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Communications

Message Center

The Message Center is an internal email program that allows you to send and
receive messages from only TaskStream members. Consistent with most email
applications, the Message Center allows you to compose, receive, read, store, reply
to, and forward emails as well as to attach documents and create folders.

To access the Message Center, click the Message | Btz

Communications

Center link on the left menu bar or on the home

page. -

+ TS Instant Messenger
+ Discussion Board

+ Calendar

Note: When you have a new message, you will . announcements
receive a notification on the upper right-hand side of Left Menu Bar Home Page
your home page. Clicking the notification will take

you directly to the Message Center.

Your Inbox

When you enter the Message Center, Ralgh Cramden
you will start in the Messages tab
where all of the messages in your

Manage Folders/
Preferences

Hessages Compose

¥iew Folder:
Inbox are displayed. New or
unread messages are indicated by@\ ‘ '
the “sealed envelope” symbol in the @® O (e — o~
StatUS CO|Umﬂ monkeysZ8106 Ralph Crarnden 2/5/2005

To view the messages in a different folder other than the Inbox, select the appropriate
folder name from the View Folder pull-down menu.

Reading Messages

To read a message, click the Subject link of that
message.

«Back to Mailbox Next ©

Date: \Wednesday, November 13, 2002
From: Seth Giammanco

Once you have finished reading your message, you T i e

have a number of options. Click the Delete, Reply, e, S
Reply All, or Forward button located above the
message as needed. Messages can also be filed away into folders, as described in the
Organizing Your Messages section. If you choose to do nothing with the message,

click the Back to Mailbox link.
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Copying an Attached Lesson, Unit, Rubric, Web Folio, or Web Page

When you receive a lesson, unit, rubric, web folio, or web page through the Message
Center, you may be able to copy it into your own TaskStream account for editing. (The
individual who sent you the email has the ability to disable this feature.) To copy the
TaskStream work, click the link to the file, and then click the Copy button at the top of
the lesson, unit, rubric, web folio, or web page. Copying TaskStream work also copies
all of the attachments included within it. When you receive a folio or a web page, you
may also be able to only copy the lessons, units, and rubrics within it.

Composing a Message

To compose a new message, click the Compose
tab at the top of the Message Center. To address
your new message, click the To: link to open the
Member Locator. There are two ways to find
TaskStream members to whom you wish to send a
message.

»
g
=
T
2

Use the Member Search area to search by
first, last, or full name.

Search Results Selected Member
Check all that apply Uncheck to ramove from list

O crrera

All TaskStream members are organized into Dl oo

| Oselect al Save | [ Cancel
ackie Haskell (2
ormbar

[ Diana Ramer

3 college Core Curriculum
L1 celorade DRF

learning communities. The Member Locator
area is a tool to browse through your
community to find individuals by the area they are most closely associated with. To do
this, click on the folder icons. When you click on a folder that has members associated
with it, you will see their names listed in the search results column.

Once you have located a recipient using either of the above options, click the
checkbox next to his or her name. That individual will automatically appear in the
confirmed email recipients column. You can select as many recipients as you like. Click
the Save button when finished.

You will return to the compose email form with the
recipients’ names listed after the “To:” link. After
addressing your message, you can select

individuals to whom you would like to send a el )
carbon copy (CC:) of this message.

Next, type a subject for your message in the
Subiject field and finally compose your message in R — \
the Message text box. When you are finished, you e
can Spell Check your message, Send it, or if you
want to save it to finish later, you can Save Draft.
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Note: Drafts are stored in the “Draft” folder.

Attaching a Document

To attach a document to your message, click the Attachment link.

Click the Browse button to locate the file

you want to attach.

mMessage Center Bryna anﬁ_rl
Back | Help

Note: To save file storage space (see
Resource Management section of this
guide), you may opt not to keep a copy of
the attachment in your sent folder. Simply

File:

#dd File

Attachments

To attach a file to a message, click the browse button
to select the file you wish to attach, then click the 'add File' button,

¥ Place a copy of this fils SEachment In my Sent falder.

uncheck the box for this feature.

| [T Flace = copy of this file attachrment in my Sent folder,

The browse button will open a Choose File

Look i [l Menloring Services | £ B
window similar to a Save or Open File window. Now, S e s
you need to locate your file. When you find your file, ©@ S
highlight it by clicking its icon once. Then click the -3 Eho s
Open button to return to the message center window. ] | sV orkirsicns
Finally, click the Add file button. & : :

Files of type: [anFies (=)

Organizing Your Messages
| You can organize your messages by storing them in different folders. |

Managing Your Folders

To manage your folders, click the Manage Folders/Preferences tab on the top of the
Message Center page. This area includes information about your folders, including
how many messages are in each folder and the total size of any attachments included

in those messages.

To create a folder, enter a title into the text field
and click the Create It button. Another page will
open informing you that the folder was created.

Once you have created a folder you can rename
or delete it by clicking the appropriate link located
on the right hand side.

