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Network installation & technical information

Installing 2Email

2Email is designed to work on ALL networks. You can find clear installation instructions on
the CD and we provide full support on our website: www.2simple.com/support

If you need help with a specific installation, please do not hesitate to contact us via our
website or email us at support@2simple.com

2Simple will provide MSI installations free of charge.

As networks differ from one another, we can and will help you when needed. If any of our
instructions do not work, please do contact us as we want to provide accurate information
and we rely on your feedback to help us to get it right.

2Simple Software
Enterprise House

2 The Crest

Hendon, London

NW4 2HN

Tel: (+44) 020 8203 1781

Fax: (+44) 020 8202 6370
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Installation instructions

Installing the program
Put the CD into your CD drive. This % 25imple E-moil.CDROM

should autorun but if it doesn’t you will .w e Installation Hel
e : . p
find it under - ¢

My Computer > CD drive X (X being
the drive your CD is in) > SetUp

Part 1: Install 2Simple E-mail (Mailboxes)

Part 2: Install 2Simple E-mail (Client)

You should then get the options
opposite.

Using the program on one
computer

Part 1: Install 25imple E-mail (Mailboxes)

To use on one computer, you need to

install both Part1 and Part2 on the Part 2: Install 2Simple E-mail (Client)
same computer. For more help and
information please see “Installation
Help” highlighted in yellow.

Using the program on your
local network

You can set the program to run through Installation Help
your network, allowing the children to click this for more information on
email through different computers. installing on a network

There are 2 steps required
for this installation:
Step one will install the server and Step

2 will install the client part of the
email program.
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Step 1

Click on:

Part 1: Install 2Simple E-mail (Mailboxes) ‘

This will begin the Email Server (Sorter)
installation. Once you have clicked on
Next>, you will come to this screen:

Please read this very carefully so you
understand the procedures. Once read,
click on

(#) | accept the license agreement

Click on Next> to go through the rest of
the process.

You need to check two things:

1. Where the mail sorter is going to be
located.

2. Whether you have enough space.

Clicking on Browse will allow you to
navigate to the area where the sorter
will be installed. Decide where to put it
then click Next>

For Windows NT/2000/XP/Vista: This
has to be located on the local machine
which MUST be a shared folder.

For Windows 98/ME: This can be a
network location but the sorter will
start running locally - you will need to
be logged in for the sorter to work

properly.

NB: Users will need FULL read, write &
modify access to the shared folder
where the sorter will be installed.

i@ 28imple Email (Sorter) Setup E\EIE|

Welcome to the 2Simple Email
(Sorter) Installation Wizard

It iz strongly recommended that pou exit all Windows programs
before running this setup program.

Click Cancel to quit the setup program, then close any programs
you have winning. Click Mest to continue the: installation

WARMIMG: This progran is pratected by copyright law and
intemnational treaties.

Unautharized reproduction ar distibution of this pragram, or any
portion of it, mag result in severe civil and criminal penalties. and
will be progecuted to the masimum extent possible under law.

Installation by %'asi Herath
Date- 15/05/2007

i 28imple Email (Sorter) Setup

License Agreement
Y'ou must agree with the license agreement below to proceed. \ A
AN
CUSTOMER SOFTWARE LICENCE e

IMPORTANT - THE COPYRIGHT AMD ANY OTHER INTELLECTUAL PROPERTY
RIGHTS IN THE SOFTWARE AND DATAWHICH CONSTITUTE THIS SOFTWARE
FPRODUCT ARE AMD REMAIMN 2 SIMPLE LIMITED'S PROPERTY. YOU ARE
LICENSED TO USE THE MATERIALS ONLY IF YOU ACCEPT ALL THE TERMS AMND
COMDITIONE BET OUT BELOW

TEMPORARY LICENCE
IF YOU HAVE BEEN PROVIDED WITH THE SOFTWARE OM A SALE OR RETURN
(2| accept the license agreement
()| do nat accept the license agreement
Wise Installation ‘wizard [R]
[ Resst ] [ < Back ” Nest > l [ Cancel

& 25imple Email (Sorter) Setup

Destination Folder
Select afolder where the application will be installed. 1 A

The Wise Installation Wwizard will install the files for 25imple Email [Sorter] in the fallowing
falder.

To install into a different folder, click the Browse button, and select another folder.

