Connecting to NDE’s Education Administration Email Lists with Outlook

Lists available are: Public School Superintendents
Public School Principals (Elementary, Middle and Secondary)
Special Education Directors
Nonpublic School Administrators
ESU Administrators
Education Association Heads (NSEA, NCSA, NASB, GNS and NRCSA)

In order to utilize these lists you must follow the instructions below. You only need to complete these
steps once for each list you want to use. After you have completed the synchronization the list(s) will
automatically be updated as changes are made.

1. Click on the hyperlink in your email or open Internet Explorer and type the URL below:

http://emaillists.education.ne.gov

2. If the “Connect to emaillists.education.ne.gov” dialog box appears, enter NDE\Your Network

User Name and Password. The user name is the user name and password that you use when

you first log into your computer except you need to enter NDE\ in front of your user name.

Connect to emaillists.education.ne.g e |

&
il \.‘

Connecting to emaillists, education.ne.goy,

User name: Iﬂ nde'login to network j J

Password: I

[ Remember my password

Ok I Cancel

3. Click OK to continue.
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http://emaillists.education.ne.gov/

4. The home page for the Nebraska Department of Education Email Lists will appear.

1 hitps//emaillists education ne.gov/default.aspx

i Favorites | 5% [ Suggested Sites ) Google &] Web Slice Gallery ~

| (] Home - Department of Education Email Lists

Site Actions + B IR

2 o
Department of Education Email Lists & v
U Ilkelt  Tags &
Hotes
Home Search this site. p 7]
Documents
Announcements
Shared D it
ared Bosuments There yno active Toadd anew dick "Addnen . . ""7[
E=5 # Add new announcement indows
Calendar SharePoint Services
Tasks
Calendar
NE Pub Sch Supts Links

T There are currently no upcaming events, To add a new event, cick "Add new event’, e e sty v fovre s oy T o
NE Pub Sch Middle Prins ¥ Add new event ik, cick “Add new fnk

NE Pub Sch Elem Prins

NE Special Ed Dirs # add new link

NE Association Heads

NE ESU Admins

NE Nonpublic Admins

Discussions

Team Discussion

Sites

People and Groups

& Recydle Bin

2y Al site Content

@ Internet | Protected Mode: On fa v ®m10% v

5. Go to the panel on the left hand side, locate, under Lists, the desired email group and click on it
once. For example, to select the NE Pub Sch Supts list, you need to click once on the list’s name.
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/¢ Favorites \ <% [ Suggested Sites ~ 4 Google ] Web Slice Gallery ~

| Home - Department of Education Email Lists

site Actions = [IEENE

& U
Ikt Tags&
etes

Department of Education Email Lists

Home Search this site. p (7]
Documents

oo Announcements
Shared D i

aree Becaments There are currently no actve Toaddanew dick"Add new ) l['.'.?’

Lists 4 Add new snnouncement Windows
Calendar SharePoint Services
Tagls

Calendar
NE Pub Sch Supts

NE Pub Sch Sec Prins
NE Pub Sch Middle Prins|
NE Pub Sch Elem Prins
NE Special Ed Dirs

Links
There are currently no upcoming events. To add a new event, ciick "Add new event”,

There are currently no favorite links to display. To add anew
& Add new event link, click "Add new ink".

& Add new link
NE Association Heads

NE ESU Admins
NE Nenpublic Admins:

Discussions
Team Discussion

Sites

People and Groups

@ Recydle Bin
[ All site Content

@ Internet | Protected Mode: On v B10% v

6. Once the list has opened, locate the “List Tools” tab at the top of the email list and click on the

“List” button to expand the selections.

