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Email Archive Description

Email Archive is a tool that can be used in (at least) two ways. One is as a mailing list or listserv,
where you and your students email an address using an external email application (such as Microsoft Word,
Gmail, UH Webmail, etc) and you and your students will also receive the messages in the external email
application.

The other option is for you to use it as a one-way communication tool. You, as the instructor, send
announcements/messages to your students that will be received in their external email application but you
take away the permission for them to write back to the mailing list. This is useful if you have emails you
would like to forward to your students but still want them to log into Laulima and use the communication
tools in there. For example, you might prefer to use a discussion board for two-way communication between
the whole class because you can moderate by deleting or modifying a message any of the students write
whereas in a mailing list everyone will get the message and there is no way for your to filter out
inappropriate messages.

Email Archive is also a messages archive. Every email that gets sent to the email address that Email
Archive generates is saved in Email Archive. You can also save messages that get sent through the Mailtool
to Email Archive. The only catch is that the Mailtool allows for private correspondence, while messages sent
to the Email Archive email address — since it’s a mailing list — are completely public. So you have to hide the
Email Archive tool from your students (a two step process) if you wish to save private mail to the Email
Archive tool.

Hiding the Email Archive tool is a great way to store messages for YOURSELF, especially if you
don’t think your students need to have both Email Archive and their external email application to find
emails (which might get confusing), so you can delete messages in your external email application but still be
able to find them within Email Archive.

Read on for step by step instructions, with screenshots, about managing the Email Archive tool.
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1. To activate the email archive, go to

’ funpi:mhm: Jount action; grotp of peg
community food patch; 1o work 10g

L'au lma Lir.. many e,

o The Learning & Collaboration Server for :

My Workspace | | Cheryll WZikshops | KAP *_wlima | - more -

Home & Site Info

Discussion and

: ; Manage Access Add Participants
Private Messages s 2 icatg Imoort from Site  Imoort from File Page Order
Modulas

: Demo_caldridg_01_Dev
ARNouncemen . T

Site Description: Demo course for caldridg@hawaii.edu
Roster(s) with site 551
1

Term: Dev
Blogeer  gjte Contact and email: Cheryll Aldridge, caldrida@hawaii.edu
ChatRoom  ayailable to: Site participants only
Discusslon Included on public sites list:  Yes
Drop Box -
=222 Creation Date: Mov 1, 2007 2:13 pm
Appearance: "default”
Forums

2. Check *4 ", “continue”.

Site Info ¥ Announcements FAY posting current, time-critical information.

Asstgnments g Assignments or posting, submitting and grading assignment(s) online.
Blogge
e ¥ Blogger For a collaborative worksite blog
Chat Room
X E [ Chat Room For real-time conversations in written form.
Discussion
Drop Box M Discussion For conversations in written form.

Evaluation System  [# Discussion andfMirivate Jforum-Discussion Tool, Foothill
Forums

Eradabonk For private file sharing between instructor and student.

Link Too For viewing email sent to the site.
Mailtool

Messages = Foums

Tool for running site evaluations.

Display forums and topics of a particular site

CAldridge News
il Nes F Gradebook [% For storing and computing assessment grades from Tests & Quizzes or
Podcasts that are manually entered.
Polls ¥ Link Tool A tool to link to external applications.
Boster ¥ Mailtool Send mail to groups in your course. [Attachment-enabled)
Schedule
¥ Messages Display messages to/from users of a particular site
Syllabus
Tests & Quizzes ¥ Modules Modules - Melete Lesson Builder for creating and organizing learning
SEQUEnces,
RSS Links
CAldridge News For viewing content from http:/ /sakaiproject.org/news-rss-feed.

KCC-CELTT
3/14/08



3. Create the email address, be specific, “continue”. For example, include your class name, section, semester,
and year so there are no conflicts. eg. ics101-1-sp08.

é I aullma community food patcl
Server for

= The Leaming & Collaboration

My Workspace |

Home

Discussion and
Private Messages

Modules

Announcements

Resources

Site Info
Assignment:
Blogger

Chat Roam
Discussion

Drop Box
Evaluation System

Forums

i nn|:cm||.'|n J-III.I“ RN

Lit., many hands.

| Cheryll Workshops | '\&Laul.irrla_| - more - |

% _Site Info

P Logout
{2
W

Customize Tools
Customize these tools for your site.

