific account by entering a full or partial name. This can be a
first name, last name, username or the username of a student's monitor. FIND will display
results that match the text you have entered as well as the criteria chosen in the FIELD, GRADES
and SCHOOLS columns.

Tip: You can enter all of a name or just a few letters. This can be helpful if you are not sure of the
spelling.
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Field
FIELD is always used in conjunction with FIND. By selecting from the FIELD pull-down
menu, you can specify where to look for the name you have entered. You can search for a first
name, last name or username, or the username of a student's monitor. You can also search in
any of the student's name fields using Name/Username.
Note: You must enter a term in the FIND box to use the FIELD menu to restrict your search. If you
perform a search without entering data in FIND, the FIELD criteria will not affect your search.
Grades
The GRADES pull-down menu restricts a search to students in a particular grade. GRADES can
be used in conjunction with SCHOOLS and/or FIELD.
Schools
The SCHOOLS pull-down menu restricts a search to students at a particular school. SCHOOLS
can be used in conjunction with GRADES and/or FIELD.

Search Examples
There are many ways to combine these search criteria with the others. For example, you could find all
students in grade 7 at Valley Middle School or display all students in Grade 7 at all schools. Using all four
search criteria, you could even, for example, find information on a student named Mike, who is in grade 7
at Valley Middle School.
To find Smith Green:
Enter Smith in the FIND box. Select FIRST NAME using the FIELD menu to look for Smith as a first name.
Click DISPLAY MATCHES to find all students whose first name is Smith.
To find Marlene Smith:
Enter Smith in the FIND box. Select LAST NAME using the FIELD menu to look for Smith as a last name.
Click DISPLAY MATCHES to find all students whose last name is Smith.
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To find all pos sible names containing Smith:
Enter Smith in the FIND box. Select NAME/USERNAME using the FIELD menu to look for all Smith names.
Click DISPLAY MATCHES. A list would be returned containing Smith Green, Marlene Smith and the
student with the username “smithers”.

View or Edit Account Information
You can edit information on student accounts such as:
•
•

Personal Details (first and last name, password reset, grade)
Monitoring Settings (school, monitor, Filter Level, Flag Attachments, Access Level, Email
Filter Languages)

You can also change the monitoring settings for multiple students. However, personal details can only be
changed on one student account at a time.
Note: These changes will override any pre-existing settings for these students and will affect all of
the students you selected, regardless of their current settings, school, grade or Monitor.
To edit a student's accou nt information:
1.

Click USER ADMINISTRATION.

2.

Click STUDENTS.

3.

Click the VIEW/EDIT link to the far right of the student's a name. A screen will appear with the
student's current information.
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Name
4. You can edit the first or last name in the box where it appears.
Note: You cannot change a user’s account type, email address or username. If this information
should be changed, you may wish to delete the current account and create a new one.
Pas s w ord
5. Click RESET to reset a student’s password. You will be asked to enter and confirm a new password.
Click NEXT.
Note: Give the student this new password, as they will need to use it to log in to the system.
6.

Select YES or NO to indicate whether the system should force the student to choose a new password
when they first log in.

Tip: Creating a new password on their first login allows the student to choose their own private
password that is easy for them to remember.
School
7. Use the pull-down menu to select a new school.
Note: If you change the student’s school, you may also be asked to choose a new Monitor, as the
student's school determines the list of available Monitors.
Grade
8. Use the pull-down menu to select a new grade.
M onitoring Settings
9. Use the pull-down menu to select a MONITOR.
10. Use the pull-down menu to select the FILTER LEVEL.
Filter levels provide varying levels of security and monitoring. See page 97 for a description of filter
levels.
11. Select YES or NO to indicate whether the system should FLAG ATTACHMENTS. If Yes is selected, the
student's Monitor will be notified when the student receives an email containing an attachment. By
requiring monitors to preview file attachments, you can ensure no inappropriate sound, image or
multimedia files are received by students. See page 98 for more information on Flag Attachments.
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12. Use the pull-down menu to select the ACCESS LEVEL for this account. Access levels determine with
whom the students can communicate. All students monitored by any of these teachers will be
subject to the new level when you click APPLY. See page 95 for more information on the Access
Levels provided by ePALS SchoolMail™.
13. To change EMAIL FILTER LANGUAGES, click the VIEW/EDIT link.
This option allows you to adjust the languages in which email is examined for inappropriate
content. For each language, indicate whether you would like email filters to be active. Use the pulldown menu to select ON or OFF. If you do not want to change the existing settings, select USE
CURRENT SETTING. When you are satisfied with the settings, click UPDATE.
14. Click APPLY to apply the new settings to this account or click CLOSE to exit without saving your
changes.

Properties
The PROPERTIES button allows you to change the monitoring settings for a group of students
simultaneously.
Note: These changes will override any pre-existing settings for these students.
To change the monitoring settings for a group of students:
1.

Click USER ADMINISTRATION.

2.

Click STUDENTS.

3.

Select the student accounts by clicking on the checkboxes next to the student name.

4.

Click PROPERTIES.

5.

Use the pull-down menu to select the school.

Note: If you change the student’s school, you may also be asked to choose a new Monitor, as the
student's school determines the list of available Monitors.
6.

Use the pull-down menu to select the grade.

7.

Use the pull-down menu to select the Monitor.
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8.

Use the pull-down menu to select the FILTER LEVEL.
Filter levels provide varying levels of security and monitoring. All the students will be monitored at
the new level once you click APPLY. See page 97 for a description of filter levels.

9.

Select YES or NO to indicate whether the system should FLAG ATTACHMENTS. If Yes is selected, the
student's Monitor will be notified when the student receives an email containing an attachment. See
page 104 for more information on Flag Attachments.

10. Use the pull-down menu to select the ACCESS LEVEL for these accounts. Access Levels determine
with whom the students can communicate. All students will be monitored at the new level when you
click APPLY. See page 103 for more information on the Access Levels provided by ePALS
SchoolMail™.
11. To change EMAIL FILTER LANGUAGES, click the VIEW/EDIT link.
This option allows you to adjust the languages in which email is examined for inappropriate
content. For each language, indicate whether you would like email filters to be active. Use the pulldown menu to select ON or OFF. When you are satisfied with the settings, click UPDATE. See page 94
for more information on Email Filter Languages.
12. Click APPLY to apply the new settings to these accounts or click CLOSE to exit without saving your
changes.

Disable an Account
You may wish to temporarily disable a student account. The account can later be reactivated or it can be
permanently removed from the system.
To temporarily disable an account:
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click STUDENTS.

3.

Search for the account(s). (See page 29 for information on searching student accounts.)

4.

Select one or more accounts by clicking on the checkboxes on the left.

5.

Click DISABLE. You will be asked to confirm the procedure. Click YES to proceed or NO to cancel.
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Note: The student whose account has been deactivated in this way will no longer be able to log in
to your ePALS SchoolMail™ system. Any email that is destined for this account will be
returned to the sender as undeliverable.
Disabled accounts are moved to the Disabled Accounts area. To view these accounts, click on the
DISABLED ACCOUNTS link. See page 44 for more information on reactivating disabled accounts.

Generate Report
You can create an easy-to-print copy of your Student account information. This report will be based on
the accounts that are currently displayed, so you can use the criteria described in Search to make sure the
students you are interested in are the ones listed.
To create a report:
1.

Click USER ADMINISTRATION.

2.

Click STUDENTS.

3.

Use the Search criteria to display the list of accounts you are interested in.

4.

Click GENERATE REPORT.

5.

Click DOWNLOAD REPORT.

The report displays information on each account on a separate line. A vertical line separates each field.
The following information is given, in this order:
•
•
•
•
•
•
•
•
•
•
•

Student’s last name
Student’s first name
Student’s username and domain
Student’s grade (0 means there is no grade assigned to this student)
Student’s school
Student’s filter level
Student’s attachment flag setting (0 is off, 1 is on)
The last name of the student’s monitor
The first name of the student’s monitor
The username of the student’s monitor
The date and time the student was added
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For example, you might get a report entry that looks like this:
Smith|Jane|student1234@yourdomain.epals.com|4|PSNo22|3|1|
Lincoln|Paul|english3|2001-11-05 13:20:23
This indicates that the student's name is Jane Smith. Her email address is
student1234@yourdomain.epals.com and she is in grade 4 at PS No. 22. You also know that her email filter
level is set to 3 and that her monitor has to preview any email that comes with an attached file. She is
monitored by Paul Lincoln, whose user name is english3. Her account was created on November 5, 2001 at
1:20pm.
To return to the ePALS SchoolMail™ Administrator interface, use the Back button on your browser.

Administrators
You can create additional Administrators who can help manage your ePALS SchoolMail™ system. SubAdministrators can perform the same tasks as District Administrators with the exception of creating
schools and managing grades and subjects, which can only be modified by the District Administrator.
When you create additional Administrators, you can assign them to one school in the District, all schools
or something in between. Your Sub-Administrators are only able to manage settings and accounts at the
schools to which they have been assigned.
For example, school principals could be given administrative privileges at their schools. In this way,
principals can add, modify and delete student and teacher accounts at their schools as required. (For
more information on the relationship between ePALS SchoolMail™ District Administrators and SubAdministrators, refer to the chart on page 9.)

Creating New Accounts
You can create as many accounts as your license allows. The number of accounts you have available is
displayed on screen when you click CREATE NEW ACCOUNTS.
To create new administrator account s:
1.

Click USER ADMINISTRATION.

2.

Click the CREATE NEW ACCOUNTS button.
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3.

In the Administrator area, click the INTERACTIVE FORM INPUT button. The system will display
how many accounts you have already created and how many accounts you still have available, as
shown below.

4.

Click NEXT.

5.

O P TIONAL: If you want all of these new student account holders to have similar usernames, enter
the term you want to use in the BASE USERNAME text area. You can use any combination of letters
and/or numbers, as well as the underscore ( _ ) character.
What are base usernames?
Base usernames allow you to give account holder similar usernames. For example, if
you chose student as a base username, you would get accounts such as:
student11@schoolmail.epals.com,
student12@schoolmail.epals.com,
student432@schoolmail.epals.com
You may wish to create base usernames to identify students or teachers by subject,
grade, school or any other information that might be useful to you. All of the
usernames created will consist of a base username and a number. This also helps to
protect privacy, as the usernames will not contain any part of the administrator,
teacher or student’s name.

6.

In the large text box, type or paste a list of the users for whom you wish to create accounts.

Tip: To paste names from an existing document, select the text and
On a PC: Press Ctrl-c to copy. Press Ctrl-v to paste.
On a Mac: Press -c to copy. Press -v to paste.
These names should be in the format of: Last name, First name. For example:
Smith, Sam L
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Alternatively, you can enter the new students’ usernames and passwords as you enter their names. If
you choose this method, your entries would look like this:
Smith, Sam L, samsmith, secretpass
For the username (samsmith in this example) and the password (secretpass in the example), you can
enter whatever terms you choose, so long as the username is not longer than 32 characters.
Note: All of the accounts you create at one time must be entered using the same format. You cannot
create accounts with usernames and passwords and others without them at the same time.
7.

Use the pull-down menu to select all schools these administrators will have responsibility for.

Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
8.

Use the pull-down menu to choose the domain for these students. (The domain is the portion of an
email address which appears after the @ symbol.) This is only necessary if your license includes
multiple domains.

9.

Choose the LANGUAGE in which these administrators will use ePALS SchoolMail™.

10. Click NEXT. The system will display a list of the accounts you have created. If you wish to change any
of the usernames, check the box next to those names and click EDIT. Make your changes and click
APPLY to save the changes.
11. When you are satisfied with your accounts, click APPROVE.
12. If you haven’t already done so, choose a password that these new account holders will use the first
time they log in. Click NEXT to complete the process. After logging in for the first time, users will be
required to choose a new, private password.
To view a list of administrator account s:
1.

Make sure you are logged into your ePALS SchoolMail™ Administrator account.

2.

Click USER ADMINISTRATION.

3.

Click ADMINISTRATORS. The system will display a list of administrator accounts that includes
names and usernames as well as a link to more detailed account information.
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Sorting and Finding Accounts
The list of administrator accounts displays the names, usernames and links to more detailed account
information.
How do I view other pages?
Your list of accounts may span several pages. Use these buttons to page
through the list of accounts.
>>
<<
|<<
>>|
Go

Go to the next page
Go to the previous page
Go to the first page
Go to the last page
Select a page number and click Go to move to a specific
page

To s ort the list of accou nts:
1.

