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Smart-Net Intranet

Access to the Smart-Net intranet is via your web browser. Clicking on the browser
button will pop up a login window.

Our Awesome School Intranet

Entering your username and password details on the left hand side of the blue bar
allows the system to check how much detail to provide you with and whether to provide
any Administration links.

The System Administrator is able to change the pictures on your intranet page and add
icons to the bottom of the screen.

Users have access to the following icons (although the System Administrator has the
ability to hide any or all icons)
 Welcome to Smart-Net

E Srmart-Met User Applications &rea,

o o

- )

Change Password  Smart-Met Webmail  Multimedia Gallery My Metworl: Files web Calendar

\I E
User Bookrmarks User w'eb Pages My Motes
. Daily Notices - Wednesday 4th June Show Motices: Today ¥
ESpurts I

B Zone Cross Country today - Good luck to all of the students that will be competing in the Zone Cross Country finals at
' Rawhiti Dormain today, !
Run lile the wind!
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' General

| Smart-et Home | To get back to this page at any time while you are on the
e e internet or anywhere within the Intranet, select the Smart-Net
You have 0 unread messages:  HOMe link on the left hand side of your screen.

vin waour mailbox,
i

Administration

|
| Server Management
|

& Smart fl\er
Smear
o pubes
F.y.‘«.l‘n-""]:f.

Change Password C@

Zhange Passwaord

Every individual user is required to change the password they were issued with, to
something unique and personal to them.

s Passwarde

Your username will come up automatically.

Enter your old password (to prove it is you)

Smart-Net Web Mail

The Webmail program is called Overlook Smart-het Webmail

It is a web based email programme.

You will be prompted to enter your username and

password to enter here. 4
?é OVERLODK

[

e 11 T e B

Crwwrlonk By Open [T
Smart-ret Webmail Lagin
-

Bappward [

Eevarehei lagr . .

Login

To view new messages click on the INBOX
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= hhjvi:“’ﬁli' v-'.'llﬂ-:""l" --

Lempads sl Mgy EER sy Dalgim | Pulduii Bapck Fard Dpoess &didsnrer Begs Crn
g INEOH Pusly &y Opan it 5r
i bty LA "';h ~Fram & Suliject « Datw = Sire
- 3 [0 (40} i M | iLinada Halliday Fomi Cran Crosi@eras Apr 4, FODE al A
S Tralia 05%) run-parts ek foron...
o 0] I:| _I{u:.p-\.tlrl:l-nl.rrm Cemgser Drpramice Mes Magh Apr 6, 2004 LR
& Trash o) - Dertes Friis.
[ 4 Ry oy Bebde Collwge of . Traeng e 11, 2084 T
=1 j Pt Fegruddns . Wi to 3 hime pasge Har T, 0 Ih

The preview pane lets you read the email on the same screen. Like most email
programs, unread messages appear in bold.

The icons along the top will let you do the things most email programmes will do.

S O |

l_jﬂupn-: Adnl_m-;-n_s Sign Our |

= Q g

F__o!n_itrs Search Fm_:ch

f Q)

Print Dalete

= G @A VY V

Compose  Header Move Bead Unread

Create a new message

To create a new email, select the compose icon.

'hitp:ifwww.smartcom.co.nz - Compose - Mozilla Firefox

o i O N 7 o] ©
Raad Bowm i dvall|  Pogery Nigaetwen  Tast e ==
[T seage Kot mormel ariochy '
G Pasle < paslaamaricem oo ns s -
L I |
e I
ETCN |
.| [Phis teut replaces the shomed
e |
bovwr [ canasi ] gapatonry  [SamE  _Save vent meszsge here
i | 1 asadl ME EoEN Ok
=iz s sumE)~ Jadd=a«}
| = | Framil = | el = G ‘i 'H"-'"!
Add an attachment options are
at the bottom of the message
— e [ T R L I |
Lo
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Multimedia Gallery T

The Multimedia Gallery is a web-based catalogue that is used to \f

share documents, pictures, video clips and other types of media to all  itirmedia Gallery
users on your network. It has an easy-to-use intuitive interface much

like Windows Explorer to navigate through the hierarchy of folders.

To access the Multimedia Gallery, click on the Multimedia Gallery icon. All users can
view items stored here.

To set up folders and save items in to the Multimedia gallery, a user has to have Gallery
rights.

Folders created in the Gallery Drive will show up in the Multimedia Gallery, e.g.

S R

Whole School Sports
Sch., Camps

.--J .--"J .--"J Diemonstration
Juniar Senior School

Schaal school  Productions - i w_‘ \g_‘
h B > X

alldry Hair

e B B

Froduetiedd Evants
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My Network Files 'ii

When remotely accessing the Network, this icon will allow you to My Metwork Files
access your network shared folders and files.

Accessing the Intranet from home

Enter intranet.yourschool.school.nz in your web browser from home.
(or your static IP number if the intranet address hasn’t been set up yet.)