‘You can choose not to install 25imple Email (Sorter) by clicking Cancel to exit the 'Wise
Installation wizard

Destination Folder

C:A\Program Files\25imple Software\25imple Email (S orter]t

"Wize |nstallation Wizard [R]

[ < Back ][ Mext > ] [ Cancel ]

NB: For Windows 9X based computers: An email sorter
picture will flash and when the server is running, this icon

appears in the systems tray. For NT/2000/XP nothing
will appear in the systems tray because it runs as a service.
The only way to access this is through the services console:
Start>Run> type services.msc

not to be reproduced without permission
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Step 2

This will guide you through the process
of setting up the client part of the
email program.

Click on:

Part 2: Install 2Simple E-mail {Client) ‘

This needs to be installed on ALL computers on the network

Once you have clicked on Next>, you
will come to this screen:

You will be taken through the rest of
the process.

You might need to check where the
setup is putting the application, but it
should be put in:

C:\Program Files\2Simple Software\2Simple Email (Client)

Once you have done this, click on
Next>. It will now install the program.

Once you have completed the
installation, your computer will
automatically restart. If this does not
happen, please do so manually.

i 2Simple Email (Client) v1.0.82 Setup EEEE

Welcome to the 2Simple Email
(Client) ¥1.0.82 Installation
Wizard

Itis stongly recommended that you exit all \Windows programs
betore winning this setup program,

Click Cancel to quit the setup program, then close any programs
pou have running. Click Mext to continue the installation.

WARNIMG: This program is protected by copyright lavw and
interational ieaties

If You are running Windows NT 4. please install
Flash Player 7 so that you can view the videos.

Installation by Yasi Herath
Date: 04/05/2007

i 25imple Email (Client) v1.0.82 Setup

Destination Folder
Select 5 falder where the application will be installed. b

The 'wise |nstallation \Wizard will install the files for 25imple Email [Clignt] v1.0.82 in the
fallawing folder,

To install into a different folder, click the Browse button, and select another folder

YYou can choose not ta install 25imple Email [Client] +1.0.82 by clicking Cancel ta exit
the ise Installation Wizard

Destination Folder

C:A\Program Filesh25imple Software\25imple Email (Clisntlh

Wize Installation Wizard [R]

< Back, ” Nest > l [ Cancel

2Simple Email (Client) v1.0.82
has been successfully installed.

Click the Finish button to exit thiz installation

-—Flmsh Caneet
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Setting up the program

If you have installed both parts on a
single computer, you WILL NOT need to
go through this stage as the server is
automatically located for you. Please go
straight to - “Getting Started”.

If you are using the program on your local
network:

Double-click on the icon on the desktop (on
the local machine)

£

You will be asked to find the location
where you have installed the sorter
(server). You can do this by looking at it
manually (click on the browse button) and

Welcome to 2Simple Email
ple Ernailin @ meaningf

o
willneedto setitup.

ccccc

locate the server folder where the sorter is

installed.

Ifyor utton "Shaw

NB: please make sure you locate the i e e .
“SERVER” folder. (Eg: C:\Program g ] feme
Files\2Simple Software\2Simple Email ——
(Sorter)\Server)

YOU WILL NEED TO DO THIS ONLY ONCE, AND
YOU ARE READY TO USE 2EMAIL.

not to be reproduced without permission © The IT Learning Exchange 2004
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Using 2Email

Getting started

Login for teachers

You can get to the login screen by selecting L

Configurator from your Start menu: 2Simple E-mail

Corfigurator -Version 1.0.8

Start>Programs>2imple Software> User Name: |

2Simple Email Client>Configurator Password: |

You can log in with any teacher username and

password
OK Cancel

You will need to use a “built-in” ADULT
username and password. These are colours.
For example:

Username - RED Password - RED

Username - BLUE Password - BLUE...etc

= Add users ZSlmpleE-mail

= Configure the types of email # | Setup Users

= Set up emails to be sent ¥ | E-mail Options

=  Monitor email traffic # | Teacher E-mail

Here you will be able to % @i

= Clear all the emails on the server 2y | Cleanslate

© The IT Learning Exchange 2004 not to be reproduced without permission
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Login for children

To get to the children’s login, double click on E!‘
the 2simple Email icon, which should be on
your desktop.