Click a column title to sort the list of accounts.
Click USERNAME to sort by username.

To search a list of administrator account s:
1.

Click USER ADMINISTRATION.

2.

Click ADMINISTRATORS. The system will display a list of all administrator accounts. This list may
span several pages.

3.

Enter your search criteria and click DISPLAY MATCHES to view your search results. You can use any
of the following search criteria.
Find
FIND allows you to search for a specific account by entering a full or partial name. This can be a first
name, last name or username or any of these. FIND will display results that match the text you have
entered as well as the criteria chosen in the SCHOOLS column.

Tip: You can enter all of a name or just a few letters. This can be helpful if you are not sure of the
spelling.
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Field
FIELD is always used in conjunction with FIND. By selecting from the FIELD pull-down menu, you
can specify where to look for the name you have entered. You can search for a first name, last name or
username or use ALL to search in all fields.
Note: You must enter a term in the FIND box to use the FIELD menu to restrict your search. If you
perform a search without entering data in FIND, the FIELD criteria will not affect your search.
Schools
The SCHOOLS pull-down menu restricts a search to administrators at a particular school. SCHOOLS
can be used in conjunction with FIELD.

Search Examples
To find Smith Green:
Enter Smith in the FIND box. Select FIRST NAME using the FIELD menu to look for Smith as a first name.
Click DISPLAY MATCHES to find all users whose first name is Smith.
To find Marlene Smith:
Enter Smith in the FIND box. Select LAST NAME using the FIELD menu to look for Smith as a last name.
Click DISPLAY MATCHES to find all users whose last name is Smith.

View or Edit Account Information
You can edit information on administrator accounts such as:
•
•

Personal Details (First and Last Name, Password Reset, Schools)
Monitoring Settings (Email Filter Languages)

Note: These changes will override any pre-existing settings for these accounts.
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To edit an administrator's account information:
1.

Click USER ADMINISTRATION.

2.

Click ADMINISTRATORS.

3.

Click the VIEW/EDIT link to the far right of the administrator's name. A screen will appear with the
administrator’s current information.

Name
4. You can edit the first or last name in the box where it appears.
Note: You cannot change a user’s account type, email address or username. If this information
needs to be changed, you may wish to delete the current account and create a new one.
Pas s w ord
5. Click RESET to reset a user's password. You will be asked to enter and confirm a new password.
Click NEXT.
Note: Give the user this new password, as they will need to use it to log in to the system.
6.

Select Yes or No to indicate whether the system should force the user to choose a new password
when they first log in.

Tip: Creating a new password on their first login allows the user to choose their own private
password that is easy for them to remember.
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School
7. Use the pull-down menu to select one or more schools. These are the schools for which the
administrator has responsibility.
Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
M onitoring Settings
8. To change EMAIL FILTER LANGUAGES, click the VIEW/EDIT link.
This option allows you to adjust the languages in which email is examined for inappropriate
content. For each language, indicate whether you would like email filters to be active. Use the pulldown menu to select ON or OFF. If you do not want to change the existing settings, select USE
CURRENT SETTING. When you are satisfied with the settings, click UPDATE.
9.

Click APPLY to apply the new settings to this account or click CLOSE to exit without saving your
changes.

Disable an Account
You may wish to temporarily disable an administrator account. The account can later be reactivated or it
can be permanently removed from the system.
To temporarily disable an account:
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click ADMINISTRATORS.

3.

Search for the account(s). (See page 39 for information on searching administrator accounts.)

4.

Select one or more accounts by clicking on the checkboxes on the left.

5.

Click DISABLE. You will be asked to confirm the procedure. Click YES to proceed or NO to cancel.

Note: The person whose account has been deactivated in this way will no longer be able to log in
to your ePALS SchoolMail™ system. Any email that is destined for this account will be
returned to the sender as undeliverable.
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Disabled accounts are moved to the Disabled Accounts area. To view these accounts, click on the
DISABLED ACCOUNTS link. See page 46 for more information on reactivating Disabled Accounts.

Generate a Report
You can create an easy-to-print copy of your Administrator account information. This report will be based
on the accounts that are currently displayed, so you can use the criteria described in Search to make sure
the accounts you are interested in are the ones listed.
To create a report:
1.

Click USER ADMINISTRATION.

2.

Click ADMINISTRATORS.

3.

Use the Search criteria to display the list of accounts you are interested in.

4.

Click GENERATE REPORT.

5.

Click DOWNLOAD REPORT.

The report displays information on each account on a separate line. A vertical line separates each field.
The following information is given, in this order:
•
•
•
•
•

Each administrator’s last name
Each administrator’s first name
Each administrator’s username and domain
Each administrator’s school(s)
The date and time the administrator was added

For example, you might get a report that looks like this:
Nguyen|Betty|westdistrict@yourdomain.epals.com|PSNo22::Adult Night::West District
High::School for the Arts|2001-09-01 15:58:22
That would mean that the administrator is Betty Nguyen and her email address is
westdistrict@yourdomain.epals.com. She has administrative responsibility for PS Number 22, the Adult
Night School, West District High School and the School for the Arts. Her account was created on
September 1, 2001 at 3:58pm.
To return to the ePALS SchoolMail™ Administrator interface, use the Back button on your browser.
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Disabled Accounts
This area displays all accounts that have been temporarily disabled. You can reactivate an account or it
can be permanently removed.
To reactivate a disabled account:
1.

Click USER ADMINISTRATION.

2.

Click DISABLED ACCOUNTS.

3.

Select the required account(s) using the checkboxes on the left.

4.

Click ACTIVATE.

Note: Users will be able to access their account using the previous password. All other settings will
remain unchanged.
5.

Click CLOSE to exit this area.

To permanently remove a disabled account:
1.

Click USER ADMINISTRATION.

2.

Click DISABLED ACCOUNTS.

3.

Select the required account(s) using the checkboxes on the left.

4.

Click REMOVE. The account is permanently removed and all data associated with the account is lost.

5.

Click CLOSE to exit this area.
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Site Management
Site Management includes features that can enhance your ePALS SchoolMail™ school websites. For
example, you can customize the appearance of each school website. You can also offer chatrooms and
discussion forums where members of your school community can hold meetings, work or study together
or even just get to know one another.

Appearance
Each school in your District will have its own website that students and teachers will see when they are
logged into the System. You can customize the home page messaging of one, some or all of your school
websites. The image and text you select will only appear on the front page (this is the page seen by
teachers and students each time they log in).
Tip: Once you make changes to a school's appearance profile, you can apply the same appearance
settings to other schools simply by applying the profile.
You can see an example of the Appearance form, an example of a preview page and a sample of the page
the teachers at that school might see starting on page 49.
To change the appearance of a sch ool's website:
1.

Make sure you are logged into your ePALS SchoolMail™ Administrator account.

2.

Click SITE MANAGEMENT in the navigation bar.

3.

Click APPEARANCE.

4.

Select a school using the pull-down menu.

5.

Click LOAD. This will load the current settings for that school. You will be making changes to these
appearance settings. Later, you can apply the same appearance settings to the websites of other
schools, if you wish.

6.

Alter Appearance settings as described below including: Image, Site Title and Content Areas 1 and 2.

45

Image
You can customize the image that appears just below the welcome greeting in a teacher or student’s ePALS
SchoolMail™ interface.

To change the image:
7.

Click the IMAGE checkbox to indicate that you are making a change.

8.

Use one of the images we provide.
Choose a photo to use on the school’s front page by clicking the button under the photo you wish to
use.
or
Use your own custom image.
Click the button next to INSERT YOUR OWN PHOTO. Click the BROWSE... button and select the file
you wish to use from your own computer. You can use images in GIF, JPEG or PNG format. Click
UPLOAD.

Note: The size of the image should be no more than 280 pixels in width. A larger image could push
some of your ePALS SchoolMail™ tools to the extreme right, where they will be difficult to see.
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Site Title
The Site Title appears in the top of the browser window for teacher or student’s ePALS SchoolMail™
interface.

To change the site title:
9.

Click the SITE TITLE checkbox to indicate that you are making a change.

10. Enter the text of the title in the text box.
Content Area 1
Content Area 1 appears directly beneath the image on a teacher or student’s ePALS SchoolMail™
homepage.

To change the text of Content Area 1:
11. Click the CONTENT AREA 1 checkbox to indicate that you are making a change.
12. Enter the title for this text.
13. Use the pull-down menus to select the font face, size and color for the title.
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14. In the large text box, enter (or paste) the text that should appear below the title in this text area.
15. Use the pull-down menus to select the font face, size and color attributes for the main text.
Note: You can also format the text as HTML, using custom formatting and links. For a brief reference
to HTML formatting tags see page Error! B ookmark not defined..
Content Area 2
Content Area 2 appears immediately after Content Area 1 on a teacher or student’s ePALS SchoolMail™
homepage.

To change the text of Content Area 2:
16. Click the CONTENT AREA 2 checkbox to indicate that you are making a change.
17. Enter the title for this text.
18. Use the pull-down menus to select the font face, size and color for the title.
19. In the large text box, enter (or paste) the text that should appear below the title in this text area.
20. Use the pull-down menus to select the font face, size and color for the main text.
Note: You can also format the text as HTML, using custom formatting and links. For a brief reference
to HTML formatting tags see the Appendix at the end of this guide.
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Updating Appearance Changes
You can apply the changes to one or several other schools.

21. O P TIONAL: Select other schools to use the new settings.
You can now apply the new settings to other schools, if you wish. Select one or more schools or
click SELECT ALL to apply the new settings to all schools in the list.
Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
22. When you are satisfied with your settings, click APPLY to bring the changes into effect. To exit this
screen without saving your changes, click CANCEL.

Examples
Customized school webpages can provide a convenient way to share information and create a unified
sense of community for your teachers and students.
Examples on the following pages illustrate how these changes would appear to users.
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A sample completed Appearance form:
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A sample homepage as it appears to a teacher:
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Forums
ePALS SchoolMail™’s forums serve as a place where teachers, administrators and students within a school
or throughout a District can hold ongoing conversations by posting a series of messages. People can
share ideas, opinions and concerns in a public way, at their own pace, at whatever time is convenient to
them.
You can create forums that are open to all members of your community or just to selected users. You can
choose to have messages go through a moderator for approval or they can be posted immediately. There
are many options available to you when creating a forum. Forums are designed to make communication
easier for groups of people while ensuring that privacy, content and safety standards are upheld.
ePALS SchoolMail™ forums may have a combination of the following characteristics:
Moderated Forums: In a moderated forum, a moderator previews submissions to the board before
other users are allowed to read them. The moderator may also lead or facilitate the discussions. When
Administrators create forums, they can choose one or more moderators from among all of the teacher
and administrator accounts.
Unmoderated Forums: In an unmoderated forum, messages are not previewed before being made
visible to other users – as soon as a message is submitted, it becomes public.
Public Forums: ePALS SchoolMail™ offers access to the ePals Global Community forums. These are
moderated forums where the content can be viewed by anyone, anywhere in the world. (For more
information on ePals community forums available in ePALS SchoolMail™, see page 122.)
Custom Forums: ePALS SchoolMail™ Administrators can create private forums for their communities.
The forum’s creator can make the forum available to the entire community, to certain segments of your
community or to particular individuals. For detailed instructions on creating forums, see page 52.
To access forums:
1.

Click SITE MANAGEMENT.

2.

Click FORUMS.
On the forum index page, you’ll see a list of your forums. The forums are listed by name.
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From the forum index page, you can:
•
•
•

view any of the forums,
read waiting, approved and deleted messages,
and manage forum details.

This is an example of a forum index page:
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Creating Forums
You can create as many forums as you wish, moderated or unmoderated. You will be the default
moderator for any forum you create. To add other moderators, see Managing Forums on page 57.
To create a new forum:
1.

Click CREATE FORUM. You will see a form like this:

2.

Select the forum LANGUAGE by using the pull-down menu.
You can add more languages later using View/Edit. See Managing Forums on page 57 for more
information.

3.

Enter the forum NAME. This name is used to identify the forum to the Administrator.