Manage Folders

€reate Newt Folder:
Active Folders | tassazss| unresa |
My Inbosx 2 o

Draft 0 0

All custom folders can be easily archived from the Manage Folders area. To archive a
folder, click the Archive link that corresponds with the folder you wish to archive.
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After you have chosen to archive folders, a second section will be added to the
Manage Folders area that will enable you to view and manage your archived folders.

Archived folders can be reactivated at any time. To reactivate a folder, click the
Activate link that corresponds with the folder you wish to reactivate.

Note: Once a folder is archived, it will not appear in the View Folder pull-down menu or

the Move Messages (select folder) pull-down
archived folder” checkbox.

Filing Your Messages Into a Folder

menu, unless you select the “Show

Select the message you want to file by clicking

the checkbox in the Select column.

Then select the folder in which you will be

filing the messages by choosing it from the
Move Messages (select folder) pull-down
menu. TaskStream will automatically move

Ralph Cramden

testz8261

your message(s) and allow you to view the contents of that folder.

Filing Your Messages Into a Folder After Reading a Message

After you have read a message, you can file
it in a folder of your choice by selecting the
target folder from the Move to Folder pull-
down menu.

Once you select the target folder,
TaskStream will automatically move this
message into the target folder and allow you
to view the contents of that folder.

Changing Your Notification Preferences

Compose “ Manage Folders

]

Delete Message Reply Al Forward UMQVE to Folder » )

«Back to Mailbox Mext ©

Date:

From:

To:

Cc:

Subject:
attachment:

wWednesday, November 13, 2002
Seth Giammanco
Seth Giammanco

lesson plan from Seth Giammanco

Message: eth _here g o lecoon that Towrote for an oceanoaranb

The Manage Preferences area can be
accessed by clicking the Manage
Preferences link on the Manage
Folders/Preferences tab. You can change
your notification preferences from this area.
You can choose to receive an external
notification email each time an email is sent
to you through the TaskStream Message

7.5
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Notification Preference

Send nDt'f'Dath () Mo, do not send a notification
to another email - X X
address? - Yes, send me notification

send notification to:
Enter valid external email address
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Center. This notification email will alert you to the fact that you have an unread email
message in your Message Center. You will also be able to indicate the address to
which you would like the notification emails sent.

Deleting Messages

To delete a message after opening it, simply click the Delete  |[@fEfsm) Ran] (Rewar)
Message bUttOﬂ «Back to Mailbox
Date: ‘Wednesday, Novermber 13,

To delete a message or messages from the Messages tab,

check the boxes next to each message to be deleted. Then
click the Delete Message button. P m
1] =} test28261

&

To access your folder of deleted items, click the Deleted link —_—
on the main Manage Folders/Preferences page.

[z}

iR

e
o o o o n

From the Deleted folder, you can click the Empty ' ' Compose
Trash button to permanently delete all items in the —
Deleted folder.

There are no in this folder.

(((Empty Trash )
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Discussion Board

The Discussion Board supports online discussions on a wide array of topics. You
can easily join discussions on posted topics to share your ideas, comments, and
perspectives with your colleagues.

To access the Discussion Board, click the Discussion

Board link from the left menu bar or from the home -+ Message Canter
[E-rnail)
page. + TS Instant Messenger

= Discussion Board

+ Calendar

+ Announcements

Left Menu Bar Home Page

The Discussion Board is organized into discussion threads that have several structural
levels. The organizational structure follows the following format:
Category---Forum ---Topic---Reply

The Discussion Board is divided [
into three areas accessible by
one of three tabs. The Local
Discussions area includes

[ General Discussions Hew pSenrch

Discussiens ‘Replies (Site—Wide) Replies

Riverside Elementary School

Curriculum Ideas . . ﬁT
0|"gan|zat|0n_W|de and program_ Lise this forum to post and reply to topics about curriculurm. L:
specific discussions in your Editing this topic for IE testing, 1/8
learning community. The testing

General Discussions (Site-

Wide) area is open to all TaskStream users. The Search area allows you to perform
keyword searches of any discussions accessible to you. The Local Discussions area,
the General Discussions (Site-Wide) area and the Search areas can be accessed by
clicking the first, second, or third tab respectively.

Working in the Local and General Discussion Areas

The main pages of both the Local and General Discussion areas include an
alphabetical list of all categories that have been created within the discussion area.
The categories each contain a list of forums that are included within the category and
brief descriptions of each forum's purpose.