25imple E-mail

If it’s not there, please go to:

Start>Programs>2Simple Software>
2Simple Email Client>2Email Client

This is the login screen for the children:
> 2Simple E-mail

They need a user name and for year 2 and 3, a

password. Their passwords are the same as their

user name, e.g. user name: apple password: apple Welcome to 2Simple E-mail. Please Login:
Name: ||
Password: "
s |, \ ® | ®
Show Users QK Cancel

options.

Clean Slate

The Teacher’s screen LT
2Simple E-mail
Once you have logged in as an ADULT user, you # | Setup Users
will be taken to this screen.
& | E-mail Options
Here you can access all the different teacher & | Teacher E-mail
2

The children’s screens e B Py W
@ | F| 8

Current User: dog

From ‘ To ‘ Subject ‘ Date ‘Attachments ‘

This is the Inbox screen:

The children will be able to see if there are
any emails sent to them, who they are from
and when they were sent. Children need to
click on each email to open it.

not to be reproduced without permission © The IT Learning Exchange 2004
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Using different templates
The program has three different templates that children can use.

. @New‘ B senaemail X
PICtures only [ g@ [ @ l E lCurrent User: cat
This allows children to use pictures To: [dog &e
to send email. From: |cat »
Subject: |hi |
. @Nuw‘ A Wordanks | [ send Email X
Pictures and words (@[5 | B | commvsence
This allows children to sent a To: [cat B

£ 4

combination of text and pictures in From: |dog
their email

Subject: |hello

Hi,

This is where | am going for my holidays. Do you want to

@N-w‘ A Wordanks | [§ send Email X
Words [ g@ [ @ I E l Current User: cat
This allows children to send email To: [butterty [*]

using text only.

From: |cat

wiX

Subject: |Shopping

Hi

Hope you are ok, | was going to go shopping at the weekend, do you want to come with
me?

Cat

© The IT Learning Exchange 2004 not to be reproduced without permission
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Using the children’s options

Login
Children login by:
* Clicking on ok (reception)
¢ Putting in a user name (year 1)

¢ Putting in a user name and password
(years 2 and 3)

* Their passwords are the same as
their user name,

Eg: user name: apple
password: apple

You can also see all the users in each

year group.

Show Users

Click on Show users and you will be
brought to this screen.

You can choose one of the accounts to
go into.

Once you have click on Ok, you will get
this window.

You now have an option to do one of
four things

¢ Click on 2Email to go the inbox

* Click on 2Respond to go activities
already in the program

¢ (Click on Watch Videos to watch
some videos about how to use the
program

¢ Click on Log out which will bring
back to the log in screen.

2Simple E-mail

%asswod
2

Welcome to 2Simple E-mail. Please Login:

Name: ||

2 @ ®
Show Users OK Cancel
Users List
Reception éYear 1 |Year 2| Year 3|
bird =
butterfly
cat
dog
elephant
fish
fox
frog
horse
ladybird
mouse
shark b
shake |
OK Cancel
I ] S

>< 2Simple E-mail

Welcome to 2Simple Email. Please make a selection

’O\

2E-mail

2Respond

(<7

Watch Videos

b |

Log out

not to be reproduced without permission
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Inbox
Once children click on 2Email, they

@ New (@ print B Repty ] etete ‘

will be brought to the Inbox. Here {
they will find any emails sent to the
account.

Children can either click on:

@ New

or

Composing email
You can now compose your email
using one of three templates.

Receiving email

g@ l @ ] E }CurrenlUser:dog
F

rom [To

[ Subject

&)New | A WordBanks  send Email

@ X E lCurremUser:dog

To:

cat

£ 4

From: |dog

Subject: |hello

Hi,

This is where | am going for my holidays. Do you want to
ccccc

&New @erint| B reply [ Detete X

When children log in, they might

have an email waiting for them. If |
this happens then you will see this
window.

You have 1 new email

Children receive email in their
inbox.

Current User: cat

@® | 7| &

[To
cat

[Date [Attachments
10/11/2004... None

[ Subject
hello

From
[=><1dog

© The IT Learning Exchange 2004
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Replying to email

Children can to reply to an email G| A vorst | @ sonsEma X
sent to them. After they have D [T [ B | cumentvserca
clicked on the email to read it they [—] [
then click on: g = f“
@ Reply Subject: |Re: hello
L]

... and send in the same way as
sending a new email.