Log in to the Smart-Net server just as you would at school with your user name and
password.

Select the My Network Files icon.

This will bring up a list. [ Name CERTEE
ielid th_e Wolr_kﬁroup Saturhn (Do not tick W] vorccrour SR
the box, just click once on the name) O] oy %o TS
What appears here is a F1ll name Comments
list Qf machines that are % [‘windows Network (Up] |
available. Choose the O % B S
server: Smart-Net Samba e fart-Het aaliha aervet
Server
D Mane Comiments
Next you will be presented with ¥ | WORKGROUP [Up) |+
the network drives that are [] & epplications Applications
available to you. ] 5 print$ Disk Dirivisrs
[] & CARE Children At Risk Educationally
[ & cdroms Cdrorms
You may also see printers, you g ':{ :E: :“IT_'“"” n'ealb
will not be able to print to = _umda?ﬂ e
h [ & Woraryfies Library Application
ese. [ & netiogon Metlogon
Ooe Oiffice Files
[0 & paula Horwe Direckory
Navigate your way around the  [] . sms SMS Applications
files by clicking on the name of [[] L2 studentresd Student Read
the folder (it will be highlighted  [[] & studentwrite Student Write
in blue). [0 & teacherread Teacher Read
[0 & teacherwrite Teacher Write
Go back by clicking OK nextto L[l & v Utikies
[ & webfiles Irtramet Webfies

the Up option.
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When you are working from home, you should open the file you want to work with, save
it on to your machine at home and close down the connection.

You are being charged for internet traffic both

from home and at school.

Saving work back to the server.

I ¥ [u ~| |0k

Once you have completed any modifications and < [ [
: . r Up

saved the file at home, Open up the internet Mewy folder

ey file (uplogd)

connection as above and navigate your way back to _
Delete zelected tems

where the file is to be stored on the school server.

Click on the drop down arrow and select New File (upload) and click OK

Next select Browse and find the file on your local machine.
Double click the file or OK to accept.

Deleting files

To delete files, tick the box next to the file to be removed.
Select Delete selected items from the drop down box and click OK.

Log out

At the end of your session, select Logout from the drop down menu and click OK
I PWORKGROUP [Up] | [ Ok |

¢ ['WOREGROUR [Up)
O < Windaws Nebwark,

O
O &
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Web Calendar

Web Calendar is intended to be easy to setup and use while still Web Calendar
providing advanced features and flexibility to serve the purposes of a widely varied user
base. It can also be used as an events calendar for an organisation or as a scheduling
system for an intranet.

Web Calendar can be accessed through any computer connected to the Internet.

With Web Calendar you will be able to:

e Create events for your own calendar (both for work and personal)
e Create events for/with others that will show up on their calendar.
e Create events for multiple people (including yourself)

e View the schedule of other members

e Search for events

e Get email reminders for events

e Export events to a Palm Pilot or Ical

e Look at multiple calendars simultaneously (great for scheduling)

Tutorial

This tutorial will be a walk-through guide for the Web Calendar. It is highly recommended
that you use web calendar while going through this walk-through.

Every user has a calendar created automatically for them.
To start visit your web calendar login page. When prompted, enter the same username
and password that you logged on to the network with

The information obtained by logging on ) Usemame:
here will determine whether the user has .

administration rights. ; ' Password: |
Menu

At the bottom of every page you will see a menu that looks like this:

Maonth: | Jun 2006 Week: | Jun25-Jul1 ¥ |_Go Year: | 2006

Go to: My Calendar | Today | Admin | Another User's Calendar | Search| Import | Export | Add MNew Entry | Help

Select Admin

Smart-Net 2.1 User’s Manual 8
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Administrative Tools

The tools in here are
available to all users. Preferences Acocount Assistants
(Web Calendar

Administrators will have a
few extra options) Categories Views Layers
Select Preferences Repaorts

Preferences

The link labelled “Preferences” will allow you to change how your calendar looks and
behaves. There are a few things that you may want to change before you start using
your calendar so let's go through them: Note: You can come back here at any time.

Language/Timezone |_|

. . L apiragpe: Englzh b
Offset/Fonts: You will Your browser dafaull language is English-US
want to leave these

Tunezona Offseat: SAME A% | sErver tne
alone. Forts: iial, Helvetica, sans-sesi
) . Prefermed view: Month »
Preferred View: This _ ) _ —
Display weekends in week view: =l ves ) Ho
sets your default _ o .
. Display description in printer dayview: ) ves &) Ho
calendar view .The
Data farmat: December 31, 2000 =«

default is a week view. = —

Recommended - month Diecamber 31 |~
view. Titne format: E 12 how O 24 how
) ) Time interval: 1 hour W
D|sp|ay-Weekends n Ao-refresh calendars: O ves ® No
Week VleV\_/' If yoy use Aurto.refresh time: 0 minutes
the wegk view, this R e ©ves © Mo
determines if Saturday _ . .
4 Sund h Display week nmber: = yves O Mo
n n r wn
gn 0 ur c;llé:dirs ° Week starts on: © smdy © Mondy
u
y . Work hours: From 800am % |[to| S00pm =+
It can be overridden at
Specity timed event length by ) puration & End Time

System Setting level.