Note: Forums are created by TS Coordinators. If you would like to see new forums

added to the Local Discussions area, please contact a TS Coordinator for your
organization.
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[A Discussion aboul Integrating Technology mto the Classroom

Each forum's activity status is
visible to the right of its title. The
forum's activity status notes the
total number of topics included
in the forum, shows an
indication in red if new topics
and/or replies have been posted

Challenges in Using Technology in the Classroom 2 Topics
Please describe some of the challenges you have encountered in integrating technology in the New Topics
classroom. New Replies

Last Post:

1/10/2006

7:39 am (TST)
Examples of Learning Activities that integrate technology 2 Topics
Integrating technology into the curriculum is very important, New Topics
What are some ways technalogy may be used, that will not interfere with the subjects? How ~ New Replies
can teachers integrate it in order to promaote learning? Last Post:
Please list any learning activities you may hawe used which integrate technaology in the 1/10/2008

dassroom, 7:34 am (TST)
Interesting Websites for your students

This is an ongoing list of websites that might be interesting to students and teachers.
Please list any suggestions you may have.

2 Topics
New Topics
New Replies
Last Post:
1/10/2006

h TSI

in the forum and shows the date

and time of the forum's most recent activity.

Click an underlined forum title to enter that forum and view its specific topics. The

resulting page will display posted topics.

You can filter the topic results using the drop-

down box located on the right side of the screen.

Within each forum, the Clear New
Status button enables you to remove
all of the new status icons from all
topics within the forum regardless of
whether you have actually viewed the
new topics or replies.

Click an underlined topic title to view
the topic.

There are two views available for the
topics: the flat (chronological) view and
the threaded view. Use the View pull-
down menu to change the way the
discussion topics are being viewed.

Depending on the view selected, the
directions for posting within the
Discussion Board area differ. Please
refer to the section of the guide that
corresponds to your selected view.

[ General DiscussionsHew
(Site-Wide) Replies

‘Hew

[TLocal g
iReplies

Discussions

pSenrch

Local Discussions » Examples of Learning Activities that integrate technalogy

Examples of Learning Activities that integrate
technology
Created: 1/10/2006 7:10:00 am (TST)

Integrating technology into the curriculum is very important,
What are some wavys technology may be used, that will not
interfere with the subjects? How can teachers integrate it in
order to promote learning?

Please list any learning activities you may have used which
integrate technology in the cassroom.

[(create Hew Topie J([ Clear “Hew” Status | ) - Show All Topics - w

- Show All Topics - H
Show topics from last day

Show topics fram last 2 days
Show topics from last & d s
Show topics fram last 10 days
Show topics fram last 30 days
Show topics fram last B0 days

Created
By

Author 2

All Topics in this Forum

@

new

word of the Day from
the Internet

Access an online authaor 1

[ General DiscussionsHew
(Site-Wide) Replies

pSeurch

Discussions

r Local

Forum: Examples of Learning Activities that integrate technology

Access an online Weather Forecast

author 1 Topic Created: 1/10/2006 7:20 am (TST)

Most elementary grade teachers begin each school day
with a discussion of the date and local weather. Why not
take an extra minute to visit a site such as UM \Weather,
The Weather Channel, or Usa Today Weather, to find out
what the rest of the day might bring? If you have a few
extra minutes, check out weather in other parts of the
country as well

[ Fost Mew Reply ] [ Clear “Mew™ Status ]

All Replies (1 of 1)

.ﬂ Author 2 This is 3 great ides, [ will iry that with my fourth ard
7128 am

View: Threaded s
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The Flat (Chronological) View

The flat (chronological) view displays all the replies to the topic in chronological
order. The oldest reply will be at the top of the list and the most recent reply will be
at the bottom of the list.

Opening an Existing Discussion Topic

Discussions

pSeurch
Click an individual topic title to read the )

initial posting as well as the posted replies

Local Discussions

Examples of Learning Activities that integrate
technolo

tO thIS tOpIC. Created: 1!91%/2006 7:10:00 am (TST)

Integrating technology into the curriculum is very important,
What are some ways technology may be used, that will not
interfere with the subjects? How can teachers integrate it in
order to promote learning?

Please list any learning activities you may have used which
integrate technaology in the classroom.

[ Create New Topic | [ Clear "Hew” Status |

all Topics in this Forum g;&ated Replies Last Activity
@ Word of the Day from Y\ Author 2 o 1/10/2006
e the Internet 734113 am (TST)
Access an online author 1 1 1/10/2006
Weather Forecast 7:28:18 am (TST)

Participating in a Discussion (Post Reply)

To participate in a discussion, click a Post New |[iz . |
Reply button to open the Post Reply form.

Forum: Examples of Learning Activities that integrate technolog

Clicking the yellow Post New Reply button w2 accass an oniine Moathor Forocast
that is located directly under the topic will ot slementary grace teachers pegin each schoolday

H H H take an extra minute to visit a site such as UM Weather,
register your reply directly under the topic. The Westhar Channe, or USA Todsy Weather, to frc st
what the rest of the day might bring? If you have a few
extra minutes, check out weather in other parts of the
country as well

Clicking the gray Post New Reply button that (D) T

is located under an existing reply will register Replies 1-2 of 2 (Fefean ) View: Flat Chronalagical)
your reply as a response to that existing reply. A | Tl gsanidss vy that wimy fourth oree
Posting a reply in this manner will cause your ri am (rard_ Coories o) e o )

reply to appear under the reply to which you R A skyesitcfi o i
are responding when the topic is viewed w50 rerf(_ Croowmamn) )

through the Threaded view.