Email Archive

s Silﬁemail address:

coningar * ek [Careal|

/®laulima. hawaii.edu

4. Confirm email archive, you will be returned to the site info page. Click on email archive.
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Home

Discussicn and

Modules
Announcements
Resgurces

Site Info
Assignments
Blogger

Chat Raam
Discussion

Drop Box
Evaluation System
Forums
Gradebook

Link Tool

Mailtool

Messages
Caldridge Hews
Podcasts

= _Site Info

L

Confirming site tools for Demo_caldridg_01_Dev
You have removed the following:

And have selected the following for your site (added tools highlighted):

Home

Announcements

Assignments

Blogger

Chat Room

Discussion

Discussion and Private Messages
Drop Box

Email mhive:}a[dridge_test@laulima,hawaii.edu
Evaluation System

Farums

Gradebook

Link Tool

Mailtool

Messages

Modules

Caldridge News (News Tool)
Podcasts

hﬂ_




5. You will see an email from which you are authorized to send mail from. You may not send to the email
archive from any other email address (see sections on permissions). Below that you will see two email
addresses. These are the ; the top one is the alias of the bottom one. Below that is
an via the email archive.

Home % Email Archive W

Discussionand  poviong  permissions
Private Messages

Modules || -

Annguncements
Resources | 1ou are authorized to send email from: caldridg@hawaii.edu
=== Email sent to the following addresses will be archived and sent to participants:
Site Info
: caldridge_test®laulima.hawaii.edu
Assignments . .
b4d40e55-87a2-429a-80d8-4108dd85451 5@laulima. hawaii.edu

Blogger

Chat Room

— N ] errrr—- | ]|

Drop Box [5end mad to caldridgs_testEiaudina havai,sdul
lFrom JS.ubjed Jﬂate Received ¥ ‘

Evaluation System
Forums || Cheryll Aldridge < ©» Hello & Mar 6, 2008 8:17 AM HST

Gradebook Cheryll Aldridge « - du> Demo_caldridg 01_Dewv: Hiya Feb 4, 2008 10:22 AM HST

Messages
CaAldridge News
Podcasts

6. Use the authorized external email to send your message ou created.

B T D R . e 8:29 AM (0 minutes ago)

From:|Cheryll Aldridge <c_._..__ ._.._..._U>

“ caldridge_test@laulima hawaii.edu

Add Cc | Add Bec

Subject: |Emai! Archive Fun!
& Attach g file (5] Add event invilation

Trash B I U FTTg Heeij==1EIE = FEZFT CheckSpell
« Plain Text

Aloha everyone,
¥ Chat

Please tell me a little about yourself.
@ Chenyll Thank you,
Set status here Cheryll

Oops. Your AIM®
session has expired.
Sign in again

@ Benjamin C Taylor
® Kevin Andreshak
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7. Any messages sent to the email archive will be

: Demo_caldidg_01_Dev : Email Archive - Windows Intermet Explore:

3‘ £ s/ boms eculponalste ke S7ez-4zsoonasnoed | & ferl < oo N |
, b Yo B it : ) Too

* i

Home % Email Archive

Discussion and Opti p =
Private Messages

Modusles

ANNOUNCEMERLs
Ricninas ‘fou are authorized to send email from: caldridg@hawaii.edu
————— Email sent to the following addresses will be archived and sent to participan

Site Info
caldridge_test@laulima. hawail.edu

bdd40e55-87a2-429a-B0d8-4108dd85451 5@laulima. hawail. edu

Assignments

| subfect | Date Received ¥
Email ﬁive Fun! & Mar 6, 2008 8:29 AM HST
Hello Mar &, 2008 B:17 AM HST

Demp_caldridg 01_Dev: Hiva Feb 4, 2008 10:22 AM HST

Messages
Caidridee Hews
Podcasts

8. Click on the message subject to view it. View headers of the message by cIicking “
Vlew other r messages by clicking these controls. Delete messages by cllcklng

ulima : Eu.mo caldiidg_01_Dev : Email Aichive - Wlndwslmnmc? Explorer

KD\ 2. hpe ndena howi ehpona e otcoess 72 423 ands41oea B 6 42 lﬂ

+

Discussion and
Private Messages

Announcements

Resources Mar 6, 2008 8:29 AM HST
Site Info Cheryll Aldridge

Assignments i Email Archive Fun!