Display Description in Printer Day View: This will show descriptions if you use the
“print” function.

Date Format: Choose whichever you prefer.

Time Format: Most people would prefer a 12 hour clock, though you may prefer military
time.

Time Interval: Choose from 10, 20, 30 or 60 minutes.

Smart-Net 2.1 User’s Manual 9
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Auto Refresh Calendar: This will check for new events that might have been added to
your calendar at certain time intervals.

Auto refresh time: This is currently setto 0

Display Unapproved: Yes is recommended. Keep at No if you would prefer to approve
events before they appear on your calendar

Display Week Number: Will make a note at the top of the page as to what week it is in
the year.

Week Starts on: Sunday or Monday.

Work Hours: Once set, if you attempt to put in an event outside of your work hours you
will get a warning message.

Specify Timed Event Length by: Duration or end time. (enter appointments in with a
start (and optional hours & mins duration) or start time (and optional stop time)

Email Section: It is recommended to keep all of these on Yes.

When | am the Boss: You can modify this section only if you have an “assistant” who
has access to modify your calendar.

Email me event notifications
If you wish to receive email when one of your assistants adds an event to your
calendar

| want to approve events
If you want to approve events added by any of your assistants

Display if created by Assistant
If enabled, the 'Created BY' field in view_entry will include assistant's name in
addition to the Boss' name.

1

Colors: Personalise the colours to

your preference. Document backaround: #FFFFFF
Document title: HIZHIEE .
Tabie cell background: #FFFFFF
Table cell backaround for current day: #FFCCFF
Table cell backarouid fof weskends: #OCI9F Select .

Enter I Save Preferences I when you are done.

Go to: My Calendar will take you back to the calendar

Go toi My Calendar}Today | Admin

. Viaewe: lintan 1t antract side by <ide
Getting around the calendar
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Note the months on either side at the top. You may click on these to navigate to the next
or previous month. Also note that today’s date is highlighted in a darker blue.

Hay FODGL

SunMan Tus Wed Thu Fri Sar

luly 2006
Sun Men Tus Wad Tha Fil Sat

oo June 2008
O
Ml 15 14 17 Fred Test
n ¥ e
BE 1 ¥ n
Category: «a «
o1 !_-:-2 !na !
04 (maak ) o5 Hon oy Hon oo 10
A1 (=wak 24) =1z :’:]:I '-'1:14 '.'::]_-\. '-'l:]r 17
18 (=eak 255 10 20 LT d33 dza 24
5. (=aak 35 P w27 U_?u U_-,-u u__-m
{Printer Frendly]
ontic Jon 2008 wl| (s | s [ Jn 2 -da1 v (G ] vear: | 200 = Ga |

o tor My Calend) oday | Adming &nother User's Calehdar | Seardh| Import | ExportAgd New Entry
Current Uier: Feed Test LONYNH

You may also easily navigate at the bottom of the page to show a month view, a week
view or a year view by choosing the month/week/year and clicking the Go button. Try it

out:

The Menu

At the bottom of every page you will see a menu that looks like this:

[Frinter Friendly]

Month: | Jun 2005 s Week: | Jun25-Jul v

Go to: My Calendar| Today | Admin|Another User's Calendar | Search | Import | Export|Add Mew Entry | Help
Current User: Fred Test (Logout)

WabCalendar v1.0.0 (17 May Z003)
Note the “Printer Friendly” link at the top.

Now let’s go through the main menu options one by one:

Year: | 2006

My Calendar/Today — These are like a ‘home’ link on a web site. No matter where you
are on this site, you can always click this to return to your main calendar page.
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Admin — Clicking on this will bring
you here

We have already tackled
Preferences. Let's go through the
others one by one:

Account

Prefarences

Categories

Reports

Account

Viaws

Assistants

Layers

The account link has been overwritten with data from your Smart-Net server. To change
your password or how your name is displayed, see your systems Administrator

Assistants

This is useful if you have another
person making your appointments
for you. Making someone an
assistant to your calendar will give
them the ability to edit events in your
calendar without your approval
(unless this has been modified in
preferences). To use, simply choose
your assistant(s) and click save.

Prefarences

Categories

Reports

Account

Views

Asgistants

Layers

This will put a link on their calendar to indicate that they are a Manager of your calendar.

Go to: My Calendar | Today | Admin | another User's Calendar | Search | Impol
Views: Clinton | Contract side by side | John | Kris | Rodney

Ccurrent User: Paula (Logout

Manage calendar of: Installs | Public Holidays | WorkshopgStephen Fergussory

Click the Admin link again to continue.

Categories

If your system is not configured to
use categories, you may skip this
section.

Events may be associated with one
or more categories, but it is not
required.