In the Post Reply form, type in your response in the ]
Message field. A Spell Check is available to assist you in
checking your text for spelling errors.

Click the Post Reply button to submit your response.

(Coanoet ) Lpost vevis )
Original Reply
This areatid Ll fry that with my foucth
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Editing a Reply

To edit a reply that you have previously
posted, click the Edit this Reply button that is
located under each of your posted replies.

Starting a Discussion Topic

To add a new topic to a forum, click the
Create New Topic button at the top of the
forum page.

Enter the name of the topic you wish to add in
the subject field. Add the description of the
topic to the text field.

Clicking the Spell Check button at the bottom
of the page will open the spell-checking
feature in a pop-up window; Spell Check
searches the subject and body of your
entry and recommends replacements for

Replies 1-2 of 2 Rsfre:h

View: Flat (Chronological)

«]
Author 2
1/10/2006

7:28 am (TST)
+3g

new

blank blank

This is a great idea, I will try that with my fourth grade
class,

((Post New Reply [ Edit this Reply | ’

The weather stats may also be copied and pasted to an
excel spreadsheet and graphed.

[ General | DiscussionsHew
(Site-Wide) Re|

Examples of Learning Activities that integrate
technology
Created: 1/10/2006 7:10:00 am (TST)

Integrating technology into the curriculum is very impartant,
wWhat are some wavys technology may be used, that will not
interfere with the subjects? How can teachers integrate it
in order to promote learning?

Please list any learning activities you may have used which
integrate technology in the classroom.

({create Hew Topic |) Clear “New* Status |
~———

- Show All Topics - e

the Internet

All Topics in this Forum g;eated Replies Last Activity
@ Make History Real Author 2 a 1/10/2006
new 8:46:05 arm (TST)
Access an online author 1 z 1/10/2006
Weather Forecast 8:20:21 am (TST)
Word of the Day from  Author 2 ] 1/10/2006

7:34:13 am (TST)

Greate new topic

misspellings.

Create new topic

Clicking the Character Count button
allows you to track the number of
characters in your entry. The character
limit for topic entries is 7000 characters.

Click the Create Topic button when you
are ready to post your topic. You will then
return to the forum's topic list, and your

Subject: Make History Feal

[ Character Count | [ Spell Check

topic will appear with a new status icon at

the top of the topic list.
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The Threaded View

are in response to existing replies.

The threaded view of the discussion board gives individuals the opportunity to reply
to existing replies within the topic. These replies are then displayed in a leveled
view that makes it apparent which replies address the main topic and which replies

Opening and Viewing an Existing Discussion Topic

Click an individual topic title to read the initial posting as well as the posted replies to

this topic.

Within each topic, a list of all replies is posted.
A preview for each reply follows the name of
the individual who posted the reply. To view a
reply in its entirety, click the preview text of the
reply. The entire reply will then appear in the
top area of the screen. The reply you selected
will be highlighted in the thread itself.

Participating in a Discussion (Post Reply)

You can choose to post a reply to a
topic directly by clicking the yellow
Post New Reply button located
under the description of the topic.

[

Local Discu: xamples of Learning Activities that inteqrate technology »
A orecast

Forum: Examples of Learning Activities that integrate technolog

Access an online Weather Forecast

author 1 Topic Created: 1/10/2006 7:20 am (TST)

Most elementary grade teachers begin each school day
with a discussion of the date and local weather, Why not
take an extra minute to visit a site such as UM Weather,
The Weather Channel, or USA Today Weather, to find out
what the rest of the day might bring? If you have a few
extra minutes, check out weather in other parts of the
country as well

((Post New Reply | [ Clear "Hew* Status |

all Replies (1-2)

.g Author 2 This is 5 great idea, I will try that with my fourth grade ofsss. 1/10/2006
728 am

view: Threaded v

.\j blank blank The westher stzts may also be copied and pasted fo an excel
soreadshest and graphed. 1/10/2006 8:20 am

Forum: Examples of Learning Activities that integrate technology

Topic: Access an online VWeather Forecast

General Discussions:Hew
(Site-Wide) Replies

&OSenrch

Replies posted in this manner will P —

next »

appear at the first level of replies. T

Author 2
1/10/2006

To post a reply to an existing reply,

728 am (TST)

This is a great idea, I will try that with my fourth grade
class.

Fost Mew Reply

all Replies (1-3)

View: Threaded v

click the reply to which you want to
respond and then click the gray

0|j Author 2 This is & great idea, T will try that with my fourth grade colass. 1/10/2006

7128 am

Post New Reply button that

Oﬁ blank blank The weather stats may also be copied and pasted to an exce!

soreadshest and graphed. 1/10/2006 §:20 am

appears under the full text of the

_.|V‘| lim Smith SHidents oz A

ot 5 githerant ctate to feacl the uesther for that

reply.

