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Email & More “Nuggets”

Archiving Email, Email Server Limitations & “Nuggets”
Email Server
· Our email server is in need of replacement (hopefully soon) and it has limited capacity for storage.  Consequently, we are finding that it is often near storage capacity... full! We ask that you do the following, at least until we upgrade:
a. When you need to share large file attachments with people in the district, try a different method.  If it isn’t confidential, place it on the L Drive and have the person copy it from there and then delete it. 

b. Try using a flash drive… sometimes called a pen drive.

Email Archiving
· We are now required by law to archive email.  We finally got this up and running a little less than a month ago.  This means that all your email is being archived for five years. In practical terms, this means we can go back for up to five years and retrieve any email you sent or received… nothing is permanently deleted, even though you delete it from your email account, until it has reached the five year limit.
H Drives (This is a repeat from last month but still an issue)
· Once again out servers are filling up fast.  It seems to always happen this time of year.  We would greatly appreciate it if you would scan your H Drives and get rid or files you are not using or don’t need.  This is especially true of music, movies and other larger files.  

Nuggets
· Zoomit – (http://technet.microsoft.com/en-us/sysinternals/bb897434.aspx) ZoomIt is screen zoom and annotation tool for presentations that include application demonstrations. It allows you to use your mouse scroll button or arrow keys to zoom in and out on your screen.  Very effective during presentations and/or for visually challenged individuals.
· Tikatok – (http://www.tikatok.com/) is an on-line tool that allows children to write, illustrate and publish their own books.  For younger students.
· PDF to Word – (http://www.convertpdftoword.net/)  As many of you may know, PDF documents are nearly impossible to edit without using an expensive program like Adobe Acrobat Professional. This on-line tool allows you to upload a Portable Document Format (PDF) file and it converts it to a Word document for you. 

· Kerpoof (http://www.kerpoof.com/) – another great utility for younger students.  It allows you to make all types of files including cards, stories, drawings and pictures.
· Screencast O matic  - (http://www.screencast-o-matic.com/) -If you want tool similar to Jing that does not require you to install a program, try Screencast O matic. This tool allows you to create a video of your screen (screencast) without requiring you to install anything. The product is in beta right now.

Enjoy!