Prefarences

Cateqories

Reports

Account

Views

Asgistants

Layers

Categories can be user-level or global. Each user maintains his/her own list of user-level
categories, while the system administrator maintains the list of global categories.

Smart-Net 2.1 User’s Manual
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When creating or editing an event, you may specify the categories for the event. If the
category you select isn't a global category, and you select participants other than
yourself for that event, other users will see "None" as the category. If you selected a
global category, all users will be able to see the same category.

When viewing the calendar (month, week or day), a selection box is displayed near the
top of the page that allows you to filter events based on a category. When you select a
category from this menu, only events associated with that category will appear on your
calendar.

Views

Views allow you to look at the ELE=rerices ez AT

calendar of one or more users (or _ . _
NonUser Calendars) at the same Categories Views Layers
time. Click on “Add new View” and '
you will be taken to a screen that

. . Reports

looks like this:

For View Name it is recommended

to put in the names of the people that will .

be included in this ‘view’. For example Add View

Connie/Daniel. View Name: |Connie/Stephen

. View Type: | Month [zide by side] i

Next choose a view type (refer examples

below) Sl © selected O Al
Clinton Pasfield FN
Connie van Slooten

. Daniel Fone

Finally select the users (use the <cpntro|> John Apple

or <apple> key again to select multiple Kris Stacey

users). Once again you can use the “Select” 'E_":JEPD':EE'm’D”

button to select groups. When you are Fodnes Walker

finished click “Add”. You will then be taken Stephen Fergusson

to your ‘views’ screen where this new view Installs N

will be listed.

&dd

Examples of the available view types appear below.

Smart-Net 2.1 User’s Manual 13
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Day

The "Day" view shows users' availability for the selected day.

Monday, July 31, 2006
DayView

| |

-
- 00—
-

WBusy [ Tenlalve

Week Users Horizontal

:_I Sunday, April 9, 2006 - Saturday, April 15, 2006 L‘,
Waek -users horizental

(5]
i SLATT M i O e w Stalf Mesbng
(]

w0 SLalT Miatng

sGood Friday

LS o £ & 5

ad
(2]
[t
O & 3; 00pe—a: D0z After School Spon &
L] [t

Week Users Vertical

<:] Sunday, April 8, 2006 - Saturday, April 15, 2006 C>

Week -users vertical

»» Staff Masting *Good Frida

»» Staff Meeting

3:00pm-4: 00pm» Afte
School Sport

o0 Staff Masting

Week Timebar

<:| Sunday, April 9, 2006 - Saturday, April 15, 2006 E>
Week -Timebar

[royee] Staff Meeting

[pauta] Staff Mesting
[teacher] Staff Meeting

froyce)] After School Sport

[paula) Goad Friday

Month Timebar (as above but for a whole month)
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Month Side by Side
Q

April 2008
Month Side by Side

»» Firigh wk at 2pm
# Saltan

#5:00am-12: 00pm= Stratagic plan

»n Staff Miating =u Staff Meatng

v SUAFf Mestng

*3:00pm-4: 00pme After School Sport

sGood Friday

sEaster Manday
sRemnd Stephen
#4:00pm-5: 00pme Staff Meating

»» (Private)

Thia 27

Month on same calendar

Smrch 2006

*iay FOOK

SunMen Tue Wed Thu Fri Sa Sun Ban Tus Wed Thu Fil Sar
[ 1 ar & S A r” 2006 1 s o2 03 o4 o 68
sop [ os o S8 ov a0 (51 P 8l e e 18 n az 58
caah [ 13 14 28 18 a7 [N Month on Same calendar ) EURETANEANTIRTY .
sah N 25 21 2F 23 2« 0N sl 2 3 24 29 B N
S8 i = 2% 30 30 28 2 o 3

—w

The completed link will now be available
your main menu at the bottom of each

page:

Click the Admin link again to continue.

0F [ (wash 14) [ o Tas Tan nr o]
o il wk 81 29
e Saftan e (e 13- Olpme Sleatagic
felan
(09 {wass 191 T E [T Taa Aa s e
e S1adl Maeiing 3 00pm-4:00pme= After |[+Good Foday
Echool Sport
16 [ wask 14) 17 Tan Tan Tz0
e ] e sy
23] {waen 17) EED E F Tza dz7 E
3 (Private)
18] (Wass 38

Go to: My Calendar| Today | Admin in
Views: Clinton | Contract side by side

Current User: Paula De Ath {Logout)
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Layers

Layers allow you to overlay one or T Account | i e
more calendars on top of your own. ! -

When adding the layer, you can . :
choose a colour. When an event Categories Views Layers

from that layer is displayed on your
calendar, the text of the event will

. . R rt:
appear in the specified colour. i

Now, let's create a layer

From the pull down menu labelled ‘source’ choose a calendar for your layer.

(For this example | have Add Layer @
Chosen the Pub|IC Source: Public HEIIIEIEI_','S p

Holidays Calendar which
. Color: HFFOODD || Select...
has previously beenset =

up as a non-user Duplicates: [v! Show layer events that are the same as your own

calendar). Layers will be

overlaid over your own
calendar.