Clicking the Post New Reply button from any area of the topic will yield the Post

Reply form.
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In the Post Reply form, type in your response

in the Message field. A Spell Check is

available to assist you in checking your text for

spelling errors.

Click the Post Reply button to submit your

response.

Editing a Reply

To edit a reply that you have previously
posted, click the reply you wish to edit and
then click the Edit this Reply button that
appears under the full text of the reply.

Starting a Discussion Topic

To add a new topic to a forum, click the
Create New Topic button at the top of the
forum page.

Enter the name of the topic you wish to add in the e
subject field. Add the description of the topic to the text

field.

Clicking the Spell Check button at the bottom of the
page will open the spell-checking feature in a pop-up
window; Spell Check searches the subject and body of
your entry and recommends replacements for

7.12

Greate new reply
Reply Text
ot o |
Original Reply
! This is a great idea, T will try that with my fourth grade
Author 2 class.
1/10/2006
7:i28 am (TST)

[ General I Discussions Hew
(Site-Wide)

Local Discussions » Examples of Learning t integrate technology »
Access an online Weather Forecast » This

) Forum: Examples of Learning Activities that integrate technolog

0 Topic: Access an onling Weather Forecast

« previous next »
ﬁlﬁ This is a great idea, I will try that with my fourth grade
class,
Author 2

1/10/2006 %
7.28 am (15T (_Post Hew Reply ){Edit this Reply

ocal ; [ General Discussions
I (Site-Wide) 3

. Examples of Learning Activities that integrate
technology
Created: 1/10/2006 7:10:00 am (TST)

Integrating technology into the curriculum is very important.
What are some ways technology may be used, that will not
interfere with the subjects? How can teachers integrate it
in order to promote learning?

Please list any learning activities you may have used which
integrate technology in the classroom.

{ Create Hew Topicy| [ Clear “New” Status | - Show All Topics - v
. J
All Topics in this Forum g;eated Replies Last Activity
@ Make History Real Author 2 0 1/10/2006
new 8146105 am (TST)
= Access an online author 1 2 1/10/2006
Weather Forecast #2001 am (T=T)
Atord of tho Doy frong Autbor L 102008

Subject; Make History Real
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misspellings.

Clicking the Character Count button allows you to track the number of characters in
your entry. The character limit for topic entries is 7000 characters.

Click the Create Topic button when you are ready to post your topic. You will then

return to the forum's topic list, and your topic will appear with a new status icon at the
top of the topic list.
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Search Area

Click the Search tab or one of

H ' Ill_l‘i):cul:ssions i::lulies '?Sein't:r_nuljiﬂdies)cussionsig:w“es yOSenrch
the various Search buttons e _ = :
. . Local Discussions » Examples of Learning Activities that inteqrate technology »
|0cated on most D|SCUSS|0n Access an online Weather Forecast

Board pages. Complete the
resulting form to search for specific topics by keyword, forum and date range.
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Announcements

events. Announcements can only be posted
TaskStream.

Announcements notify large groups of TaskStream members of important or timely

by Site Coordinators and by

To access Announcements, click the Announcements
link from the left menu bar or from the home page.

New Announcements (less than one
week old) are displayed in the black bar at
the top of the page. To view a recent
announcement, click its underlined title.

Recent Announcements (one to two
weeks old) are displayed in the Recent
Announcements section. To view a recent
announcement, double click on its title.

Search Announcements To search the
Announcements Archive you have two
options: 1) type in a keyword and click the
Search button, 2) set a date range with a

Enhance collaboration within a
learnin, g cormrnuni iy, More...

© Message Center (E-Mail)
@ TS Instant Messenger
© Discussion Board

+ Message Center
(E-rnail}

= TS Instant Messenge
= Dizcussion Board

< Calendar

© calendar

Menu Bar Home Page

New Announcements (less than one week old)

More

Recent Announcements {one to two weeks old)

Good luck to alll 6/23/2003

Check your account REMINDER 6/23/2003
» Past Announcements {15+ Days Qld}
Search Announcement Archive

Search by keyword

Search

Keyword: meeting, workshop, etc

OR

From: | January > 11,2003 =

To: |January j 1, |2003j( Search | )

From and To date and click the Search

button.

Note: Announcement can be posted by desig

nated Site Coordinators using the TS

Coordinator tool. New posted announcements create an alert on the Home Page of
each individual in the group or area it is posted to.
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TaskStream Messenger

her.

The TaskStream Messenger allows you to send and receive instant messages to
other TaskStream subscribers. If the person you are messaging is logged in at the
same time as you, then you will be able to communicate synchronously with him or

Communications

To access TaskStream Messenger, click the TS Instant

Messenger link located at the top of the left menu bar or
on the home page.

+ Message Center
(E-rnail)

+ Calendar

Left Menu Bar

Selecting Recipients

Communications
Enhance collaboration within a
learnin: g communit ty, More...