Using the address book

The address book can be accessed o x
by the blue book at the top or next [ o) I ] Current User: eat
to the to line: . 1
[ cween Aduts A
E ;gebird | 1
Wbutterﬂy
Clicking the recipient, will put the ) &
address in the To line. L&
melephant
A tish |
'%fox
ﬁ’;\;z&frog
A horse
Sending email
To send the email, children need to -
click the post-box. sending...

E Send Email B .

e

A small animation will appear and the
program will go back to the Inbox.

not to be reproduced without permission © The IT Learning Exchange 2004
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Adding attachments

Users within the accounts from Year 3 alten Averdearke | § sonaenat [} atechmerc X
upwards can add attachments. { =2 ] e T B l COuSRRCeErg i
To: |fairy

KB

From: |giant

Go into a year 3 account.

Subject: |My Holiday

2Simple E-mail

Hope everything is ok. Here is an attachment from my holiday in New York. Do you like it?

(Giant

Welcome to 2Simple E-mail. Please Login:

Password: (;;;é
a?‘©®

Show Users OK Cancel

Name

Click on 2Email and you will be ready to
compose an email.

Click on New and choose a template you
want to send. Compose an email.
You can choose what sort of file you X

. Leok ;[ 1 My Documents =l e B E-
want to attach. This could be a words, i =
pictures, sounds or videos.

\Diskkey transfer Dinyoct & calls doc
il |CIPRD B chapter2.doc
) Funnies |25 5chedulsOCR, Input B haircut,doc

| Holday ()5theduleOCR Output &b, doc
|SiHome Files |E5)Studying ] 10b sheet.doc
3ok Apps Iwork & meetigns. doc
iy albums [ |~bartboardyearSresourcel.doc B meetings dac
)My eBooks B Jsimple email user quide.doc B ]narthernlinem
iy Music [E] Zemail kbxt ®passport.doc
ity Pictures BE)25imple: email activiey quide.doc B problemsz, dor
iy Received Files B 25imple emal user guide.doc  BRomans.doc
Pty videos Bt 1thoct.doc & smartboardiz

2| | |

- I =]
Fies oty [words _ Caneel |

A

Choose this by changing the Files of
type.

©
Deskton
My Documents

My Computer

(E1NEY

A paper clip will appear next to the
sender like this.

I~ Open as rsad-only

File extensions accepted:

xt .rtf .gif .bmp .jpg .mpeg

.mp3 .wav .mov .avi .wmv .ppt

© The IT Learning Exchange 2004 not to be reproduced without permission
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Opening Attachments

When the receiver gets the email in
their Inbox, they can open this in the
same way as before. They will see the
paper clip next to the sender’s picture.

They need to double click to open the
attachment.

Printing

You can print the inbox or email. Click
onto the print icon at the top of the

page:
Print

If it prints correctly, you will receive
this window

CEE x|
“1i.l) Cone!

&]New gPrim‘ B Reply Delen‘ X
{ @@ [ @ T E ] Current User: fairy
To: fairy ?{J
From:  |giant fg‘g

Subject: |My Holiday

Hi
Hope everything is ok. Here is an attachment from my holiday in New York. Do you like it?

(Giant

DNew gPrint‘ B Reply Dcleie‘ X
{ @ X @ W E l Current User: princess
From [To [Subject [Date
s_adog princess hi 10/09/20...

Please note that the [program is set up only to print for years 2 and 3. If you would
like to make print available to reception and year one, you need to go into the email

configurator to make this possible.

not to be reproduced without permission
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Using auto-response

) =10ix]
You can use a set of lessons already in

the program which allow you to set up g o
automatic replies. By clicking on = 25imple E-mail
2Respond you will come to this screen:

Welcome to 2Simple Email. Please make a selection
[ 2N
% 3 ‘

2E-mail 2Respond Log out

(«HlD

Please select alesson from the list below:

Watch Videos

Celebrations
Florence_Nightingale
Game

Package

Party

Playground

Review

Toys

© | ©

OK Cancel

To see how to use these, please refer
to the activity guide.

© The IT Learning Exchange 2004 not to be reproduced without permission
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Using the teachers’ options

Setting up user accounts

You can set up email accounts by using
the Add User button.

This will start the wizard.