Next select a colour. Try to choose a colour that will contrast well with the background. (I
have chosen red) Check off the ‘Duplicates’ box and click ‘Save’. Go down to the bottom
and click ‘My Calendar’. (remember that if you ever get lost and want to get back to your
calendar this is the way to do it).

Modify the Layer. Layers @
& Admin
Select Admin / Layers. .
Disable Layers will turn the layer off. Layers ara currently Enabled. (Disable Layers)
Enable Layers will bring it back.. Add layer

. . . Layer 1 (Edit! Delete)
Edit / Delete options are available Source:  Public Holidays

beside each individual Layer Color: #FFO0O00

Duplicates: Mo

q

03] iwesk 43 04 Hos o6 o7 Hon oo «d
AT T + Stall Masiing
1y
10 (wask 50) 11 el = FE| = T oS 16 a
e Tarm +
17|iwask 51} IR 910 o z0 21 S22 T e
#Tarm 4 ead «Sraff Masting
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Click the Admin link again to continue.

Reports

If reports have been enabled at

System Ievel, this option will be Preferences Account Assistants
available.

Categories Views Layers .
Trial and error here is your best option |
to get reports that will suit your own -
preference. Roports

Go Back to the Menu by selecting My Calendar
Another Users Calendar -

Use this function to view another user’s calendar.

Select a user from the drop View Another User's Calendar

down list and click “go” Fred Test -
When viewing another users

calendar, their name will

show up at the top of the calendar

You can add an entry to another user’s calendar but you can not edit any existing entries
(unless you have been made a manager of their calendar)

Note: You will not be able to see any entries that they have entered in their calendar as
Confidential

To get back to your own calendar click on the ‘My Calendar’ link in the lower left.

Search: This will bring up a Search
search box where you can Heywords:

input a keyword and get —
P yW. 9 Month: | Jul 2006« Week: Year: | 2006 v Go
relevant entries. (o) Ju16-Ji22 v [(Ge

Export: Calendars can be exported to a Palm Pilot or iCal format. If you would like to
use this function and can't figure it out please consult your Palm Pilot or iCal Manual for
suitable file formats.

Import: Data can be imported from Palm Desktop, VCalendar and ICalendar. If you
would like to use this function and can’t figure it out please consult your Palm Pilot or
iCal Manual for suitable file formats.

Smart-Net 2.1 User’s Manual 17
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Unapproved Events
The System Setting will determine how this will work for you.
The default will :
e allow users to make entries on another users calendar
e require event approval.
o display unapproved events

Any of these scenarios can be changed by the Web Calendar Administrator.

Assuming the default then... when you login, you may or may not have a link that says
“You have X unapproved events”.

You have 1 unapproved events

[Frinter Friendly]

Monthe | Sep 2006 % || Go

Go to: My Calendar | Today | Admin | Unapproved Events |

This indicates that another user has created an event on your calendar. If another
person creates an event such as a meeting that includes you, it will show up on your
calendar and appear in the list of Unapproved Events until you specifically approve it.
You may click this link to see your unapproved events. You will also be notified by email
whenever you have unapproved events:

By clicking on the “You have X unapproved events” you will be taken to the unapproved
events screen which looks like this:

Unapproved Events
* Marketing Lunch (Monday, Septerber 4, 2008) ; Approve/Confirm, Reject, Delete

You may choose to
Approve/Confirm in which case

Marketing Lunch

this event will be added to your Description: To discuss the conference requirements
calendar. Or you may reject the Date: Monday, Septermnber 4, 2006
event and the person who created ~ Time: 12:00pm-2:00pm
the event will be notified. Duration: 120 minutes
Unfortunately you may not give a Friority: Medium
reason why you rejected it here. Access: Fublic
Created by:  Stephen Fergusson
Anyone looking at the entry will Updated:  Tuesday, July 18, 2006 11:56am
see who was invited and whether Participants: Faula De Ath
they have accepted or rejected the Stephen Fergusson
event.

Connie van Slooten (7
Jobn-Appe (Rejected)

Smart-Net 2.1 User’s Manual 18
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Add New Entry — Use this function to add 3 ‘?“
events to your calendar or another users ( ﬁ
calendar. Note: you can also access this page

by clicking on one of the small crosses in your
calendar on either a month or a day view: o Ei 55

Accessing this section in this way will automatically fill out your date and/or time.

When you click Add New Entry you will come to a screen that looks like this:
An entry can be made by completing only the Details Tab.

Add Entry @

_|Detai|sl |F‘ar‘tiu:ipants| |Repeat|

Brief
Description:

Full
Description:

Access: Public L
Priorty: Medum
Category: | None w

Date: 3 (|| Aug (v || 2006 (v

oo

Send Reminder: COvyes &No |0 days |4 hours |0 mimnutes hefore event

Enter the Brief Description. This will show as the appointment.