Note: The forum name must be unique.
4.

Enter the forum TITLE. The title is used to identify the forum to those using it.

5.

Enter a SHORT DESCRIPTION for the forum listing.
This will be used to help users decide whether the forum is relevant to them.
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6.

Enter the DESCRIPTION that will appear on the forum’s main page. This is a more complete
description that might include detailed information about the topics of discussion, rules of
conduct, questions or any other information.

7.

Select Yes or No to indicate whether a forum moderator is required. A moderator previews
messages before they are made available to the other forum members.

8.

If you are creating a moderated forum, indicate the schools where the moderators can be found.

Tip: To select multiple schools,
On a PC: Press the Ctrl-key while clicking.
On a Mac: Press the -key while clicking.
9.

Click NEXT.

10. Choose one or more moderator(s) from the list.
If you are creating a moderated forum, you will be a moderator by default. You will also be presented
with a list of possible moderators from the schools you selected. To add people from this list as
moderators, click on their names.
Tip: To select multiple names,
On a PC: Press the Ctrl-key while clicking.
On a Mac: Press the -key while clicking.
Note: You can also assign moderators to unmoderated forums. They will be able to manage
messages but they will not be required to do so as the messages will be available to all the
forum participants as soon as they are submitted.
11. Click NEXT when you are satisfied with your selections.
12. You will be presented with the information on this forum. Review the forum details and click APPLY
to create the forum. (To make changes, click CANCEL to return to the forum details screen.)
13. Select the users who will be able to access the forum and how they can use it.
To assign access to groups of users, select them and then click the appropriate checkboxes (Read,
Write, Moderate). Click APPLY to grant access to the selected group(s).
14. At any time, you can change user access to a forum using the Access Manager (see Managing
Forums on page 57). Click CLOSE when you are finished granting access privileges.
For more information on the Access Manager, see Managing & Moderating Forums, page 57.
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Viewing and Using Forums
On the Forum index page, you will see the forums you have access to listed by name.
To view a forum:
1.

Click on the FORUM NAME.

On the forum message page, you will see a toolbar at the top of the screen. The name of the forum is
shown. Forum toolbar buttons let you quickly perform common tasks. They are:
New Message:

Click to write a new message that will start a new discussion.

Reply:

Click to reply to a message you are currently reading. (Only available while viewing
a forum post.)

Messages:

Click to return to the index of messages in a forum. (Only available while viewing a
forum post.)

Forums:

Click to return to the forum index page.

Help:

Click to see the online Help for Forums.

The list of forum messages may span several pages. To go to a specific page, click the number or use
[NEXT] and [PREVIOUS] to move through the pages in order. To open all of the topic categories within the
forum, click VIEW ALL CATEGORIES.
The list of messages in a forum looks like this:

Messages are sorted according to categories (

), message threads (

) and individual messages (

).
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Categories
Categories, used only on ePals Global Community forums, are designed to help keep messages sorted
on theme. The example above is taken from the ePals Student Talk forum. You can see the categories
for discussions on “Global Issues/Current Events”. Next to each category, you can see how many
messages are contained within. Here, “Global Issues/Current Events” has 1338 messages, including
four new messages. Click on the category’s linked name to open it and view its threads and messages.
Message Threads
Message threads group together an original message and the replies to that message. For example, in
the picture above, there’s a message called “Pollution in Iran, Canada” that started a thread. It is
grouped with the reply, “Re: Pollution in Iran, USA”. You can see how many replies there have been in
a message thread by looking at the right hand column; in this case, there are two. To open a thread,
click on the linked title.
Individual Messages
Each individual message can be read by clicking on the linked title. In the columns next to the title you
may see an icon indicating that this is a new message. You can always see the name of the author and
the date the message was posted.
To post a message:
1.
2.

Click NEW MESSAGE.
Enter a subject for the message and enter your message text.

Tip: Click SEND EMAIL NOTIFICATION OF REPLIES TO THIS MESSAGE to receive an email
when someone replies to this message. This feature reminds you to visit a forum to view
replies.
3.

O P TIONAL: You can have your message text translated. Select the original and target languages
and click TRANSLATE.

4.

Click POST MESSAGE.

Note: If you are using a moderated forum, your message will not be posted until it is approved by
the forum moderator.

Managing & Moderating Forums
As an administrator, you are the default moderator for any forums that you create. In addition, you may be
moderating forums created by other administrators. You also have the ability to change a forum’s access
rules, its description and other details.
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Managing Forums
You can adjust the properties for any forum you have created or for which you have been given
administrative privileges.
To change forum details:
1.

Click the VIEW/EDIT link next to the forum name.
Customizable forum features include: Language, Title, Short Description, Description and Access.

Language
If you wish, you can offer a forum in multiple languages.
2.

Click ADD LANGUAGE.

3.

Select a language from the pull-down menu.

4.

Enter a title for this forum, in a translated version if you have one available.

5.

Enter a short description for this forum, in a translated version if you have one available.

6.

Enter a long description for this forum, in a translated version if you have one available.

7.

Click APPLY.

Tip: If the forum is available in multiple languages, you can view the selected forum’s information in
another language (if it exists) by selecting the language and clicking CHANGE. This feature gives
you the power to offer the forum in multiple languages with either the same or a different Title,
Description and Access information.
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Note: If you want to remove a language for a forum, select the language and then click REMOVE
LANGUAGE. You will be asked to confirm this step.
Title, Short Description and Description
The TITLE is a name that identifies the forum. For example, you may have a forum called “Grade 8 Math”
and another called “Teachers’ Roundtable”; both titles make it easy for people to identify whether the
forum is of interest to them.
The SHORT DESCRIPTION appears in the list of forums. This might be as simple as “Grade 8 Math project
discussions and help”.
The DESCRIPTION is a longer that appears on the forum's main page, above the list of messages. This
could include a list of the issues being discussed, the forum objectives and the ground rules for the
“Teachers’ Roundtable”.
To edit the title, short description or description:
1.

Click one of the EDIT links to the right.

2.

Enter the updated information into the appropriate textbox.

3.

Click APPLY.

To change the moderated/unmoderated status of the forum:
1.

Click the EDIT link to the right of Moderation.

2.

Using the radiobuttons, select whether approval is required for forum messages or whether
messages are posted immediately.
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Access
The Access Control Manager lets you set Read, Write, Moderate and Administrate privileges for a forum.

Read allows users to view forum messages but not to post new messages or replies.
Write lets users post messages but not read other messages on the forum.
(This option might be useful for a suggestion box forum.)
Read& Write lets a user both view the ongoing forum discussion and contribute their
own messages.
Moderate gives a user the power to preview, edit and decide whether or not to make
public messages submitted by others.
Administrate allows a user to edit the forum information, such as language,
description and access.

To change user access to forums:
1.

Click the VIEW/EDIT link next to ACCESS.

2.

To add to the list of users who can access a forum, click ADD.

3.

Use the search features to define one or more groups. You can select students, teachers or
administrators at one or more schools. You can also use the Find feature to select individuals.

4.

To grant access select the group(s) and/or individual(s). Click the appropriate access checkboxes
(Read, Write, Moderate) and click APPLY. Repeat this process as required. When finished, click
CLOSE.
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5.

The updated list of users with access to this forum will be shown.

6.

To remove a user from the access list, select the user using the checkboxes and click REMOVE. You
will be asked to confirm this action.

7.

When you are finished updating the access list, click CLOSE.

Moderating Forums
When you arrive in the Forums area of the ePALS SchoolMail™ Administrator interface, you will see a list
of the forums for which you are a moderator. The list will look something like this:

When you click a number link in the any of the columns, you will see the subject, author and posting date
of all messages in that category. Click the subject link to view a message contents.
In a moderated forum, messages must be approved by the moderator before they are posted. The Pending
column contains messages that are awaiting moderator approval. The Deleted column contains messages
that were not approved.
As the forum moderator, you must approve or hold any pending messages.
To manage Pending messages:
1.

From the forum index page, click on the link in the Pending column to view pending messages.

2.

Click on a message link to view the message.

3.

Click APPROVE to immediately post the message to the forum.
or
Click HOLD to move this message to the Deleted messages column.
or
Click CLOSE to leave the message in Pending status. The decision to approve or hold the message
can then be made later by you or any of the forum’s other moderators.
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Note: When holding a message, you can send a message to the author indicating why this message
was not approved. Select a language for the notification message. Use the pull-down menu to
select a default reason for this hold, or enter a custom message in the text field. Click HOLD.
Tip: If you do not wish to notify the author, click the checkbox to indicate this.

Deleting Forums
A forum that is no longer in use can be deleted.
To delete a forum:
1.

From the forum index page, select the forum(s) to be deleted by clicking the checkbox next to the
forum name.

2.

Click DELETE FORUMS.

3.

You will be asked to confirm this step. Click YES to proceed with the deletion.
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Chat
ePALS SchoolMail™ allows you to create password-secured chatrooms where you can hold live, textbased discussions with teachers, students and administrators in your District as well as any other
members of the ePALS community whom you care to invite.

Create a New Chatroom
All ePALS SchoolMail™ chatrooms are password-protected, meaning that only those who know the
password can enter. Password-protection helps to protect your privacy, as compared to other online
chats where anyone can participate. An ePALS SchoolMail™ chatroom is a safe, secure place for a virtual
meeting.
To create a new chatroom:
1.

Click SITE MANAGEMENT in the navigation bar.

2.

Click CHAT.

3.

Click CREATE YOUR OWN CHATROOM.

4.

Enter a name for your chatroom and a password that people will use to enter it.

Caution: Do not use the same password you use to log in to your account. You will be giving this
password out to other people.
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5.

Click CREATE.
For tips on using your chatroom, see the rest of this section of this guide.

Note: Remember, you will need to distribute your chatroom details to those people you would like
to be able to enter.

Using Chatrooms
Before you can enter a chatroom, you’ll need to know the chatroom name and the chatroom password. As
an ePALS SchoolMail™ Administrator you can use Email Broadcast to quickly alert users that a chatroom
has been created. For more information on Email Broadcast, see page 81.
To join a chatroom:
1.

Click SITE MANAGEMENT in the navigation bar.

2.

Click CHAT.

3.

Click JOIN AN EXISTING CHATROOM.

4.

Enter the chatroom name and password.

5.

Select a user color. This is the color in which your text will appear in the chatroom.

6.

Click JOIN THE CHAT.
You'll see the messages from other users in the chatroom.

The upper area of chatroom message screen displays the messages being entered by other participants.
You can scroll up and down to view all the messages. Your messages will appear there too. In the lower
part of the screen, you’ll see the chatroom toolbar and a text box, like this:

7.

To add your own comment, type it into the text box beneath the toolbar and click SEND MESSAGE.
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Tip: You can send a private message so that only the recipient can see it. Enter that person’s
chatroom name in the SEND MESSAGES TO box. Type your message in the text box and click
SEND MESSAGE.
Tip: To see a list of all of the people currently logged into this chatroom, click WHO’S ON.

Changing the Password for a Chatroom
Once you have created a chatroom, you may at some point wish to change the password, perhaps to
change who may access it.
To change a chatroom pass w ord:
1.

Click SITE MANAGEMENT in the navigation bar.

2.

Click CHAT.

3.

Click CHANGE CHATROOM PASSWORD.

4.

Use the pull-down menu to choose the chatroom.

5.

Type in the new password and confirm it.

6.

Click CHANGE PASSWORD.
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Remove a Chatroom
From time to time, you will want to remove chatrooms that are unused.
To delete a chatroom:
1.

Click SITE MANAGEMENT in the navigation bar.

2.

Click CHAT.

3.

Click REMOVE CHATROOM.

4.

Use the pull-down menu to select which chatroom to delete.

5.

Click DELETE.

To exit the chatroom:
1.

Click LOG OFF.
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Tools
The Tools area provides access to some powerful features including Webmail, Email Broadcast and File
Sharing and Storage.

Webmail
In this area, you can send and receive email, organize your email in folders, save email and other
information in an address book and have the system send automatic email replies when you are away.
To access Webmail:
1.

Ensure that you are logged in to your ePALS SchoolMail™ Administrator account.

2.

Click TOOLS.

3.

Click WEBMAIL.
You'll see your Inbox.