Blogger aloha everyone,
Chat Room

Discussion Please tell me a little about yourself.

Drop Box Thank you,

Evaluation System Cheryll
[see attachment: “message0.html’, size: 161 bytes]

Forums

Gradebook

Link Tool el messaged.html (1 KB)
Mailtoal

Messages
CAldridge News

Podcasts
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9. This is the view with headers.

7 Laukma : Demo_caldidg_01_Dev i-_mnll.hlrhwl- Wwindows Internet Explorer

Home 3 Email Archive

Discussion and
Private Messages
Modules
Announcements
Resourees

Site Info
Assignments
Elogger

Chat Room
Discussion

Drop Box
Evaluation System
Forums
Gradebook

Link Toal
Mailtoal
Messages
Caldridge News
Podcasts

Hide Headers Delata

Ky

Mar 6, 2008 B:17 AM HST

Cheryll Aldridge «
Hello

Return-Fath: __ __ __

Racatvad: from localhost t[12}' 0,047

by sak10.its hawadiadu [JAMES SMTF Server 2.1.3) with SMTP ID 19

for <caldridge_test@lauima. james>;

Tha, & Mar 2008 08:17:33 1000 (H5T)

Rezetved: from wa-gut-1112, googe, com (wa-cut-1112, govgie com [209.85, 1461760

bry sakcl 0.6ts. havwadi edu (B, 14,1 78.14.1) with ESMTF id m2SIHWIG015957

for «caldridge_test@lauima.hawali.ecur; Thu, & Mar 2008 08:17:32 -1000 [HST)

Received: by wa-out-1112.G00gIE.com with SMTP 10 13520231881 1wal.12

for «caldridge_testilauima. hawail.eous; Thy, 06 Mar 2008 10:17:27 -0B0Q (F5T)

DHIM-Shgnature: v=1} a=rsa-shal5s; carelaved/ relaved;

d=gmail.com; s=gamma;

h=gomainkey -signatureé:réc dived:réc sived: message-ididate:from: sender: Lo subjec Limime - version:t
typeix-google-sencer-auth;

e pepHELGF 3vE-CpBS SHIpZ HThiS WoMMeeKhWhwdPT cws;

beANOaSTKY SyzFbIDiwEUSE QT IrNEEsS - QpAGK w2 gMIL sMX AR a2 | /MW Ew/ AL j2 QT «DEUCLIGFLEUG
Domainkey-Signature: a=rsa-shat; c=nofws;

degmall.com; segamma;

hemessage- kvdate:(rom: sendertosubject :mime-version:content -typaii-googis-sander-auth;

10. You can search for words in the email archive. This includes words in the body, subject and sender!

* Laulma : Demo_caldndg 01_Dey :

\1.:@

Email Archive - Windowsz Inlelm:l Explores

o 5[ _m

Cooperation, jomi action; group of people working iogether; e

cmmunity food paich; o work jogerher, cooperndc s
Lau[lma}u sy Prndy. . ‘},
Collaboration Server for the University of Hawali Community

Home £ Email Archive bt

Discussion and

Options Permissions
Private Messages

Modules -
ANNOUNCEMENTS
okt You are authorized to send amail from: caldridg@hawaii.edu
=222 Emall sent to the following addresses will be archived and sent to participants:
Site Info
. caldridge_test®laulima.hawaii.edu
Assignments . y
e b4d40e55-87a2-429a-80d8-4108ddB5451 5@laulima. hawaii.edu
(=3
Chat Room Viewing 1 - 3 of 3 of
Discussion .. | show 20 items... i..
Drop Box
Evaluation System |m |Su1=- ect \MT |
forume  Cheryll Aldridge <c . u»  Email Archive Fun! @ Mar &, 2008 8:2% AM HST
- —
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11. To change the permissions, click “permissions”.