© Message Center (E-Mail)

(T Totant Fesserer)
© Discussion Board
© Ccalendar

Home Page

There are two ways that you can find TaskStream members to send an instant

message.

1. People Search: Type the person’s first, last, or full name in the people search
text box and click the Go button. The results of your search will be listed under

the Check all that apply heading.

2. View people by the groups with which they are associated:

When you first

open the compose page, the default group is your Local Area. The names listed
below are the members who share the same local area as you. To change the
group you are viewing, click the Groups pull down menu and select a different

group.

Once you have found the individual(s) with whom you wish to communicate, click the
checkbox next to each person’s name. As you select a person, his or her name

appears above the text box on the right.

'; TaskStream Messenger - Microsoft Internet Explorer

[ ] TaskStream Messenger
ompese

» Search for members:

> Select from group (isted below):
My Group -

To: Please select recipients from the left frame

Select Group Here J
Cnline U - all
Select OEI:EZ U:z;z - Local Ares
Recipients
=
[ d Sound for incoming messages = OH
&l # Internet

7.16

JSI=TES |

Compose
— and
Send




TaskC tream

Composing and Sending Messages

After you have addressed your message, you can compose the body of your message
in the text box provided. When you are finished, click the Send button.

Receiving a Message

When you receive a new instant message, the TaskStream Messenger

icon flashes and, if enabled, a TaskStream chime will sound. () TS Messenger

Note: See the “Controlling the Incoming Message Sound” section for information on
how to enable the sound feature.

Click on the flashing icon to open your TaskStream Messenger Inbox. The name of
each person that has sent you a message will appear on the left-hand side. Click the
person’s name to display the message he or she has sent you.

You can reply to_ a message by typing your [/ PR —
response and CIICkIng the Reply button at You have mejsagas‘! Click on Frnm:MEgvtnrmg Services ; )
a name to read or reply. Date: February 3, 2003 -- 12:07:00 pm (PST,
the bOttom Of the message teXt bOX' Mentaring Services 1 was wondering if you could send me the new
Clicking the History button (located next to fossen yots were tellng e soeut.
the Reply button) will allow you to see a
saved history of all TaskStream Message o
communication you have had with the T T
selected person.

TaskStream Messenger

v o Sound for incerning messages - 1{= OH

Controlling the Incoming Message Sound

If you would like to hear a sound each time a new @‘ Sound for Inaoming messages | WL O

TaskStream message has been sent to you, click
the checkbox next to the “Sound for Incoming Messages” flag located on the lower left-
hand corner of the TaskStream Messenger to turn the sound feature on. Conversely, if
you want to turn this feature off, deselect the checkbox.

Note: In order to enable the sound feature, your computer must be equipped with

either a Flash or QuickTime plugin. Additionally, the following configurations do not
support this new feature: IE 4.0-4.5 (MAC), AOL All versions (MAC).
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Creating a Group

The TaskStream Messenger allows you to TaskStream Messenger
create a group of TaskStream members prme—— 7 Croste a new group
with whom you communicate often. To e . )
create a group, click the Organize Groups Dotmacin = 1 (polte)
tab. % Wichael Del Rio
D Sronatios
Type the title of the new group in the Title
field and click the Create It button. The

group will appear in the Current Group pull-down menu.

Assigning Members to Groups

When you want to organize an existing group, you need to select that group from the
Current Group pull-down menu on the right hand side of the page. (This happens
automatically when you create a new group.) Once you have selected the group, you
may begin adding or removing group members.

Adding Members

Use the gray area on the left to select TaskStream Messenger
the people m_the_ group. There are two PO oreote v o
methods for finding other TaskStream 1 setect e fromn Grous S
deb's friends v > CGurrent Group:
members to add to your group. S [Math and Science G E] [ avarme 1 ( coete |
. ryna Sriin - —
1. Se_arch for members: Type in Sy D bah Lo
a flrSt and/or |aSt name of the ¥ Seth Giammanco [T Seth Giammanca
. . [T Shobha Marine [ Sveta Katz
person you would like to find
and click the GO button.

2. Search for member from an
existing group: Use the Select Members from Group pull-down menu to view
a list of the members already in selected groups, this includes the default
“Online Users - All” and “Online Users - Local Area” groups.

Once you have found a person to add to the Current Group, check the box next to his
or her name, and click the Add to Group button to add their names to the group roster
on the right.

Removing Members

Select the group from the Current Group pull-down menu. A roster of group members
appears below. Check the boxes next to the names of those to be removed and click
the Remove from Group button.
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Calendar

The Calendar allows you to organize, record, and plan daily and monthly activities.
The Calendar can also be used to schedule lessons and units.