Your Inbox
Your Inbox is the access point for your email account. In this section of the guide, you will find some
basic information on sending, receiving and managing email messages. While you are using your email
account, you can get information on this feature by clicking the HELP icon.
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Your Inbox displays a list of your received email messages. Columns in the display list the sender, date
and subject of the message.
A closed envelope in the first column indicates a new (unread) message. A paper clip in the first column
indicates that this message contains an attachment.
To check for new email:
1.

Click CHECK EMAIL. Your inbox is updated with any new email.

To s ort email messages:
1.

Click a column title to sort your messages.
Click FROM to sort by sender. Click DATE to sort by date. Click SUBJECT to sort by subject.

Note: A small triangle is displayed in the column title. This indicates the sort order (e.g. A to Z). Click
the triangle to change the sort order (e.g. Z to A).
To view an email message:
1.

Click on the link in the SUBJECT column of the message you want to read. The full text of the
message is displayed. If the message contains an attachment, click on the attachment to view or save
it.
The following options are available on email messages:
Save Address
Click SAVE ADDRESS to add the email address of the sender to your Address Book.
Print
Click PRINTABLE VERSION to format the message for easy printing.
Translate
You can translate messages you send or receive. Use the pull-down menus to select the language to
TRANSLATE FROM and to TRANSLATE TO. Click TRANSLATE. If you change your mind, just click
UNDO TRANSLATION.
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To reply to an email message:
1.

Click REPLY to respond only to the person who sent the message to you.
or
Click REPLY ALL to respond to everyone who received the message as well as the sender.
Whichever option you choose, write your message as described in Compose an Email on page 70.
The message you are responding to will also appear in the compose area.

Tip: You can also forward an email message to another person. Click Forward. Enter the email
address of the recipient and send the message.
To delete a message:
1.

Select the message in your Inbox display or open the message.

2.

Click DELETE. The message is moved to your Trash folder.

Tip: To empty the Trash folder, click FOLDERS and click the EMPTY TRASH link. All messages in the
Trash folder are permanently removed.

Storing Your Email Messages
You can store your messages by moving them to other folders. You can use the standard folders that are
provided or you can create your own custom folders. For more information, see Folders on page 72.
To move email messages:
1.

Select the message(s) in your Inbox display or open the message(s).

2.

Click and hold SELECT ACTION.

3.

Select MOVE TO from the drop-down menu.

4.

Click and hold SELECT FOLDER.

5.

Select the name of the folder to receive the message(s).

6.

Click GO.
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To view messages in other folders:
1.

Click and hold SELECT ACTION.

2.

Select VIEW from the drop-down menu.

3.

Click and hold SELECT FOLDER.

4.

Select the name of the folder to view.

5.

Click GO.

Compose an Email
You write an email message just like a letter. You address the message to one or more recipients, write the
body of the message, and send it. You can also add attachments to the message such as text or image files.
To compose an email message:
1.

Make sure you are logged in to your ePALS SchoolMail™ Administrator account.

2.

Click TOOLS in the navigation bar.

3.

Click WEBMAIL.

4.

Click COMPOSE.

5.

In the TO field, enter the email address of the recipients. If you wish to send the message to more
than one person, enter all of the addresses separated by commas. Or, you can click on TO, CC or
BCC to select people from your address book for those fields. (For more information on storing and
organizing email addresses, see page 75.)

Tip: Click the checkbox marked ADD RECIPIENTS(S)
address automatically saved in your address book.

TO address book to have this email

Tip: If you have entries in your address book that include nicknames, you can use the nickname to
address your email. Select one or more nicknames from the list box and click the arrow buttons
to add the nicknames to the To, CC or BCC entries. The nicknames are converted to the correct
email addresses.
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What’s the difference between To, CC and BCC?
To: The main recipient(s). There must always be at least one recipient in To, even if there are
recipients in the CC or BCC fields.
CC (Carbon Copy): Send a copy of your message to other people. Recipients will be able to
see who else got the message.
BCC (Blind Carbon Copy): Send your email to other people without letting them see who else
received it. This protects the privacy of the other recipients, especially if the recipients are
people who don’t know each other.

6.

Type a message title in the SUBJECT box.

7.

Use the pull-down menu to select a signature for this message. You can use a default signature that
is always applied, a custom signature or no signature.

Note: If you have not created a signature, this option will not be available. For more information on
creating Signatures, see page 79.
8.

If you are sending a file with your message, click ATTACHMENTS. Click BROWSE to find the file(s) on
your computer. Select the file you want and then click OPEN. Click ATTACH FILE. Repeat as many
times as necessary. (You will see a list of your attached files.) Click DONE to return to the Compose
message screen.

Tip: File Sharing and Storage is another way you can distribute files. More information on this
feature can be found on page 82.
9.

Enter the text of your message in the message box.

10. Click SPELL CHECK to have the spelling of your message text checked for errors.
11. If you wish to translate this message, use the pull-down menus to select the language to TRANSLATE
FROM and to TRANSLATE TO. Click TRANSLATE. If you change your mind, just click UNDO
TRANSLATION.
Tip: If you want to save the message you've been writing and work on it later, click the SAVE DRAFT
button. (You will be able to find the message in your Drafts folder at any time. For more
information on email folders, see page 72.)
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Tip: To save a copy of the message for yourself when you send it, make sure that the box next to
COPY OUTGOING MESSAGES TO MY SENT ITEMS FOLDER is checked.
12. Click SEND to mail your message now or click SEND LATER to mail this message at a later time. To
cancel this message, click CANCEL. Your message will not be sent or saved.
Tip: Send Later allows you to schedule mail delivery for a specific date and time. Use the pull-down
menus to select the date and time of delivery. Specify the time zone of the recipient. Click QUEUE
MESSAGE. The message will be sent at the specified time.

Folders
This area allows you to manage your email folders. Folders let you organize your email. You can move
messages between folders, create new folders and sub-folders. For example, you might want to have a
folder to hold email concerning accounts for a particular school with sub-folders for each of the teachers
in that school.
Click the FOLDERS button in the Webmail navigation bar to display your email Folders.

The Folders page displays the number of messages saved in each folder, the number of unread messages
and the space used by each folder. Each ePALS SchoolMail™ account has a fixed amount of space available
(shown in the graphic). The Usage Meter above the folder display indicates the amount of space currently
being used.
Tip: You can free up more message space by deleting unwanted messages and emptying your Trash
folder. Click the EMPTY TRASH link to permanently removed messages in your Trash folder.
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System Folders
There are four permanent folders that are common to all accounts:
Inbox:

Mail arrives and remains in this folder until you move or delete it.

Drafts:

Messages that you have saved but haven’t sent are kept here.

Sent Items:

If you choose to save messages as you send them, they are stored here.

Trash:

Deleted messages are stored in the Trash. You can empty the trash by clicking the
EMPTY TRASH link. The system will automatically delete Trash messages after
seven days.

Custom Folders
You can also have custom folders that you create yourself. The combination of system folders and custom
folders makes it easy to file and organize email in a way that is significant for you. Be aware, however, that
you have a limited amount of storage space available, so you should delete unnecessary messages
regularly.
Your list of folders might look something like this:
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To create a new cu stom folder:
1.

Click FOLDERS.

2.

In the CREATE
entry.

3.

By default, the new folder will not be a sub-folder of another folder. To make this a sub-folder of
another folder, click and hold NOT A SUB-FOLDER and select the name of the parent folder.

4.

You can give the new folder a custom appearance to make it more memorable. Click and hold the
COLOR button and select a color.

5.

When finished, click CREATE. The new folder will be displayed in the folder list.

A

NEW FOLDER area, enter the name of the new folder in the FOLDER NAME text

To rename a folder:
1.

Select the folder name from the drop-down list.

2.

Enter the new name in the FOLDER NAME text entry.

3.

Click RENAME. The folder display will be updated.

To remove an empty folder:
1.

Click the REMOVE button shown in the far-right column associated with that folder. The folder
display will be updated.

Note: A folder must be empty before it can be removed.
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Addresses
Address Book allows you to save a list of email addresses as well as handy personal information. The
Address Book displays the full name and email address of persons in your list. You can display your list
of addresses by email, by nickname or by group.

To access your address book:
1.

Click TOOLS.

2.

Click WEBMAIL.

3.

Click ADDRESS BOOK. You will see a list of the contacts in your address book.

Tip: Click an email address link in the address book to send an email to that person.
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To add a contact to your address book:
1.

Click ADD CONTACT at the bottom of the screen.

2.

O P TIONAL: Enter a nickname. (A nickname can be used to quickly address an email. See page 70
for information on using nicknames.)

3.

Enter the first and last name of the contact.

4.

If you want this contact to be added to a group of contacts, select the name of the group from the list.
For more information on Groups of Contacts, see page 77.

5.

Enter the email address for this contact.
A personal and business email can be entered.

6.

Select the PRIMARY EMAIL: Personal or Business.
The primary email indicates which of these two email addresses will be used as the default.

7.

Enter any additional information about this contact in the fields below, such as telephone, street
address, website and personal information.

8.

When you are finished entering information, click SAVE.

To send an email to a contact in your address book:
1.

Select the contact by clicking the checkbox in the left column. You can select more than one contact.

2.

Click SEND EMAIL at the bottom of the screen.
or
Click the email address of the recipient in the EMAIL column.

Note: You can email a group of contacts by clicking on the group name. All members of that group
will receive the email.
To s ort the list of addresses:
1.

Click a column heading to sort your contacts. Click GROUPS AND CONTACTS to sort by group name
or contact name. Click NICKNAME to sort by assigned nicknames. Click EMAIL to sort by email
address.

Note: A small triangle is displayed in one of the column titles. This indicates the sort order (e.g. A to
Z). Click the triangle to change the sort order (e.g. Z to A).
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To delete a contact from your address book:
1.

Select one or more contacts by clicking the checkbox one the left of the entry row.

2.

Click DELETE. The contact information is permanently removed.

Groups of Contacts
You may wish to organize your contacts into groups. For example, you might have a group for teachers at
each school, for library staff, for parent volunteers or for other ePALS SchoolMail™ Administrators. You
must create each contact and then add them to a group.
To create a new group of contacts:
1.

Enter the name of the group in the ADD NEW GROUP entry.

2.

Click ADD GROUP.

Tip: To expand a group of contacts, click on the plus sign (+) to the left of the group.
To move one or more contacts to a group:
1.

Select the contact(s) to be moved by selecting the checkbox at the left end of the entry row.

2.

At the bottom of the screen, click MOVE SELECTED CONTACTS TO.

3.

Select the name of the group to receive the contact(s).

4.

Click APPLY.
These contacts will be moved to the new group.

Note: Contacts can be listed in more than one group. Use Copy selected contacts to copy the contact
to another group.
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To copy one or more contact s to another group:
1.

Select the contact(s) by selecting the checkbox at the left end of the entry row.

2.

At the bottom of the screen, click COPY SELECTED CONTACTS TO.

3.

Select the name of the group to receive the contact(s).

4.

When contact information is copied, you can create a copy that is linked to the original entry or you
can create another entry that is independent of the other entry.
To duplicate the entry so that any future changes will affect this copy and the original, select SOFT
COPY.
To create a copy of an existing entry that will exist independently and will not affect or be affected by
changes to the original, select HARD COPY.

5.

Click APPLY. These contacts will be copied to the new group. They will not be removed from the
original group.

To remove a contact from a group:
1.

Select the group(s) to be removed by selecting the checkbox at the left of the entry row.

2.

Click UNGROUP SELECTED. The contacts are removed from the group.

Note: The contacts are not removed from the address book, just from the group.

Importing and Exporting Address Information
You can import a list of contacts from another address book. The list of contacts must be contained in a
.csv file. Similarly, you can export the list of contacts in your ePALS SchoolMail™ address book to other
mail programs. The exported file will be a CSV (Comma Separated Value) spreadsheet file.
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To import address book information:
1.

From the Addresses page, click IMPORT CONTACTS.

2.

Enter a file name. (Click BROWSE to search your computer for the file.)

3.

If you want to add these contacts to an existing group in your address book, click IMPORT TO
GROUP and use the menu to select a group name.

4.

Click IMPORT to import the new contacts or click CANCEL to exit.

To export address book information:
1.

From the Addresses page, click EXPORT CONTACTS.