/' Laulima : Demo_caldndg_01_Dev : Email Archive - Windowsz Intemnet Explorer

[ Cooperation, joml action; group ol - ple working together; e - Logout
community food paich; to work 10 Jner, coopernie lafe |

Lau lrna Lit., iy herndy, w .y

e The Learning & Collaboration Server for the Ur’ _rsity of Hawaii Community

Home & Email A" o

Discussion and ooty permissions
Private Messages

Modules IThanId J -

ANMOUNCEMEnts

REsauioss You are authorized to send amail from: caldridg@hawaii.edu
== Email sent to the following addresses will be archived and sent to participants:
Site infa

caldridge _test®@laulima.hawaii.edu
b4d40e55-87a2-£29a-8048-4108ddB5451 5@ aulima. hawaii.edu

-q_u'li‘lll'lll?l'lfj

Blogger

Chat Room Viewing 1 - 3 of 3 of

Discussion .. |shnw20 items i..

Drop Box

Evaluation System |F“;"'I §_u_b|e_c! ‘M‘W}_ﬂrf |

forume  Cheryll Aldridge < ) © > Email Archive Fun! @ Mar &, 2008 8:2% AM HST

12. Under permissions, you can change who is allowed to read and write messages. Make sure that

Instructor has full permissions and . If you would like students to
be able to send emails to the email archive (the mailing list) . This

is NOT a default setting, don’t forget to do this! The same goes for any teaching assistant or other
Laulima roles. If you want Email Archive as a way to record emails within Laulima for YOURSELF,
uncheck the “read” permission for Student and/or Teaching Assistants so they can’t read the messages.

This is especially important if you also plan to send messages from the Mailtool into Email Archive.

! Laulma : Demo_caldndg_01_Dev : Email Aichive - Windows Intemet Exploiee |__Tm

L@ O ey N 3 B3

Cooperation, jolnt action; group of people working together; o
commumiy food patch; 1o wark together, coopemic rr -
Lir., many i,

= _Email Archive

Private Messagss  Permissions
Modules S8t permissions for Email Archive in worksite “Demo_caldridg_01_Dev” (b4d40e55-87a2-429a-80d8-

4108ddas4515)
Announcements

Role _ | delete.any

Instructor

Student O

Teaching Assistant (]
Chat Room

Discussion --

E'.'s_ll.fatlnn System
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13. This screen is the Site Info->Page Order tool. Make sure the

USErs™ to see the email archive. (Do both, hide it here which hides the link to Email Archive for normal

users and uncheck “read” in permissions to be completely sure the messages will remain accessible only to

KCC-CELTT
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you).

| Laulima : Demo_caldiidg_01_Dev : Site Info - Dpera
File Edit View Bookmaks ‘Widgels Took Help
m Mew tab “ L')-J'rn l\-"rrrr-:;

- |

& @ hitps/Naulima) WWMMEWMNHWMHSBWJ:EM?H

Help [ o e ]
rer st it |Cﬁldrfdi= News 29 %
lpodcasls .u"' 'u""_x
[ Polls & @ X

Roster

Schedule

Syllabus

Tests & Quirzes

RSS Links

. Email Archive

Title: Show this page to nomal users

Address: hitps//laulima hawai edu/portal ool BbabS0E7 -7 4]
sakai-sie-pageorder-helper helper/faces/Pag]

vizghie=truakpansi=hiain

Save | Cancel Reset

14. You can set the email archive

_-J

/' Laulima : Demo_caldndg_01_Dev : Email Archive - Windowsz Intemnet Explorer

)20 hios: /o nom eculponashe/badd0e55 6722 4232 800541034 G | ¢ 1 ﬂi

-’

ooperation, joimi action; of people working fogether, e Logout

l au["-na-. ity food paich;
H « ey Parndy.

Home

Discussion and
Private Messages
Modules

mand T

ANNOUNCEMENTS
okt You are authorized to send amail from: caldridg@hawaii.edu
= Email sent to the following addresses will be archived and sent to participants:
Site info

caldridge_test®laulima.hawaii.edu

Assignments
b4d40e55-87a2-429a-80d8-4108ddB5451 5@ aulima. hawaii.edu

Blogger

Chat Room Viewing 1 - 3 of 3 of

Discussion .. |shnw 20 tems i . .