GCommunications
To access the Calendar, click the Calendar link from the |eft s i rme o
N:Sﬁm © Message Center (E-Mail)
menu bar or from the home page. et sassanase | | ©T5 Instant bessenger
. © Discussion Board
olendar ) © calendar
© Announcements

Left Menu Bar Home Page

Viewing Events

Monthly View

( Manage Calendar(s)
(Create, Edit and Import)

The Calendar opens with the monthly I
view by default with the current date Colenis: [ 5 oo s memmansn] [ s seesmesn

shaded in a darker blue. Wiows Moy ¥ -Show -
July < 2006 v
On the calendar, you will see personal
events you scheduled and other
program or organization events posted :
by a TS Coordinator. You will also ST 1 ST D (ST ST [ T 1 TR
see your scheduled lessons and units. o ] o] LIEEETE
add event |£ add event B add event g add event, |£ add event E add event @ add euent ﬁ
[ & Fayment beadline |
(7 Ereactmectn_|
- Personal Events are identified by a single stick figure icon.
- Program Events are identified by the icon with two stick figures.
- Organization Events are identified by a building icon.
- Lesson Events are identified by the L icon.
- Unit Events are identified by the U icon.

7.19



TaskC tream

Daily View

To view the details of events scheduled for — [rerrsraemmemmmeemmrwms

a given day, click an event title or the date. SN CEED
You can also switch to the daily view by
selecting Daily from the View pull-down
menu. The calendar view switches to the
daily view and displays the selected day’s
event information.

it for registration by Manday
8:00 AN - 9:00 AW

©:00 PR -7:30 PR

From the daily view, you can use the [ ay 2 s o)
arrow buttons to view the previous or

next day’s events. To select a specific date you wish to view, use the pull-down menus
to select the date and then click the Go button.

Filtering Events

From either the monthly or daily views, you can choose to Monthly | - Show All-
filter the displayed events. Using the pull-down menu, you [ ———"

can choose to show all events, or solely your personal, S{gga;‘;if“c'”
organization, program, or curriculum events. Curriculum

Viewing Calendars from Others in your Learning Community

If you have selected to view the
calendars from others in your
learning community, you will be
able to select to view the
calendars by selecting the check
box(es) associated with the calendar(s) you wish to view.

Printing Calendar

To print the calendar, click the Print View button to access a printable
version of the daily or monthly calendar.
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July 2006

From this print view,
you can print the lesson

by selecting Print from
the File menu at the .
top of the screen. .
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Post New Event

To post a new event, click the Add Event button

Add Euent

located at the top of the calendar or on the day on
which you wish to schedule.

The Post New Event form will open. Choose the type of
event you wish to schedule and click the Continue button.

If you choose any type of event other than lessons and
units, you will then be given the opportunity to enter an
event title and edit the event type . If you can post events
on multiple calendars, you will need to select the calendar
to which you want to post the event. You need to choose
the event date and the event time. By default, the event
will be marked as an all day event. To schedule the event
for a specific time, uncheck the All Day box. This will
enable you to choose a start and end time. You can then

11

Post New Event

Choose Event Type:

O Implementation

O Meeting

Close window [

Post New Event

Event Title:

Event Type: Personal

Event Date(s): Start Date:

74542006 =

Crmm/ ddf )
i [ allDay

Start Time

5 ¥ 30

Dr. Robert's

Don't forget

Doctor's Appaintment

Llose window [&

-

End Date
7/5/2006 =
(mrmddddyyyy)

End Time

P4 B v : 30 v PM v

office -- Physical

copay !

enter a description for the event. Once you have finished entering the information for

the event, click the Submit Event button.

If you choose lesson or unit as the type of event,

Post Lesson

you will be prompted to select a lesson or unit
from the lessons or units you have created within
TaskStream’s Lesson or Unit Builder. You will
then be able to select the calendar to which you
wish to add this lesson or unit and the date and
time you wish to schedule the lesson or unit.

Posting lessons and units to the calendar will
automatically record the implementation dates in
the Implementation area of the Manage Lesson or
Manage Unit area.

Choose Lesson:

Select
Calendar:

Lesson Date(s):

Lesson Time:

Comments:
toptionaly

Pubiish iesson =

ty Events Calendar 1 ~

Start Date: End Date:
B

(ramiddsyyyy)

All Day

Crmdddsyyyyd

Likewise, entering implementation records in the Lesson and Unit Builders will
automatically post these lessons and units to your calendar.

Note: If you are a TS Coordinator, you can post events to specific programs and/or
areas of your learning community. Please refer to the TS Coordinator downloadable
manual for more details on posting program/organization events.
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Edit or Delete Events

You can only edit or delete events that you
have posted. To edit or delete an event, first
open the daily view by clicking the event title
or the date of the event you wish to edit or
delete.

To the right of the event, you will see the
Edit and Delete buttons. To make changes
to an event, click the Edit button. To delete
an event, click the Delete button.