2.

Select the field(s) to be exported.

Tip: To select multiple fields,
On a PC: Press the Ctrl-key while clicking
On a Mac: Press the -key while clicking.
3.

Enter a filename in the EXPORT AS entry.

4.

Click EXPORT to export the file to your computer or click CLOSE to exit.

Signatures
Signatures appear at the bottom of email messages that you send. They usually provide identifying
information such as your name, title and contact information. Some people also include a quote or saying
that they like. If you have more than one signature, you can select which one you would like to use.

To create a signature:
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1.

Make sure you are logged in to your ePALS SchoolMail™ Administrator account.

2.

Click TOOLS in the navigation bar.

3.

Click WEBMAIL.

4.

Click SIGNATURE. Your default signature will be displayed (if you have created one).

5.

Click NEW SIGNATURE.

6.

Enter a name for this signature. (The first signature you create is the default signature. You do not
need to provide a name for this signature.)

7.

Enter the text of your signature in the text box.

8.

Click UPDATE. Click CANCEL to exit without saving this signature. The new signature will now
appear in the pull-down list on the Signature page, as well as when creating a new email.

To edit a signature:
1.

From the Signatures page, use the pull-down menu to select a signature.

2.

Click EDIT. The text of the signature is displayed.

3.

Make any required changes to the text.

4.

Click UPDATE. Click CANCEL to exit without saving this signature.

To delete a signature:
1.

From the Signatures page, use the pull-down menu to select a signature.

2.

Click DELETE.

3.

You will be asked to confirm that you want to delete this signature. Click YES to delete or click NO to
cancel.

Note: You cannot delete your default signature.
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Email Broadcast
Email Broadcast makes it easy for you to send email messages to a targeted group of teachers and/or
students. Using a search interface similar to the one used for account management, you can find and
choose groups of students or teachers as recipients for an email based on your search criteria.

To prepare an email broadcast:
1.

Click the TEACHER and/or STUDENT checkboxes to indicate whether the message is going to
teachers, students or both.

2.

Enter the search criteria to specify the users to whom you want to send this message. You can use
any combination of these criteria in your search: username, first or last name, school, grade or
subject (teachers only).

Tip: To select multiple schools or grades,
On a PC: Press the Ctrl-key while clicking.
On a Mac: Press the -key while clicking.
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3.

Click DISPLAY MATCHES. You will be shown a list of all the members of your community who match
the criteria. By default, all of these users will receive the message you create. You can remove users
from this list by clicking on them.

4.

Click NEXT when the list is complete. A compose message page is displayed where you can create an
email message for broadcast to the selected recipients. You can add attachments to your message if
required. You can also translate your message to another language. For more information on
creating email messages, see page 70.

5.

When your message is complete, click SEND.

File Sharing and Storage
The File Sharing and Storage tool allows you to store files and retrieve them from any computer, anywhere.
In addition, you can use File Sharing to distribute and collect files from colleagues located anywhere in
your ePALS SchoolMail™ system.
You have three storage areas that have different access privileges:
My Private Files:

These are files that you have added to your ePALS SchoolMail™ system. Only
you have access to these files.

My Shared Files:

These are files that you have added to your ePALS SchoolMail™ system and
have designated as available to other users.

Other Shared Files:

These are files that other members of your ePALS SchoolMail™ System have in
their “My Shared Files” folder.

To access the File Sharing and Storage tool:
1.

Ensure that you are logged in to your ePALS SchoolMail™ Administrator account.

2.

Click TOOLS.

3.

Click FILE SHARING AND STORAGE. You will see a screen that displays the files currently saved in
your storage area. To view your other storage areas, use the pull-down menu to select a file type and
click GO.
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Each account is allotted a fixed amount of space for file storage. The usage meter on this page indicates
how much file space you are currently using and how much space you have available.

Tip: If you are running out of space, try deleting some unused files or contact ePALS SchoolMail™
Support for additional space.

Managing Your Private Files
When you first enter the File Sharing and Storage area, you will see a list of files currently stored in your
private folder. There are three things you can do in your Private Files area: Uploading, Downloading and
Sharing.

Uploading
You may want to add a file to your Private folder (for example, to store a document so you can work on it
from home later). You can also upload and send a file directly to another user.

To upl oad a private file:
1.

From the File Storage and Sharing page, click UPLOAD FILE.

2.

Use the pull-down menu to select MY PRIVATE FILES.
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3.

Click BROWSE to find the file you wish to upload on your computer, disk or network and choose that
file.

4.

When you have selected the file, click UPLOAD.
You will see a message that says: “The selected file has been uploaded.” You can now download
this file using any Internet-connected computer.

5.

Click CLOSE when you are done uploading files.

To send a file directly to another user:
1.

From the File Storage and Sharing page, click UPLOAD.

2.

Click USERNAME and enter the username of the person to receive this file.

Note: The username is the first part of the user's email address (i.e. the part that comes before the @
symbol).
3.

Click BROWSE to find the file you wish to upload on your computer, disk or network and choose that
file.

4.

When you have selected the file, click UPLOAD.

5.

Click CLOSE when you are done uploading files.

Downloading
You can download files from your Private folder to your computer (so you can work on it from home, for
example).
To downl oad a file:
1.

From the File Storage and Sharing page, use the pull-down menu to select MY PRIVATE FILES.

2.

Click GO. A list of file names will appear as links.

3.

Click on the link for the file you want to download.

4.

Follow the instructions on-screen.
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Sharing
You can allow other members of your ePALS SchoolMail™ community to access a file by moving it from
your Private Folder to your Shared Folder.
To share a file:
1.

From the File Storage and Sharing page, use the pull-down menu to select MY PRIVATE FILES.

2.

Click GO.

3.

Select the file(s) to move by clicking on the corresponding checkboxes.

4.

To share the file(s) with any teachers or administrators in your community, click MY SHARED
FILES.
or
To share this file with a specific user, click USERNAME and enter the username of that person.

Note: The username is the first part of the user's email address (i.e. the part that comes before the @
symbol).
5.

Click MOVE. You will see a message that confirms that the action was successful.

Managing Your Shared Files
Your shared files are those that are available for other members of your ePALS SchoolMail™ community to
download. There are several things you can do to your Private Files area: Uploading, Downloading,
Moving and Deleting. You can also view other people’s public files and consult the log to view recent file
sharing activity among your users.

Uploading
Upload files you want to share with other users. You can also upload and send a file directly to another
user.
To add a file to your Shared folder:
1.

From the File Storage and Sharing page, click UPLOAD FILE.
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2.

Use the pull-down menu to select MY SHARED FILES as the destination.

3.

Click BROWSE to find the file you wish to upload on your computer, disk or network and choose that
file.

4.

Click UPLOAD.

To send a file directly to another user:
1.

From the File Storage and Sharing page, click UPLOAD FILE.

2.

Click the USERNAME button and enter the username of the person to receive this file.

Note: The username is the first part of the user's email address (i.e. the part that comes before the @
symbol).
3.

Click BROWSE to find the file you wish to upload on your computer, disk or network and choose that
file.

4.

When you have selected the file, click UPLOAD.

5.

Click CLOSE when you are done uploading files.

Downloading
You can download files from any Internet-connected computer.
To downl oad a file already in your Shared fol der:
1.

From the File Storage and Sharing page, use the pull-down menu to select MY SHARED FILES.

2.

Click GO.

3.

From the list of files, click the linked name of the file you want to download.
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Moving
You may wish to move a file from your Shared Folder to the Private Folder, to discontinue access to that
file by other members of your ePALS SchoolMail™ community.
To move a file:
1.

From the File Storage and Sharing page, use the pull-down menu to select MY SHARED FILES.

2.

Click GO.

3.

Select the files you want to move by clicking the checkboxes.

4.

Click the button next to MY PRIVATE FILES.

5.

Click MOVE.

Viewing Other Shared Files
You can view files in the Shared folder of other users.

To view Other Shared Files:
1.

From the File Storage and Sharing page, use the pull-down menu to select OTHER SHARED FILES.

2.

Click GO. You will see a list of other members of your ePALS SchoolMail™ community.

Note: You will only see the names of members of your community who have uploaded shared files.
3.

Select a member from the list and click GO to view the contents of their Shared Folder.
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4.

To download a file from the user’s Shared folder, click the linked file name.

View Log
The log file contains a record of file sharing and storage events, including the users involved, the files
sizes and the date and time of the activity.
To view the activity log:
1.

From the File Storage and Sharing page, click VIEW LOG.

2.

Click CLOSE to return to the main File Sharing and Storage area.

Deleting Files
Deleting files permanently removes them from your storage area.
To delete a file:
1.

From the File Storage and Sharing page, use the pull-down menu to select the appropriate folder.

2.

Click GO.

3.

Select the files by clicking the checkboxes next to the names of the files you want to delete.

4.

Click DELETE. You will be asked to confirm this action. Click YES to delete the files or NO to return to
the main screen without deleting any files.
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Personal Information
This area displays your personal information which was provided when your account was initially
created. You should check this information to ensure that it is correct (i.e. the spelling of your name, the
list of schools for which you have responsibility, etc.).

Make any required changes to this personal information, then click APPLY to save those changes.
First Name

Your first name.

Last Name

Your last name.

Email Address

Your ePALS SchoolMail™ Community email address.

Password

Click CHANGE to reset your password.

Language

To change the language your system is displayed in, select a
language from the pull-down menu. For example, if you prefer to
work in Spanish, select SPANISH to see links and prompts in
Spanish.

District

This is your ePALS SchoolMail™ Community District.
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Schools

This is a list of schools for which you have administrative
responsibility.

Webmail Auto-Reply

This is an automatic email that replies to email you receive when
you are away from the office. Click VIEW/EDIT to change your
Webmail Auto-Reply. For more information on setting up AutoReply, see page 90.

Webmail Signature

This is the signature that is used to sign your email messages. Click
VIEW/EDIT to change your Webmail signature.

Webmail Auto-Reply
Sometimes, you may wish to have a reply automatically sent in response to email you receive when you
are away. For example, during academic breaks, you may wish to let people know when you will be back
and checking your messages.

To create an Aut o-Reply:
1.

Click TOOLS.

2.

Click PERSONAL INFORMATION.

3.

Click WEBMAIL AUTO-REPLY: VIEW/EDIT. The auto-reply screen will be displayed.

4.

Click the checkbox next to ACTIVATE WEBMAIL AUTO-REPLY. This turns on your Auto-Reply
feature. A checkmark indicates that auto-reply is active. If there is no checkmark, your auto-reply is
turned off.

5.

Enter a subject in the email SUBJECT line.
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6.

In the message box, enter the message you wish to have automatically sent.

7.

Click UPDATE.

8.

When finished, click DONE.

To turn your Aut o-Reply On and Off:
1.

Click WEBMAIL AUTO-REPLY: VIEW/EDIT.

Note: If Auto-Reply is active, an indicator will be displayed on your Inbox or Personal Information
page.
2.

Click the checkbox next to ACTIVATE WEBMAIL AUTO-REPLY.
This turns your Auto-Reply feature on or off. A checkmark indicates that auto-reply is active. If there
is no checkmark, your auto-reply is turned off.

3.

Click UPDATE.

Webmail Signature
This is the default signature used to sign your email messages. You can have one signature or several. For
more information on creating and using Signatures, see page 79.
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System
The System area of the ePALS SchoolMail™ administrative interface allows you to add a list of schools in
your ePALS SchoolMail™ district, define the grades and subjects taught in those schools and make
District-wide changes.

Settings
As an administrator, you have the power to make changes that will affect all of your teachers and students
at all of your schools. This includes monitoring levels and support information.
To access your Di strict-wide settings:
1.

Click SYSTEM.

2.