24
< Favorites | ¢l [ Suggested Sites »  Google ] Web Siice Gallery + 3
[7] NE Pub Sch Supts - All conta - ~ [ v Page~ Safety~ Tools~ @}
S —
. Lori Henkenius ~
B Site Actions +
Department of Education Email Lists » NE Pub Sch Supts » All contacts
A& \ebraska Public School Superintendents Ilikelt  Tags &
Notes
Home Search this site... » 214
Documents Co-Dist#  Last Name First Name ~ Company E-mail Address Jab Title Address City State/Province  ZIP/Postal Code
Shared Documents 47-0001-  ACKLES DOUGLAS ST PAUL dackles@esu10.org SUPERINTENDENT 1305 HOWARD ST PAUL NE 68873-0325 (3
000 PUBLIC /E, PO BOX
SCHOOLS s
List= 63-0001-  ANDERSON JEFF FULLERTON janders@esu7.org SUPERINTENDENT 606 4TH ST,  FULLERTON  NE 68636-0520 o
Calandar 000 PUBLIC BOX 520
SCHOOLS
Tasks 2
14-0008-  ANDERSON RANDALL]. HARTINGTON  randers@esul.org SUPERINTENDENT 501 HARTINGTON  NE 68739-0075 (+f
NE Pub Sch Supts 000 PUBLIC BRI %
SCHOOLS PO BOX 7 i
NE Pub Sch Sec Prins -
b Seh iddl 54-0096-  ANDERSON RANDALL1. CROFTON randers@esul.org SUPERINTENDENT 89048 N HWY ~CROFTON NE 68730-0429 (e
NE Pub Sch Middle Prins | 504 COMMUNITY 121, BOX 429
NE Pub Sch Elem Prins SCHOOLS
NE Special Ed Dirs 64-0023-  ANDREESEN ARLAN JOHNSON- aandrees@esud.org SUPERINTENDENT 310 MAIN ST, JOHNSON NE 68376-0186 (a4,
000 BROCK PUBLIC BOX 186 i
NE Association Heads SCHOOLS }
NE ESU Admins 44-0070-  APPLE MIKE HITCHCOCK €O mapple@hcfalcons.org SUPERINTENDENT 318 WESTD, TRENTON NE 690440368 (3
000 SCH SYSTEM BOX 368
NE Nonpublic Admins
24-0004-  ATEN MARK OVERTON maten@esu10.0rg SUPERINTENDENT 401 7TH ST,  OVERTON NE 68863-0310 (3
o000 PUBLIC BOX 310 e
Discussions SCHOOLS
Team Discussion 10-0008-  BABCOCK LARRY ELM CREEK Ibabcock@esu10.0rg SUPERINTENDENT 230 NS, ELMCREEK  NE 68836-0490 (r
HAA P SN . . .
[ e NP R T SO PURIC . Al i i B D T N e N N

7. Depending on the size of the active window, you may have to locate the “Connect & Export”
button and click on it expose the “Connect to Outlook” button.
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Lori Henkenius -