The Full Description should show more detail.

Todays date is the default. You can change this by clicking the Select... option.

The drop down option in the Untimed event box will provide time options.

Access: If you have a personal event happening that you would like on your calendar
you may choose ‘confidential’. If someone else looks at your calendar, this time will still

be blocked out but the event will simply be labeled ‘confidential’ and will have no details

Priority can be made High Datails | ;F'am.unanu_ [Repeat |

which will make the entry Biiil Frers Hirse vigt
. b Id DE‘SEII‘F‘[IL‘#II}
appear In bola. Full In responaes to che childeen's legoera, Access: | Puble -
Description (411 classes be szeated in the school hall L0

. . wirutes before L2 noon Priotiy:  [Hgh |s
If you would like an email Colagery: [Mone B
Reminder, then select yes
and enter a time frame for i 3 || Ay )| 206 ][ Seket
the message to be Temedevernt |
delivered.. Tieme: 12 15 Cam Epm-1 ;00 | O am ® pm
The entry can be saved SendReminder; Oves ©Mo 0 |days 4 hoams 0 intes ifore et
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here, or more details added on another Tab.

Participants: If you are scheduling an event for yourself, you don’t need to touch this as
you are automatically selected. Be aware though that if you are including others as part
of the event, you must be sure to choose yourself as well.

Dretails F‘ar‘tin::ipantsl |Repeat|

Hold down the
<ctrl> key for PC'’s
or the <apple> key
for Macs to select
more users.

Participants: I:Ilntu:un F'asflelu:l -

| Select.. || Awvailsbility.. |

If you need to choose a number of people or would like to choose an entire group (e.g.
all staff) click on the select button and a screen will come up that looks like this

UUsers: Groups:
. Clirtary F'asfielu:l All Staff
Groups will show that have Connie wan Slooten Technicians

been added by the Calendar | EanielFane
administrator. =
To select a whole group,

Faula De Ath

select the group and press Fodney Walker
Add. The members of the Stephen Fergusson
group will be added to the .
names already selected in varcant

the left hand box.

[ All ][ Maone ][ Reset ] [ Add ][ Remove ]

If you want to check if the other users are going to be available for this appointment,

select the Availability option.
<’;| Thursday, August 3, 2006 |:>

The bar graph will show all
appointments on that day for the
users that you have selected so
that you can have a better
indication of a “good time” for the
appointment.

IIBusY B Tentative |

The Repeat Tab will allow you to make this entry appear on a regular basis - either
daily, weekly, fortnightly or every third Wednesday for example.

_[Dﬂaul; [Paﬂ.i-éupa:tsl .Rer;ear.\:

Selecting one of Repeat Type:  [iios =
the options will

give you more E.,?;"k.,

detail to schedule Mooty Loy day rom end))
the appointment. 53;#4@ dats]
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Daily

If you select "Daily", the event will repeat at the same time every day until the end date
(if specified) or the Number of times is reached

Weekly

If you select "Weekly", the event will repeat every week on the day(s) selected until the
end date (if specified)

Monthly (by day)

If you select "Monthly (by day)", the event will repeat on the same weekday of the month
every month until the specified End. For example, if the initial date is the second Monday
of the month, the event will repeat on the second Monday of each month.

Monthly (by day (from end))
As above

Monthly (by date)

If you select "Monthly (by date)", the event will repeat on the same date of the month
every month until the End. For example, if you the initial date is May 12th, then the event
will repeat on June 12th and so on.

Yearly
If you select "Yearly", the event will repeat on the same date every year until the End

Frequency indicates how often the event should repeat. 1 = everytime.
2 = every second time, 3 = every third time.

i .
_|Details | |[Parbicipants)| |Repeat|

Reapeat Type: Weekly w
Repeal End Date: [¥] Use end date |20 » | Dec » || 2006 » [ Salect..
Frequency: 2

Repeat Day: ] Sunday ¥ Maoruday O Tuesday O Weadnesday 1 T sday M Frialay ] satw diny
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The resulting events will show on the calendar with the detail in a pop up box .

August 2006
Paula De Ath

Category:

=0 00am-11:00am= an
important meeting

L

12:15pm-1:00pm*» Prime
Minister Yisit

Time:
12:148pm-1:00pm
Drescription:
In response to the children's letters.
All classes be seated inthe school hall 10 minutes
hefore 12 noon

To Edit this event, just click on it.

an important meeting

The details of the entry will show here, Description: an important meeting
. Dt e Thursday, August 3, 2006
who created it as well as the .
o o Tiime: 9:00arm-11:00am
participants that you invited. Diration: 120 minutes
Priority: Medium
If a name has (?) beside it, that Access:  FPublic

Created lwe  Paula De Ath

indicates that they haven’'t checked their
Ugrclatedz Thursday, Juby 20, 2006 1:45pm

Cale_ndar y?t' Participants: Clinfon Pasheld
Having their name struck out means Paula De Ath

that they declined or rejected the Connievan Slosten (%)
appointment. John-appls (Rejectad)

Names with nothing beside indicate that

. . Printer Friendly
the appointment was confirmed or

approved. Edit entry
Delete entry
. . Copy entry
Edit entry will allow you to make Show activity log

changes to any or all of the three Export this entry 10: | 31| (Eot)
screens used to create the event..
Tip: When editing a multiple event, any single entry after the first one can be changed or
deleted and not affect the others.
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Help: Help Index

Adding/Editing Calendar Entries
Layers

Import

Preferences

System Settings

Report Bug

There is limited online help available with the
following categories.