Click SETTINGS. You will see a form like this:
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Flagged Words
In the Flagged Words area you can adjust the words that the ePALS SchoolMail™ filters considers to be
profanity when detected in student messages.
The Flagged Words list works in conjunction with your Email Filter Levels in the following way:
Level 1: At this level, every message a student sends or receives requires a monitor’s approval. If a
word on the Flagged Word is found in a message, the Flagged Word icon will be displayed
to indicate that there might be inappropriate language. The word will also be highlighted in
the message.
Level 2: Only messages containing inappropriate language require a monitor’s approval for students
on this level of monitoring. If a word on the Flagged Word is found in a message, the Flagged
Word icon will be displayed and the message will require a monitor’s approval before it
reaches its destination.
Level 3: Monitor will receive only inappropriate messages. Inappropriate messages are all
messages containing a word from the Flagged Word list. The Flagged Word icon will be
displayed next to these messages and will require approval before being sent onto the
recipient.
Level 4: Students will not have their messages scanned for words from the Flagged Words list.
When using Filter Levels 1, 2 or 3, when an email is found to contain a Flagged Word, the monitor will see
this icon:

To add a word to the Flagged Words list:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the VIEW/EDIT link next to FLAGGED WORDS.

4.

Enter a word in the text box and click CHECK to see whether the word is already on the list of flagged
words.
If the word is not currently flagged, it will appear with an
adding it to your Flagged Word list.

icon and you will have the option of
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5.

Click a radio button to request the system to check email for the word on its own as an exact match,
or you can look for it both on its own and as part of another word:

For example, if you flagged "cat" using the part of a word option, the words "category" and "scatter"
would also be flagged.
6.

Click ADD WORD. You will receive a message saying: “Word added to your flagged words list”.

For more information about email monitoring settings, see page 92.
To remove a word from the Flagged Words lis t:
1.

Click the VIEW/EDIT link next to Flagged Words.

2.

Enter a word in the text box and click CHECK to see whether the word is already on the list of flagged
words. If the word is currently flagged, you will see a message like this:

3.

To remove the word from your Flagged Word list, click UNFLAG WORD. You will receive a message
saying: “Word removed from your flagged words list.”

Email Filter Languages
The Email Filter Languages link allows you to view and adjust the languages in which student email is
examined for inappropriate content. When a language is turned on, the Flagged Words List will be used to
look for profane words in that language in student email messages.
To adju st the email filter languages:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the checkbox next to EMAIL FILTER LANGUAGES to activate this area.
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4.

Use the pull-down menu for each language to select whether filtering in this language should be
enabled or disabled.

5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will apply to new
accounts only) or
update the current settings for users at the selected school(s) (i.e. will apply
to all existing accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.

Access Level
The access level determines where students can send email to and receive email from. Student access
levels are restricted to one the following options:
Class/Monitor
Students are limited to mailing other students who have the same monitor. Choose this access
level if you want students to use email only for internal exercises within the classroom.
School
Students are limited to mailing students and teachers in the same school. Choose this access level
if you want students to use email only for school-based projects and communication.
District
This option, available only if your ePALS SchoolMail™ system includes multiple schools, limits
students to mailing students and teachers at schools created within your system. Choose this
access level if you want students to use email only for district- and school-based projects and
communication.
ePALS SchoolMail™
This option limits students to emailing people who are using ePALS SchoolMail™ in their schools.
Choose this access level if you want students to use email only for communication and projects
with other schools using ePALS SchoolMail™.
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ePals
This option allows students to email any address that contains epals.com as part of the domain
(i.e. support@epals.com, administrator@schoolmail.epals.com). This includes anyone at your
school and other schools using ePALS SchoolMail™, as well as members of ePALS.com. Choose
this access level if you want students to use email to communicate with each other and with
members of the ePALS Global Community.
Internet
This option allows your students to email anyone with an email address, whether they are inside
your district, part of ePALS or using the Internet through other means. Choose this access level to
allow students to email anyone, anywhere.
To change the Access Level:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the checkbox next to ACCESS LEVEL to activate this area.

4.

Use the pull-down menu to select the level of access for student accounts.

5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will apply to new
accounts only) or
update the current settings for users at the selected school(s) (i.e. will apply
to all accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.
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Filter Level
Filter levels control the level of monitoring required for students at this school. Level 1 is the most
stringent and Level 4 the least.
Level 1
The Monitor must approve every message sent and received regardless of content.
Level 2
The Monitor receives a copy of every message sent or received, but must approve only those which
contain profanity. (See Flagged Words, page 93, for more information on how messages are flagged for
profanity.)
Level 3
The Monitor will only receive messages that contain profanity. These messages will require approval
before reaching their destination.
Level 4
All content filters are off. The Monitor will only receive copies of student messages if ePALS SchoolMail™
is set to flag messages with attachments and then only if the message has an attached file.
To change the Filter Level:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the checkbox next to FILTER LEVEL to activate this area.

4.

Use the pull-down menu to select the level of filtering for student accounts.

5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will
apply to new accounts only) or
update the current settings for users at the selected school(s) (i.e.
will apply to all accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.
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Flag Attachments
You can indicate whether email messages with attachments should be monitored on their way to or from
students. Select Yes or No from the pull-down menu. If you select Yes, all messages containing
attachments will require a monitor's approval before they are sent.
To set Flag Attachments:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the checkbox next to FLAG ATTACHMENTS to activate this area.

4.

Use the pull-down menu to select Yes or No.

5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will apply to new
accounts only) or
update the current settings for users at the selected school(s) (i.e. will apply
to all accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.

Support Email Address
The support email address is where help queries from teachers and students will be sent. You can answer
these questions or you can delegate the task to another administrator. You can use any email address as
your support address; the address does not have to be one that is part of your ePALS SchoolMail™ system,
though the person receiving these messages should be someone with Administrator access.
Note: When you select FUTURE SCHOOLS from the list and tick the AS THE DEFAULT checkbox,
you are creating a default setting for your district. In addition to being applied to accounts at
new schools, the specified Support Address and Logout URL will be used for any teachers
who are assigned to multiple schools, as well as for all administrators.
98

To change the support email address:
1.

Click SYSTEM.

2.

Click SETTINGS.

3.

Click the checkbox next to SUPPORT EMAIL ADDRESS to activate this area.

4.

Enter the email address where you want support emails to go.

Tip: You can enter multiple support addresses. Use a comma to separate the addresses.
Example: address1@epals.com,address2@epals.com
5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will apply to new
accounts only) or
update the current settings for users at the selected school(s) (i.e. will apply
to all accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.

Logout URL
You can designate a specific URL that users go to when they log out of ePALS SchoolMail™. For example,
this could be a school or district website.
Note: When you select FUTURE SCHOOLS from the list and tick the AS THE DEFAULT checkbox,
you are creating a default setting for your district. In addition to being applied to accounts at
new schools, the specified Support Address and Logout URL will be used for any teachers
who are assigned to multiple schools, as well as for all administrators.
To specify a log out URL:
1.

Click SYSTEM.
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2.

Click SETTINGS.

3.

Click the checkbox next to LOGOUT URL to activate this area.

4.

Enter the URL. Example: www.epals.com

5.

Select the school(s) that this option should apply to.

6.

Use the checkboxes to indicate whether this change should be:
•
•

the default for new accounts at the selected school(s) (i.e. will apply to new
accounts only) or
update the current settings for users at the selected school(s) (i.e. will apply
to all accounts).

Tip: Select both checkboxes to change all existing accounts and update the defaults for future
accounts.
7.

Click APPLY. Click CANCEL to exit without saving your changes.
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Schools
The Schools area of the ePALS SchoolMail™ administrative interface contains information on all of the
schools within your District. You can also make changes to school settings from this area.
This includes changes to:
•
•
•

the school’s information
the school’s Support Email address
the school’s student email Monitoring Settings

To view information on s ch ool s in your Di str ict:
1.

Click SYSTEM.

2.

Click SCHOOLS. A list of the schools in your on your ePALS SchoolMail™ system will be displayed, as
shown in the example below.

There are three functions available from the Schools screen: View or Edit School Information, Add New
School and Delete Schools.
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View or Edit School Information
You can view or edit details such as address, support contact information and default filter values for any
school.
Note: Changes to default monitoring values will affect new accounts only. Existing accounts are not
affected.
To edit a sch ool's information:
1.

Click SYSTEM.

2.

Click SCHOOLS.

3.

Click the VIEW/EDIT link to the right of the school name.

4.

Make any required changes (as described below).

5.

Click APPLY to save these changes or click CANCEL to exit without saving.

Support Email Address
The support email address is where help queries from teachers and students at this school will be sent.
You can answer these questions or you can delegate the task to another administrator. You can use any
email address as your support address; the address does not have to be one that is part of your ePALS
SchoolMail™ system, though the person receiving these messages should be someone with Administrator
access.
Tip: You can use multiple support addresses. Use a comma to separate email addresses.
Example: address1@epals.com,address2@epals.com
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Access Levels
The access level determines where students can send email to and receive email from. You can adjust this
setting by using the pull-down menu.
Student access levels are restricted to one the following options:
Class/Monitor
Students are limited to mailing other students who have the same monitor. Choose this access
level if you want students to use email only for internal exercises within the classroom.
School
Students are limited to mailing students and teachers in the same school. Choose this access level
if you want students to use email only for school-based projects and communication.
District
This option, available only if your ePALS SchoolMail™ system includes multiple schools, limits
students to mailing students and teachers at schools created within your system. Choose this
access level if you want students to use email only for district- and school-based projects and
communication.
ePALS SchoolMail™
This option limits students to emailing people who are using ePALS SchoolMail™ in their schools.
Choose this access level if you want students to use email only for communication and projects
with other schools using ePALS SchoolMail™.
ePals
This option allows students to email any address that contains epals.com as part of the domain
(i.e. support@epals.com, administrator@schoolmail.epals.com). This includes anyone at your
school and other schools using ePALS SchoolMail™, as well as members of epals.com. Choose this
access level if you want students to use email to communicate with each other and with members
of the ePals Global Community.
Internet
This option allows your students to email anyone with an email address, whether they are inside
your district, part of ePALS or using the Internet through other means. Choose this access level to
allow students to email anyone, anywhere.

Filter Levels
Filter levels control the level of monitoring required for students at this school. Level 1 is the most
stringent and Level 4 the least. Changing the filter level will affect new accounts at this school but will not
affect existing accounts. To change filter levels on existing accounts, go to System, and then click
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SETTINGS. Set the new filter level and select the school(s) this change should apply to. Click the second
checkbox to indicate that changes should affect current accounts at the selected school(s).
Level 1
Monitor must approve every message sent and received regardless of content.
Level 2
Monitor receives a copy of every message sent or received, but must approve only those which
contain profanity. (See Flagged Words, page 93, for more information on how messages are flagged
for profanity.)
Level 3
Monitor will only receive messages that contain profanity. These messages will require approval
before reaching their destination.
Level 4
All content filters are off. Monitor will only receive copies of student messages if ePALS
SchoolMail™ is set to flag messages with attachments and then only if the message has an attached
file.

Flag Attachments
You can indicate whether email messages with attachments should be monitored on their way to or from
students. Select Yes or No from the pull-down menu. If you select Yes, all messages containing
attachments will require a monitor's approval before they are sent. Changing this option will affect new
accounts at this school but will not affect existing accounts. To change this option on existing accounts,
go to SYSTEM, and then click SETTINGS. Set the option and select the school(s) this change should apply
to. Click the second checkbox to indicate that changes should affect current accounts at the selected
school(s).

Email Filter Languages
This option allows you to adjust the languages in which email is examined for inappropriate content.
These settings apply only to the school you have selected. For each language, indicate whether you would
like email filters to be active. Use the pull-down menu to select ON or OFF. If you do not want to change the
existing settings, select USE CURRENT SETTING. When you are satisfied with the settings, click UPDATE.

104

Adding New Schools
You can enter new schools into the ePALS SchoolMail™ system at anytime by clicking the ADD NEW
SCHOOL button on the Schools screen.
Note: Your ePALS SchoolMail™ license allows you to create as many schools as you wish. However, you
have a limited number of teacher, student and administrator accounts.
To add new sch ool s:
1.

Enter the name of the new school exactly as you would like it to appear, with the correct
capitalization, punctuation and spaces.

2.

Type two colons, like this: ::

3.

Enter a school username after the colons. This is a short version of the school's name. For example,
if the school name was Riverdale High School, you might use riverdale_hs or RHS. This username is
used in pull-down menus and other locations where space is limited.

Note: The school username is limited to letters, numbers or the underscore character ( _ ). The
school name can use a wider range of characters.
4.

Enter the name and username of any other schools you want to add. Each school must appear on a
separate line. The completed entries on your list of schools should look like this:

5.