Viewing Options

July v 26 ¥ 2006 ¥

All Day

Details: Must send payment for registration by Monday

% Br

8:00 AW -9:00 AR

¢ akfast Me eting with Sue Miller

:

6:00 PM -7:30 PM

«of Magical Thinking, J. Didion

.
L
na

((((((

Click the Options button to access the viewing options menu. You can
choose to show both the units and the lessons included in the units or to

show only the units without showing the lessons.
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Managing Calendars

To access your management privileges for your calendars, [ Manage Calendar(s)

click the Manage My Calendars tab.

[Create, Edit and Impart)

Managing Your Calendars

From the Manage My
Calendars area, you are able t0 | oremims 1 e e o e e e e et e
view the preferences for the slond
. Calendar Name Entries Updated Permission Golor Display

calendars to which you have iy Events Colerdar (ofaut) s 71372008 iew/esi Y

e Bil Payment o 7/11/2006 View fEdit Change
access SpeCIflca”y’ you can Project Schedule 0 7/11/2006 view/Edit Change
view the name of the calendar, Other's Calonds - Tocere meatore Canims 1o v
the number of entries that have You are currently not importing any other users’ calendars,

been made to the calendar, the

last date when the calendar was updated, the permissions you have within the
calendar, the color in which the events of the calendar will be displayed, and the
current display option. From this screen, you are able to change the color in which the
events of the calendar are displayed. To change the color, click the Change link from
the Color column.

To add, edit and delete your calendars, click the Add,
Edit and Delete My

Calendars button.

Mana dars » Create and Edit My Ovn Calendar
TO add an addltlonal Directions: You may create up to five personal calendars. Multiple calendars makes it easy to categorize events (e.g. bithday calendar,
curticulum calendar, ete). Vou may also give others permission to view andfor edit your calendar(s). Once permission is
granted, the other person must import your calendar before viewing it
’
your new calendar and then reate new catendar: EEn))
click the Create It button. EhCEIEEe
My Events Calendar {Default Calendar) Rename.
Viewing Permissions: | @ private - Only 1 can view this calendar

CJPublic - Others at TaskStream University can view this calendar

To rename any of your
H Editing Permissions: | Allow the following subscribers to create events in this calendar

calendars, click the Rename — oo
button. Enter a new name Steffon Isasc Coemons s

Carla Shatwell
for the calendar and then e

Rachel Strum3 Remoue) Acoess
click the OK button.

Bill Payment (last updated: 7/11/2006)
For each Of your Calendars viewing Permissions: | @ Private - Only I can view this calendar
1

O Public - Others at TaskStream University can view this calendar

you are able to edit the
viewing permissions
choosing whether to keep the calendar private or public. Selecting to make your
calendar public will enable other individuals within your organization to view your
calendar.

Editinﬂ Permissions: | Allow the following subscribers to create events in this calendar
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You can also Choose ‘to My Events Calendar {Default Calendar) [Rename |
grant other individuals within o oo e oty can vt e saendn

your Organlzatlon the abll'ty Editing Permissions: | Allow the following subscribers to create events in this calendar

to add events to your name___ STy

Calendar' TO Choose Carla Shotwell
individuals to whom you Rachel Strum3

WOUId |Ike to grant the ablllty Bill Payment (last updated: 7/11/2008) (Rename | Delete |
to add events to your Viewing Permissions: | @) private - Only I can view this calendar
Calendar, C“Ck the Ad d O public - Others at TaskStream University can view this calendar

Editing Permissions: | allow the following subscribers to create events in this calendar

More Users button and then
select the individuals to
whom you wish to be able to add events from the Member Locator.

Note: Choosing to make your calendar public and viewable to others in your learning
community and choosing to allow other individuals from your learning community to
edit your calendar are two separate options..

To delete additional calendars, click the Delete button.

Note: You will not be able to delete your original calendar.

Locating Other Calendars

BT Paymert ) TI72005 e FECT Thanae Eaal
You are able to —

Project Schedule 0 7/11/2006 View /Edit a=
access the Other's Calendars Locate Additional Calendars to Yiew
Ca|endarS You are currently not Importing any other users’ calendars.
created by

others in your learning community. To locate the calendars you can choose to view,
click the Locate Additional Calendars to View button.

You will then be able to
search by name or by
SearChlng the Member Ditections:  Search for ather people’s calendars hylemering pheirname in the lex! field or by using the member locatar. Once yuu‘have
Locator. SeleCt the Ca|endal’s Ih;cated someone's calendar, you can |mp?n their calendar by se\ectmg_the checkbo fext to t_he calendar, _and clicking 'Add to
K ) i X y Calendars’. Note: To view other people's calendars, they must first give you permission to view andfor edit their calendar.

you wish to view by clicking .
the Corl’eSponding CheCk Search by subscriber name:

M wal h b H aunc ember Locator
boxes and then click the Add Oruee thetlemberlocater

to My Calendars button..

Manage Calendar(s)
(Create, Edit and Import)

View Calendar

aqe Calendars » Locate Others' Calendars

Note: Subscribers with TS Coordinator privileges will be able to view the lessons and
units placed on any calendar within their learning community.
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