Drop Box

Evaluation System |£r£rﬂ |, Subject \Mﬁwﬂ.‘ |

Forums

Cheryll Aldridge < >  Email Archive Fun! & Mar &, 2008 8:2% AM HST
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15. You can allow people outside of the site participants to send messages to the archive and also Ehange the
” when you are done

Laulma : Demo_caldudg_01_Dev : Email Archive - Windows Intemel Exploner

L@ .E‘II

Cooperation. joint acton: group of people working togeiher:

I- community food paich; 1o work together, cooperate.
L'au lr“'a Lir,, ey heands.
Collaboration

The Leamning &

My Workspace :

Home

Discussion and
Private Messages
Modules
Announcements
Resources

Site Info

Assignments

Blogger
Chat Roam

Discussion

Evaluation System

Forums

16. When you [ECeIVEIMEssages from the email archive, you will see the

| Cheryll Work: KAP. Ldullrnd.l more -

= _Email Archive

Server for the University of Hawaii Community

Customize Email Archive

Mailbox settings
Accept Messages From
© Anyone
@ Only site paticipants

Site Email Address

(soandso@hawaii.edu) and
Edit View HBookmaks “Widgets Tooks Help

PN (= Gimail - Emad Archive -
M1 Hitp:d/mail google. com/mail/ 2disablechatbrowserchecks1 hui= B2 60
-
. Email Archive Fun! pse: 089 iew window
o Cheryll Aldridge - B:29 am (41 minutes ago) |+ Reply| » | CPEMNLEN
i Aloha everyone, Sponsored Links
i Please tell me a litlle about yourself Hawaii Real Estate
| 1ail Search MLS for Homes in Honcluiu
ham Thank you, Hawvaii Real Estate - Lusury
b Chenl Homes
Qﬁ [see attachment “message0 him, size: 161 bytes] W BethChang com
$49.95 Hawaiian Luau with
. Opeen Bar, Huge Feast, Hula
Puick Contacts Attachments: Show, Fire Hrife Dance, Incredible
Sunset
arch, add, orimv massagsﬂ htmi wearw hawaidiscountactivilies com
Cheryll Tang e Affordable Kauai Flights
et status herl Gao Airfine Flight Deals
o s Hin Honolulu Kahului Kona Kouai
caldridge_test This automatic nofification message was sent by Laulima (hitps.(f Wy Docom
Cheryll = laylima hawaii eduipoal) from the Demo_caldridg_01_Dev site. Fiy Hawaiian Airlines
eryl - ou can modify how you receiva notifications at Wy Workspace = Bock Travel with Mon-Stop Flights
Cheryll Aldridge Preferences. 1 Havwail from 9 West Coast
wnethasjunk Ciies.
i wanw HanwasanAirines. com
- iy Il = Forward |nvite Chersll 1o Gmail Unique Volcano Property™
i&ia Benly E'W%Pn-u ‘Vacation rental/BEB on hand-
| A=) cleared bt in the rainforest, Ses
it
Edit |abels W violcanotreshouse com
About these links:
nvite & friend L Back to lnhay | Rennd Snam || Dalste | ni0rc action 40
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17. Make sure you select FiepNialEORentianesponseothenunoleImailingiisi. Otherwise the message will be
sent only to the sender of the email.

* . Gmail - Email Archive Fun! - Opeta
Fle Edt “iew Bookmatks ‘Widgets Taols
LY = S ek x |

& M g Henal google. com/mal/ s ablechatbeowseichecks a1

Heb

B2 62
Add Wiy HawalanArEnges com
saried “Unique Volcans Property”
‘acation rerdalBEE on hand-

¥ Labels (8 cieared lotin the rainforest, Ses
SalClass i

o Tor  Charyl Aldridge - 4| wrww volesnotreshouse com

t caldridoe_test@iaulima hawall edu T & Lttt

bbb £dd Boc | Edit Sublect | Attach a fle
e Br U F1T- g e Check spelling v
———— s SiEEN EESL «Phaintet

On 3/6/08, Cheryll Aldridge

o 13 wrole:
Aloha everyone,

Please tell me a little about yourself.

Thank you,
Cheryll

[sae attachment: "messagel.hml®, size: 167 bytes]

Attachments

racaanall kil
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