Go to: Help Index

More information is available for Web Calendar Administrators in Section 2: Using the
Network.

User Bookmarks

User Bookmarks

Bookmarks are web addresses that you wish to go back to .

They are like Favourites on your workstation, only they are not specific to the machine
you are currently working on.

User Bookmarks
W' Bookmarks I

Global Bookmarks

Educational
Spelling help - 100 most often mispelled words

TKI - Educationsl Partal

Search Engines
Google NZ - Google search engine

Smart-Net
Smart Computer Systems Ltd - Smart-MNet Resources
Smart-Net Farums - An online commmunity For Smart-Nat

Personal Bookmarks

Calendars

B X paula

Search Engines
Ask Jesves - Junior kids search sngine
D")"\ Google

Training info
B ¥, e-admin Training Publications and Resources

New Bookmark
Title: URL: http:// Dascription Category:  Calendars w  Add

If you log on to another machine anywhere on the network, your Bookmarks will still be
available to you.
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Global bookmarks are set up by the System Administrator.

You can add your own Personal bookmarks.

.Creating a Bookmark

Once you are on a page that you want to bookmark, copy the URL

v yoLrdictionary, com/library fmisspelled. html M

Open the Bookmarks page and select New Bookmark

* Title: spelling Help
* URL: http:/dwww vourdictionary.com/library/mispelled.html

Please specify the full address for external sites, &.q.
http: Afwwwgoogle .com,

Description: 100 rmost often misspelled words

Give your bookmark a title and paste the URI into the URL section.
Provide a brief description.
If there is not a suitable category,

select New and create a new category .

The page at http://pluto.smartcom.... @

* Category: cCalendars i~

(7)) MNew cateqgory name:

Calendars Y4
Search Engines
Training info

| Engl ish| |

[ oK l [ Cancel

Add to finish.

Calendars

Your bookmark will appear under the B X paula

new category. Er&gjlish
>, Spelling - 100 rmost often mispelled waords

Search Engines
Asl Jeeves - Junior kids search engine

B> Gaoogle

Bookmarks can be added globally for all users or groups of users refer Section 4:
Global Bookmarks
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User Web Pages

ser Web Pages

This is an automatic Web Page index for all users that are allowed to

create their own web page.

User Web Pages =
a —

Autornatic web page index for all users allowed to ereate their own web page. i =

Username Full Hame Last Updated

paula Paula 155022006 - 12:07:55

teacher A Good Teacher 18/04,/2006 - 12:47:28

Clicking on the users name will take you to the web page placeholder.

This page is used as a placeholder until you create a webpage of your own.

HOW TO FIND YOUR HOMEPAGE LOCATION:

To access your homepage |location browse to your home drve (H:\) and open the folder called public_html,

Any filaz ar subfolders within thiz folder are accessible from the Intranet.
To make sure your homepage 15 sasily viewabls you should name your first webpage index.html.

My Notes

My Notes is a ‘Personal information keeper and notes manager’. A user can
create folders with notes inside that only they can see. They will also be able

\\-‘:‘.--.
l_.-"

My Motes

to view the global and group folders and notes that an administrator has added, however
they will not be able to modify or delete any folders or notes that they did not create.
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Daily Notices

Daily Notices for that day, show for each user when they login. These are displayed in
categories.

If a user would like to see past notices, they can choose to view the notices for the last 3
— 7 days using the drop down menu in the top right corner.

Daily Motices - Wednesday 4th June Show Motices: Today "

Print the notices

Senior School

B Arthur's Pass Tramp - Registration forms are available from the office. Early bird discount applies
for all students that have returned completed permission slips by the end of the weel,

Students

¥ Choir practise - In the library at lunchtime today

¥ French Classes - Will be starting again on Wednesday afternoons from 3.00pm - 4.00pm.
Newcormers most welcorme,
For more information, please ring Madame Toussourd 03 555 5555

Thunderbird Email

Thunderbird email is the “in house” email programme included in
Smart-Net.

Mozillz
If you are opting to use it, then the icon will appear on your desktop ST

and looks like this:

When you click on the icon, you will be required to log in. This is a security feature.

The Thunderbird icon can be accessed form any computer on the network and therefore
you can access your email from any machine that you have logged on to.