Adding users

»

Setup Users

Setup Users

- rUsers (vear1)
Reception ;
Year 1 )
’ rFind User
Year 3
2.
- Find User
~ |

bird j

butterfly
cat

dog

=

™ Exact Match ‘ Adci User Remave User

The wizard will guide you through the process of adding a new user. You will need to

supply:

* A user name

* A password (for year two and three)
* A picture

The process is illustrated here:

Setup Account Wizard

Setup Account Wizard
This v
E-mai

izard will enable to create and add user accouns to your ZSimple

Please Make a Selection

& Creste an account using this Wizard

€ Import it from SIMS,

not to be reproduced without permission
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Email configuration

Here is where you can change how the
children see the email, load word
banks and clipart.

Teachers’ mode

Inbox

In the Inbox, you can turn the
monitoring on, which will allow you to
monitor emails going to other
accounts.

By clicking on to the teacher e-mail
icon you can check the emails, before
forwarding them on. This only works,
if you have turned monitoring on.

You can open the email and see what
is being sent.

You can then delete any emails which
are blank or offensive and commit the
other emails to their accounts.

% | E-mail Options

E-mail Options oK Cancel

ﬁ Teacher E-mail

Curtenty loaged nuser o this machine: blue X

0 Select All _ Recsive
From [To [Subect | Date |

© The IT Learning Exchange 2004

not to be reproduced without permission



Page 20 2Simple Email user guide

Group emails

You can also compose a group email to prtm———— X
a year group

From: [

Subject: ‘
Templates:

In the To field you need to put the Pictures ]
year group you want to send to. In the S
From field you need to put a teacher
user name - a colour and then write a s |
subject heading
Choose a template you want to show
and this will bring a template you
want to use.
To: ear 1
Now compose the email to be sent. o ::,Iue
Then click on send. Subject B

This is my picture - do you like it?

1 J Email Sent! ‘
_

You will get this screen, click on OK to
continue.

=)
Send

not to be reproduced without permission © The IT Learning Exchange 2004
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Setting up Auto
Response activities

You can set up your own auto response e %
activities using the Lessons.

2Respond Activity Builder

| From ‘ ‘ Subject ‘ ‘ Message

[bue Al |
[blue 1| |

Il

Lessons

Here you can write a series of emails
which will automatically be displayed
once each is replied to.

You can do this by writing in the
subject and then writing the message.

The email will be sent via the account
you are logged into. You can increase
and decrease the amount of emails
being sent by clicking on the ‘+’ and ‘-
‘at the bottom of the screen.

When you are ready you can click
Done.

You will get this screen that will help
you name your 2response activity. This
will appear in the 2response list in the
email program.

oK Cancel

© The IT Learning Exchange 2004 not to be reproduced without permission
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Clean Slate

Here you can click and clear all the
emails on your server. This will allow &
all the mailboxes to clear.
Click on the icon next to clean slate.
You will get this screen
=
A,

Clean Slate

about bo delete all emais on the server

Click on ‘Yes’ which will clear the
emails on the server.

Additional Feature:

Please Choose a Passwond:

Thiz iz the first time pou've run the Security Panel. oK
L3
Sec u r'l ty Pa n e l Fleaze chooze a new passwaord. In the future pou wil -
be asked for thiz password. so please pass it on ta Cemel
whoever else needs ta uze this toal.

|I @ Security Panel J I

This will appear as soon as you select Security
Panel. It will prompt you to enter a password
of your choice. This password will need to be
entered each time you access the security

This can be accessed through:

panel.
Start>Programs>2Simple
Software>2Simple Email Client>Security
Panel @
Login Name [Password el X
amber amber
apple apple User Name amber
. baby bear baby bear | old Password: [amber
This feature allows you to change or b batge ™ | NewPasewora [———————
reset passwords. black back | comrmnen [
= = ' ]
butterfly
cat
cherries cherries
daddy bear daddy bear
dog
dragon dragon
elephant
fairy fairy
fish &
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Contacting 2Simple

You can contact us:
For general information: info@2simple.com
For support issues: www.2simple.com/support or email us at support@2simple.com

Tel: (+44) 020 8203 1781
Fax: (+44) 020 8202 6370

You can write to us at:
2Simple Software
Enterprise House

2 The Crest

Hendon, London
NW4 2HN

Faulty Media

Should the CD-ROM develop a fault we will replace it free of charge.
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