Select the domain for the school using the pull-down menu. The domain is the part of the email
address that appears after the @ symbol.

Note: You will only have to choose a domain if your ePALS SchoolMail™ system has licensed
multiple domains.
6.

Click NEXT. You will see your list of schools with the new additions. To abandon these changes and
return to the list of schools, click BACK.

105

Delete a School
If you wish, you can remove a school from your system. Be aware, however, that you cannot delete any
schools to which users are assigned. You must first move the users to a different school using the tools in
User Administration. (Information on moving teacher accounts is available on page 13. Information on
moving student accounts can be found on page 25.)
To delete one or more school s:
1.

On the Schools page, select the schools to be deleted by clicking the checkbox to the left of the
school name.

2.

Click DELETE. You will be asked to confirm that you wish to delete schools. Click YES to continue or
click NO to go back to the Schools screen.

Grades
This screen shows a list of all of the grades currently in use in your District and the age ranges of students
in those grades.
Note: Only the District Administrator can make changes in this area.
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To view the grades in your District:
1.

Click SYSTEM.

2.

Click GRADES. A list of the grades taught in your District will be displayed, as shown in the example
below.

A set of standard grades with typical age ranges is added for you when the District is initially set up. Each
grade is identified with a name. This can be a standard grade or it can be a custom grade level such as
Special Education or Integrated Classroom. A default age range is applied to each grade.
Students can be identified with a grade from this list when their account is created or by editing their
account information. (See page 29 for more information on searching for student accounts.)
To modify standard grades:
1.

Use the pull-down menus to adjust the age range for each grade.
Example: Grade 8 might have an age range of 13 to 14 while Special Education might have an age
range of 6 to 18.

Note: You can also return the grades to the default settings that all ePALS SchoolMail™ systems
begin with by clicking RESTORE DEFAULTS. This will delete all custom changes that you may
have made to the grades used by your District.
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2.

If a standard grade is not in use in your District, use the pull-down menu to apply DO
this grade.

3.

Click APPLY to save these changes or click CANCEL to exit without saving your changes.

NOT USE to

To add cust om grades:
1.

You can overwrite a grade that is not in use (displays DO
ADD MORE GRADES to add empty custom grades.

2.

Enter a name for the grade. Example: Grade 9, Integrated Classroom, Special Education.

3.

Use the pull-down menus to select an age range for this grade. Example: Grade 8 might have an age
range of 13 to 14 while Special Education might have an age range of 6 to 18.

4.

Select USE from the pull-down menu in the far right column.

5.

Click APPLY to save these grades or click CANCEL to exit without saving.

NOT USE in the far right column) or click

To delete grades:
1.

Select the DO NOT USE option in the pull-down menu for any grade.
or
If you have created custom grades using the ADD MORE GRADES button, tick this checkbox to the
left of the grade(s) and click DELETE.

2.

Click APPLY to save these changes or click CANCEL to exit without saving.

When you have updated all grades, click APPLY to save your changes. Once the changes are confirmed,
click CANCEL to leave this screen. You can also click CANCEL before saving to cancel any changes you
have made.

Subjects
This screen shows a list of all of the subjects currently in use in your District. This information is used to
help organize teachers in your ePALS SchoolMail™ system.
Note: Only the District Administrator can make changes in this area.
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To view the subjects in your Di strict:
1.

Click SYSTEM.

2.

Click SUBJECTS. A list of the subjects taught in your District will be displayed, as shown in the
example below.

A set of standard subjects is added for you when the District is set up. Each subject is identified with a
name.
To modify standard subjects:
1.

Type the new information in the appropriate text box.

2.

Click APPLY to save your changes or click CANCEL to exit without saving.

Note: You can also return the subjects to the default settings that all ePALS SchoolMail™ systems
begin with by clicking RESTORE DEFAULTS. This will delete all custom changes that you may
have made to the subjects used by your District.

To add a new subject to your Distri ct:
1.

Click ADD MORE SUBJECTS.

2.

Enter a name for the subject in the text entry.

Note: Subject names must be unique.
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3.

Select USE from the pull-down menu on the right.

4.

Click APPLY to save these changes or click CANCEL to exit without saving.

To delete a subject:
1.

Select the DO NOT USE option in the pull-down menu for any subject.
or
If you have created custom subjects using the ADD MORE SUBJECTS button, tick this checkbox to
the left of the subject(s) and click DELETE.

2.

Click APPLY to save these changes or click CANCEL to exit without saving.
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Reports
Click REPORTS to view statistical information about your ePALS SchoolMail™ system. The system report
will contain the following information:
Active Accounts
• Number of active teacher, student and administrator accounts
• Number of times your maximum session limit was reached
(The maximum session limit refers to the maximum number of users who can be using your ePALS
SchoolMail™ system at the same time.)
Disabled Accounts
• Number of inactive teacher, student and administrator accounts
Monitors
• Number of teachers monitoring student email
Schools
• Total number of schools
Student Email Filter Levels
• Number of students at each Filter Level (1-4)
• Number of student accounts with Flag Attachments on
• Number of student accounts with Flag Attachments off
Forums
• Number of moderated forums
• Number of unmoderated forums
Chatrooms
• Number of private, password-protected chatrooms that have been created

Contact Information
This area contains contact information for your school district such as name and address. You can
change this information by typing in the text boxes. Click APPLY to save your changes or click CANCEL to
exit without saving.
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Support
As an ePALS SchoolMail™ Administrator, there are two aspects to providing support. On the one hand,
either you or another Administrator will be providing support to members of your educational
community. At the same time, you may be seeking support from ePALS from time to time, should a problem
arise that you are unable to resolve.
ePALS provides you with materials to assist you in your support role and to minimize the time and hassle
involved in seeking outside help. In addition to this guide, we encourage you to read The Teacher’s Guide
to ePALS SchoolMail™. You may wish to create a teacher account as well, so you can explore the Interactive
Tutorial that is available on teachers’ homepages.
In addition, there are several avenues of support provided in the Administration console. Click the
SUPPORT button in the SchoolMail™ navigation bar to access Support information. You should check all
these areas of information before you contact ePALS. If you are unable to resolve a problem, you can use
the Support Form to request assistance. Filling out this form completely will make it easier for ePALS staff
to respond to your problem in a timely manner. Refer to the Support Form section of this guide for more
information on using the Support Form.

FAQ
The Frequently Asked Questions list (or FAQ) provides answers to questions that are often asked by
users. This list should be the first place to check for answers to questions you might have.

Known Issues
The list of Known Issues documents issues or problems that are acknowledged in the current version of
ePALS SchoolMail™. Where available, workarounds or possible solutions to problems will be provided.

Update Log
From time to time, new releases of ePALS SchoolMail™ provide new features and functionality. This may
also mean that certain features work in a different way or that certain functions or buttons may be
relocated in the Administration console.
If you find that a feature is behaving differently than when you used it last, check the Update Log. It may be
that the feature has been updated or new functionality has been provided to streamline the work process.
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Support Form
If you have checked all of the above sources of information and are still unable to resolve a problem, you
should submit a Support Form to ePALS Support.
Make sure that you fill out the Support Form as completely as possible. A lack of information may make it
difficult or impossible to solve the problem. It is also helpful to try to reproduce the problem.
Provide the following information:
Short description of the problem
Give a brief description or subject that we may use to refer to the current issue.
Email address
Your email address. This allows us to contact you for further information if required.
Time when the problem occurred
This may have an effect on information transfer or traffic on the Internet.
Details
Provide as much detail on the problem as possible. Include steps you followed before the problem
occurred, the effect the problem had on your system and the involvement of other users.
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Appendices
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Support for Teachers
ePALS SchoolMail™ is developed specifically with the needs of teachers in mind. To help educators
become familiar with the system, we offer The Teacher’s Guide to ePALS SchoolMail™, a downloadable
PDF document that describes the ePALS SchoolMail™ system and provides tips on maximizing its usage in
individual classrooms. Also available is the ePALS SchoolMail™ Online Tutorial, a multimedia
presentation designed to introduce new users to the key tools and features of the System.
In the event that teachers require further assistance with ePALS SchoolMail™, they can send an email to
their Administrator simply by clicking the SUPPORT link that appears in the ePALS SchoolMail™ Teacher
interface’s navigation bar. The email will be sent to the support address that has been designated for the
school to which the teacher is assigned, and the appropriate Administrator can assist the teacher or
contact ePALS Support, should the situation require greater expertise.
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Common Tasks and Questions
This section of the guide provides quick instructions on how to handle some common situations, based
on feedback from other ePALS SchoolMail™ Administrators.

Forgotten Passwords
If a teacher or student forgets a password, you will receive an email notification. This email will tell you
the person’s first name, last name and user name.
To check for forgotten passw ord notifications:
1.

Click TOOLS in the toolbar.

2.

Click WEBMAIL.

3.

Click MY INBOX.

4.

Look for an email with the subject: User Password Request.

5.

Click USER PASSWORD REQUEST to find the account information for the person whose password
has been forgotten.

6.

Take note of the person’s name and account details.

To reset the pass w ord:
1.

Search for the user. If you know the user’s account type, make sure you use the correct search. If you
are unsure of the user’s account type, you will have to try search both Student and Teacher
accounts. (See page 16 for information on searching teacher accounts and page 29 for information
on searching student accounts.)

2.

Click the VIEW/EDIT link for the account.

3.

Click the RESET button (next to PASSWORD in the account information).

4.

Provide the new password to the user.

Note: You cannot send the new password to them via ePALS SchoolMail™ since the user cannot
access the account until the new password is received.
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Temporarily Deactivating a User
You may wish to temporarily limit a teacher, student or administrator’s access to your ePALS SchoolMail™
system. You can disable an account and later re-activate or permanently delete the account.
To temporarily disable an account:
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click the account type (Teachers, Students or Administrators).

3.

Search for the account(s). (See page 16 for information on searching teacher accounts and page 29
for information on searching student accounts.)

4.

Select one or more accounts by clicking on the checkboxes on the left.

5.

Click DELETE.

6.

You will be asked to confirm the procedure. Click YES to proceed or NO to cancel.

Note: The person whose account has been deactivated in this way will no longer be able to log in
to your ePALS SchoolMail™ system. Any email that is destined for this account will be
returned to the sender as undeliverable.
To reactivate an account:
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click DISABLED ACCOUNTS.

3.

Select one or more accounts by clicking on the checkboxes on the left or click SELECT ALL if you
wish to reactivate all of the accounts.

4.

Click ACTIVATE.

5.

Click CLOSE.

Note: The person whose account has been activated will now be able to log into your ePALS
SchoolMail™ system using the same password that had been used in the past.
Note: You can reset the password if required following the instructions on page 117. Any settings
that had previously been applied to the account will remain in place.
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Changing Student Monitors
There are two ways to change the monitor for any student accounts. If you know the current monitor for
the student accounts to be changed or if you want to reassign all students who are currently monitored by
the same teacher, use Method #1. If you don’t know the current monitor is for the accounts to be changed
or if you want to select students regardless of their current monitors, choose Method #2.

Method #1 - Search for Teacher
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click TEACHERS.

3.

Search for the account. (See page 16 for information on searching teacher accounts.)

4.

Click the VIEW link to view the students assigned to this teacher.

5.

Use the checkboxes to select the students you want to reassign.
or
Click SELECT ALL to reassign all students assigned to this teacher.

6.

Click PROPERTIES.

7.

Use the MONITOR pull-down menu to select a new monitor.

Note: You can only choose from monitors at the school to which the students are assigned.
8.

Click APPLY.
You will see the following message: “Account(s) Updated”.

9.

Click CLOSE.

Method #2 - Search for Students
1.

Click USER ADMINISTRATION in the navigation bar.

2.

Click STUDENTS.
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3.

Search for the account. (See page 29 for information on searching student accounts.)

4.

Use the checkboxes to select the students or click SELECT ALL.

5.

Click PROPERTIES.

6.

Use the MONITOR pull-down menu to select a new monitor.

Note: You can only choose from monitors at the school to which the students are assigned.
7.

Click APPLY.
You will see the following message: “Account(s) Updated”.

8.

Click CLOSE.

Changing Grades and Schools
There are three tasks you may need to complete when you finish a school year or term:
•
•
•

Assign students to a new grade.
Assign students to a new monitor.
Assign students to a new school.