Messages automatically open in the Inbox

Flle Edt View Go Message Took Heb

& .2 @ ¢ @ B | X § =8
et Mail Jur

Write Address Book | Reply Reply All Forward | Delete Frint Stop
Folders View: | All b > Sut J
= &' Local Folders Subject ® [ w Sender & Date L -
4 Inbox (2) ~Other bits & pieces * Clinton + 3/D4/2006 4:5... (A
1% Unsent & 8 -
& Drafts w]
) Sent
& ik ~|Fresentation Folder Froof # - GrattanPrint « 2B/03/2006 ...
& Trash 3 . .

The preview pane lets you read the email on the same screen. Like most email
programs, unread messages appear in bold.
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The icons along the top will let you do the things most email programmes will do
File Edit Yiew Go Message Took Help

.2 B |3 @ B (X @

GatMall Write AddressBook Reply ReplyAll Forward Delete Jrk | Print  Stop
Create a new message

To create a new email, select the write icon.

E Compose: (no subject)

Sort the mail in your inbox

By selecting the message and pressing a number from 0 — 5 you can colour code the

messages
Each number corresponds to a different colour
1 Important
3 Personal
4 To do
5 Later
View: | all ¥
Sort the mail by selecting the View option below the S'prc il
main toolbar above the messages. *Re:  Unread
~]Re: Important
To sort mail by date, sender or subject, just click the ﬂﬂm
title in the toolbar. riew Personal
Re: To Do
(=] [Pwic] Laber

HIIFwY people 1 Know

—ISmMa o ocent Mall

ﬂx": Last 5 Days
Mot Jurk

=
A (Fwd Has Attachments
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Junk Mail controls

Enable the Junk Mail controls in Thunderbird by Tools Help
selecting Tools and Junk Mail Controls from the drop Address Book Crh2
down menu. Extensions

Thames

Message Filters...

The options in this section will enable you to tell the system what to automatically do with

Fun Filters on Folder

Jurk Mail Confrols. ..
Rurt Junk Mail Contrals on Folder
Delete Mail Marked 35 Junk in Folder

Import...
JavaScript Console

Aocount Settings...
Options. ..

mail that has been identified as Junk or Spam

& Junk Mail Controls =13

Thunderbird has several ways o detect junk mall. Thesa confrols evaluate inComing
messages and identify those that are most likely to ba jurk mail.

Configure Junk Settings for:
Settngs | adaptive Filter

[¥] Do niot mark messages as junk if the sender i ind Personal Address Book |+
[#] Trust jurk mail headers set by: SparmAssassn “
"Hardiing |
[ Mave incoming messages determined to be junk mail to;

(® "unk® folder on: | Local Folders -

O Other:

%] Automatically delete jurk messages older than |14 | days fram this folder
[] When 1 manually mark messages as Junk:

@) Mave them o the “Jurk” folder

) Delete them
[¥] when displaying HTML messages marked as junk, sanitize the HTML

View and configure junk mail logging, Junk Mail Log

Lo | [ concet |
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Add a signature

Select the write icon. In the body of the message, create a signature that you would like
to appear at the bottom of your emails.

Browse to your H:/ drive and save the file name as “signature” and the file type as HTML
. Close the message window and select “Don’t Save”

[ Compose: (no subject) |Z”E|[g|

File Edit ‘iew Insert Format Options  Tools
3 ] ab

L-—lb et - -

Send Contacts  Spell Attach  Securfty
o | \

La To: | &=l Diraft:

Template

Subjeck: | |
| Body Text | | verdana v| .|_ AA B I
Mrs Crabtree ~
Principal

Red Apple Primary School

principal@redapple.school.nz

ph + 64 1 245 3252 | fax + 64 1 245 3251 0

A/

< | b3

Goto ‘Tools’ = ‘Account Settings’. Click on the very top option which will be
yourusername@yourschool.school.nz

Account Settings @

= paula@smartcom.co.nz
~Server Settings

Account Settings - <paula@smartcom.co.nz=

) Ezfr:isofi‘ti';alfr:ddressing Account Mame: | paula@smartcom.co.nz |
Tick the box to Disk Space Default Identity
attaCh yOUI’ ;{L;trie:;:g?pts Each account has an identity, which is the infarmation that other people see
H . when they read your messages,
signature: Security o i
= Training Your Narne: |Paula |
Select Choose orver Setings . T |
} Emai ress: paula@smartcom,co.nz
and browse to Copies SI\IFDIders .
. Composition & Addressing Reply-to Address: | |
your H:/drive. Disk Space S | |
. Jurk Settings = -
Select the file

Return Receipts

Attach this signatur

1 ~Security
you hdave JUSt = Local Folders |H:\signature.htmy | [ Choose. .. ]
saved. Disk Space

Jurk Settings [ attach my vicard 1o messages Edit Card...

Outgaoing Server (SMTF)

Cutgoing Server (SMTR): | 192.168.1.1 {Default) |

Select OK to
save

Now, when you write a message, your signature will automatically included at the bottom
of your email.

Smart-Net 2.1 User’s Manual 29