You can perform these tasks in the same way at any time.
1.

Login to your ePALS SchoolMail™ administrator account.

2.

Click USER ADMINISTRATION in the navigation bar.

3.

Click STUDENTS.

4.

Use the search tool (as described on page 29) to find the student or group of students whose details
need to be changed. (For example, search for all Grade 6 students at a particular school.)

5.

Click SELECT ALL or use the checkboxes to select from the list those students whose details need
to be changed.

Note: All the students you select should be destined for the same new settings.
6.

Click PROPERTIES.
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7. Use the pull-down menus to select the new details. You can change schools, grades, monitors and
monitoring settings from this page. To leave a setting as is, leave it set to SELECT…
8.

Click APPLY.

9.

Select a new monitor for the students, if you are asked to do so. (You will be asked to do this if your
changes mean the students can no longer have their current monitor. This might occur, for example,
if you assign the students to a new school.)

10. Click APPLY.
11. Click CLOSE when you are done making changes.
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The ePALS SchoolMail™ Community
and the ePALS Global Community
ePALS SchoolMail™ offers students and teachers something else, something just as powerful as its tools:
the opportunity to connect with a worldwide educational community, via the ePALS SchoolMail™
community and the ePALS Global Community.
The ePALS SchoolMail™ community consists of over 1 million students and educators who are using
ePALS SchoolMail™. Like you, they are adapting to the changing demands of education, integrating new
technology into their classes and always striving – in the face of time and money pressures – to provide
innovative, effective and captivating learning experiences to their students.
If your teachers choose to connect with other members of the ePALS SchoolMail™ community, you can be
assured that they are working with others who are in an educational setting and who place the utmost
importance on integrating technology in a safe and effective way.
The ePALS Global Community is a community of more than 4.5 million people worldwide who are
building online skills and enriching classroom learning activities. The ePALS Global Community includes
teachers, administrators, librarians, home-schooling parents, students and others interested in boundary
breaking educational uses of the Internet. ePALS offers you the chance to communicate and collaborate
with over 60,000 classrooms in 191 countries as learning partners and friends.
In conjunction with the ePALS Global Community, ePALS SchoolMail™ offers teaching tools and projects
designed to meet wide-ranging learning objectives. By participating in the ePALS Global Community using
ePALS SchoolMail™, your students have the chance to experience new technologies and interact with
peers around the world safely and easily. For teachers, it’s a chance to apply in-class lessons, to find new
ideas for projects and to encourage learning in new and innovative ways. We invite you to browse the
features listed below to learn more about these new ways to enhance classroom learning and to make the
most of your collaborative online experiences.
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ePALS Global Community Offerings
Below, you can find a list of some of the learning opportunities available to teachers and students via the
ePALS Global Community. To view these items, you must be logged in as a teacher or a student. You may
wish to create a teacher and student account for yourself so you can see these offerings. (It is also useful
so you can see how other users use your ePALS SchoolMail™ system.) For detailed information on ePALS
Global Community offerings, please consult The Teacher’s Guide to ePALS SchoolMail™, available from
ePALS SchoolMail™ Support.

Projects
ePALS offers a number of project ideas, designed by educators to work for many subject areas and age
levels, allowing participants to reap the benefits of our tools and our diverse community.

Find Classrooms
Getting in touch with educators and students around the world is possible through the ePALS
SchoolMail™ Community and the ePALS Global Community. The “Connect” feature makes it easy to find a
class with similar aims. Teachers can search based on location, keyword, ages, grades, languages and
more.

Forums
The ePALS Global Community hosts several forums that may be of interest to ePALS SchoolMail™
members. ePALS SchoolMail™ members from any school can participate in these discussions along with
all members of the ePALS Global community. The forums are moderated by ePALS.com to ensure
appropriate content. These forums are in addition to any forums that your school or district may offer.
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As of this writing, ePALS.com offers:
•
•
•
•
•

Teacher Talk: Educators can talk shop about issues in education, classroom techniques or project
ideas and share their stories, joys and frustrations.
Student Talk: An all-encompassing area where students can discuss academic issues, personal
concerns, current events or anything else.
Family Talk: Parents can exchange messages on topics that matter to them, including Internet safety.
ePALS Book Club Talk: Book-lovers (and reluctant readers) come together to discuss books
informally and in formal virtual book clubs.
Several ever-changing forums for topical discussion and project-specific forums.
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ePALS SchoolMail™ Safety Tips
For Administrators and Teachers
This section is designed to help ensure that your ePALS SchoolMail™ experience is educational, fun,
friendly and safe. The following suggestions are particularly important if your class will be participating
in email, chat and/or forum exchanges with people outside your school.

What you need to make sure your students know:
•
•
•
•
•
•

Never give out any personal information (such as last names, addresses or
phone numbers) to anyone without the permission of a parent, guardian or
teacher.
Never arrange a face-to-face meeting without a parent, teacher or guardian
present.
Never respond to messages that are suggestive, obscene, threatening or that
make you feel uncomfortable.
Always let a teacher, parent or other trusted adult know if you receive an
upsetting message.
If you are suspicious of someone you've met online, always tell a
responsible adult, like a teacher or parent.
Always make sure you log out when you are done using ePALS SchoolMail™,
to ensure that your personal information remains confidential and that no
one else can use your account.

You may also wish to distribute and discuss the list of Internet Safety Tips for Students (page 126) with
your students before you begin using ePALS SchoolMail™ for collaborative activities.
If you receive a suspici ou s email message:
Before taking the following steps, do your best to ensure that the offensive message is not just another
annoying mass-emailed spam advertisement. Never reply to these messages, even if they offer you a
chance to have yourself removed from the mailing list.
1.

Save and print the message(s).

2.

If the message contains threats of harm or other criminal content, immediately report it to your
ePALS SchoolMail™ District Administrator. You may also wish to contact your local police
department.
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3.

Do not investigate the suspicious message(s) yourself.

4.

Immediately cease all correspondence with the individual. Do not reply.

Verify the identities of email contact s:
You should attempt to verify the identity of anyone who has emailed you that you do not know.
1.

If the class, school or organization has a website, visit it and see if the individual is listed as a staff
member.

2.

Email someone else at the school or organization and politely ask them to verify that the individual
is a staff member.

3.

If the class, school or organization does not have a website, check with the appropriate school
board or call directory assistance to find out if the school or group exists and attempt to verify the
identity of the individual.
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Internet Safety Tips for Students
ePALS SchoolMail™ is a great learning tool. Here are some important safety tips that can help you have
fun...safely!
D o show your parents, teachers and other
trusted adults all the cool things you like to
do online and tell them about the friends
you're making.
D o be respectful when you're writing to or
chatting with people on the Internet and
treat them in the way you like to be treated.
D o ask your parent or teacher before you
sign up for anything on the Internet and do
get permission before you download
anything from the Internet.
D o check with a teacher or parent before
you send anybody pictures or other files.
D o let a parent, teacher or other trusted
adult know if something unusual, upsetting
or scary happens to you online.
D o remember to have fun, play it safe and
enjoy all the neat things that ePALS and the
Internet have to offer!

D on't tell people your last name.
D on't give out your phone number or
address.
D on't tell people the name of your school
without permission from a parent or teacher.
D on't share your password with anybody
other than a teacher or parent.
D on't respond to email, forum or chat
messages that are mean, scary or make you
feel uncomfortable.
D on't arrange a face-to-face meeting
without a parent, teacher or guardian
present.
D on't believe everything you read.
Sometimes people on the Internet get their
facts wrong or pretend to be someone or
something they're not.

If you have any questions about these safety tips, or about anything you find while surfing, we encourage
you to discuss them with a parent, teacher or other trusted adult.
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Glossary of Terms
Attachment: A file sent with an email message. Common attachments include: word processed documents,
music clips, photos and other items that can be saved on a computer.
Base Username: A word or set of numbers that allow a group of users to share similar usernames that are
differentiated by incremented numbers.
Example: teacher12, teacher13, teacher14.
Browser: The software used to find and look at Web pages. Examples of web browsers include
Microsoft’s Internet Explorer and Netscape Navigator.
Categories: Used in ePALS Global Community forums to group common discussion topics in one area.
Checkbox: A box that you can click on with your mouse to select an option or to turn something on and
off.
Console: The “home base” area for a tool from which you can perform its functions.
Email Attachments: See attachments.
Email Client: Software, such as Outlook Express or Eudora, which is used for downloading, reading and
composing email messages.
ePALS Global Community: The world’s largest online classroom community, where more than 4.5 million
students and educators go to work on collaborative projects, email exchanges and other cross-cultural
learning activities. On the web at www.epals.com, many ePALS Global Community activities are available
as part of ePALS SchoolMail™.
ePALS SchoolMail™ Administrator: A person responsible for adjusting settings, creating new accounts
and managing other administrative details within your ePALS SchoolMail™ Community. ePALS
SchoolMail™ Administrators always include a single District Administrator and can include one or more
Sub-Administrators.
Filter Levels: Filter levels are used to determine which student email messages a monitor must approve.
For more information on filter levels, see page 97.
Flagged Words: The Flagged Words list contains a list of terms, such as profanity, that require special
scrutiny when used in student email messages.
HTML: An abbreviation for HyperText Markup Language, HTML is used to write and design webpages.
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Hard copy: An independent copy of contact information that is not affected when another copy of the
same contact is modified.
Hexadecimal value: This is the numeric value assigned to colors based on the intensity of red, green and
blue and is used when customizing webpage colors.
Homepage: The first page seen when logged in to ePALS SchoolMail™.
Interface: The whole of the menus used to work in ePALS SchoolMail™, such as the navigation bar and
resources boxes.
Max Sessions: Refers to the maximum number of users who can be using your ePALS SchoolMail™ system
at the same time. Your Max Sessions number will be indicated in your contract.
Menu Bar: A list of tools and features that is placed horizontally across a screen or window.
Message Flags: When using monitored email, message flags indicate the likelihood that an email message
contains inappropriate content.
Moderator: The moderator previews and manages postings to forums, also known as discussion boards.
Monitor: A monitor previews email coming and going from student accounts to ensure that it is
appropriate.
Monitored Email: Monitored email is a system whereby a designated person previews email sent and
received by students to ensure that the content is appropriate for an educational setting.
Monitoring Settings: The monitoring settings indicate whether or not a student’s email activities will be
supervised by a teacher and in what way. For more information on monitoring settings, see page 92.
Navigation Bar: The area the top of a screen where several buttons are available so you can get to popular
or often-used areas of the site in one click. See page 8 for an image of the navigation bar.
Operating System: The software that runs a computer. Examples include Microsoft Windows, Mac OSX,
Linux and others.
POP: An acronym for Post Office Protocol, POP is used by email software when it collects email from a
server.
Private Files: Files stored on your ePALS SchoolMail™ system that can only be seen by you.
Profile: A description of an individual and their role (Personal Profile) or of a class, school or group
(Shared). Profiles are used by Teachers.
Pull-down menu: A list of choices that can be viewed in its entirety clicking on it with your mouse.
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Radio button: A circular spot that you can click on with your mouse to select an option or to turn
something on and off.
Reseller: An authorized ePALS SchoolMail™ dealer such as Shigakusha in Japan, SchoolZone in the United
Kingdom and FutureKids internationally.
Resources Box: The box that appears on the right of the homepage, containing links to ePALS SchoolMail™
resources.
Shared Files: Files stored on the ePALS SchoolMail™ system that can be seen by any teacher, administrator
or student.
Soft copy: A copy of an address contact that is automatically updated when another copy of this contact is
modified.
Tags: A piece of code entered into a document to specify the formatting.
Text box: An area where, once you’ve clicked in it with your mouse, you can type information.
Thread: In forums, a thread is the sequence of messages all posted in reply to the same original message.
When you read a thread in order, you can see how the conversation developed from start to present.
Toolbar: A bar that appears when using certain tools, such as Webmail. The bar contains buttons that
allow you to use the most common features of the tool in just one click.
Upload: To send a computerized file from your system to another, such as sending a document to the
Shared Files area of ePALS SchoolMail™.
URL: This stands for Uniform Resource Locator and is simply the location of a page on the Internet, such
as http://www.epals.com.
Username: The name used to get into a secure computer system, such as ePALS SchoolMail™.
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