Site Actions ~ @Y Browse Ttems

= Ej 3 [ - Current View: 4 E-mail a Link g ’
10| E 2 | 1 D) ) =,
' Ol Ancontats < G Alert Me.
Standard| Datasheet Datasheet Create ustomize 5ettings
View View = View [ 1-100 5 E RS5 Feed List - = -
View Format Manage Yiews Share & Track ,
T
Documents Co-Dist#  Last Name First Name  Company E-mail Address Job T
Shared Documents 47-0001-  ACKLES DOUGLAS ST PAUL dackles@esul0.org .;UP;
000 PUBLIC -
SCHOOLS
Lists 63-0001- ANDERSON JEFF FULLERTON janders@esu7.org H-uprf’
Calendar ooo PUBLIC |
SCHOOLS
Tasks
14-0008- ANDERSON RANDALL 1. HARTINGTOMN randers@esul.org SUP
NE Pub Sch Supts 000 PUBLIC
: SCHOOLS i
NE Pub Sch Sec Prins -
Site Actions * @Y  Browse i List
— Eilj BE| iy [P Modify View . Current View: Q j @ 0 ) J| Create Visio Diagram "_.,‘
). - ¥4 H
L) ‘ =] _I\) illl Create Column | All contacts > =2 (A] Open with Access
Standard| Datasheet New Create E-maila Alert RSS Synt to SharePoint] Connect to ort to Customize
View View Row J View [ 3 Navigate Up 1-100 » Link Me . Feed Waorkspace Outlook cel Open Schedule Form
View Format Datasheet Manage Views Share & Track Connglt & Export Customize
—
Documents Co-Dist#  Last Name First Name  Company E-mail Address Job Title
Shared Documents 47-0001- ACKLES DOUGLAS ST PAUL dackles@esul0.o0rg SUPERINTENDENT
0oo PUBLIC
SCHOOLS
Lists 63-0001- ANDERSON JEFF FULLERTON janders@esu7y.org SUPERINTENDENT 606 4TH ST, FULLERTON
calendar 000 PUBLIC BOX 520
SCHOOLS
Tasks
14-0008- ANDERSON RANDALL J.  HARTINGTON randers@esul.org SUPERINTENDENT 5 HARTINGTON
NE Pub Sch Supts 0oo PUBLIC
. SCHOOLS
NE Pub Sch Sec Prins
b Sch Middl . 54-0096- ANDERSON RANDALL J.  CROFTON randers@esul.org SUPERINTENDENT 85048 N HWY  CROFTON
RERUSSSHIcC SRS oo COMMUNITY 121, BOX 429
NE Pub Sch Elem Prins SCHOOLS
NE Special Ed Dirs 64-0023-  ANDREESEN ARLAN JOHNSON- zandrees@esud.org SUPERINTENDENT 310 MAIN ST, JOHNSON
0oo BROCK PUBLIC BOX 186
NE Association Heads SCHOOLS
NE ESU Admins 44-0070- APPLE MIKE HITCHCOCK CO mapple@hcfalcons.org SUPERINTENDENT 318 WEST I, TRENTON
. . 0oo SCH 3YSTEM BOX 368
NE Nonpublic Admins
24-0004- ATEN MARK OVERTON maten@esull.org SUPERINTENDENT 401 7TH 5T, OVERTON
0oo PUBLIC BOX 310
Discussions SCHOOLS
Team Discussion 10-0009- BABCOCK LARRY ELM CREEK Ibabcock@esul0.org SUPERINTENDENT 230 CALKINS, ELM CREEK
R T I - S N S 1 2 NP

8. Click on the “Connect to Outlook “ button.

9. You may get the Internet Explorer dialog box like the one below. If you do, select Allow.
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Internet Explorer, PX|

.- Do you want to allow thiz webzite to open a program on
L) your computer?
From: emailhsts. education_ne.gov
Program: Microsoft OFfice Outlook

Addreszs: stssyncffsksitver=1, 1&tvpe=contactsBmd=add- =
folder®base-url=htkp%e 34 2F % 2Femailists¥e2Ee |+

Always azk before opening this wpe of addreszs

[ Al ] [ Cancel

|--' \I Allowing web content to open a program can be uzeful, but it can
-0 potentially harm pour computer. Do not allow it unless you tust
= the zource of the content. What's the risk?

10. If Outlook is not already opened, you will be asked to log into Outlook.

C:\Documents And Settings\Sgroenewold\Local Settings\Temporary Internet Files\Content.Outlook\JUSOISEH\User - Connecting TO NDE's
School Admin Email Lists.Docx Page 5 of 8



11. When the “Connect this SharePoint Contacts List to Outlook” dialog box appears, click on the
Advanced button.

Microsoft Office Outlook —— e X

Connect this SharePoint Contacts List to Qutlook?

You should only connect lists from sources you know and trust.
Department of Education Email Lists - ME Pub Sch Supts
http:/femaillists. education.ne.gov Lists/ME Pub Sch Supts/

To configure this Contacts List, dick Advanced.

|

|

|

Advanced... } Yes ] [ Mo ] |
I I

. Y

12. In the Folder Name: the default name is too long and should be shortened. This needs to be
changed by deleting the words “Department of Education Email Lists — “ including the hyphen
and the spaces before and after the hyphen. So the folder name for the Superintendent’s List
should read “NE Pub Sch Supts”.

SharePoint List Options

aﬁ Use the choices below to configure options For this SharePoint list,

General
Falder Mame: |n pattment-of-Education-Emailkists= NE Pub Sch Supts
Lisk Mame: ME Pub Sch Supts
Type: Zontacts Lisk
Location: http:ffemailiists . education.ne.govLists/MNE Pu

Server Version: Mok Available

Permissions: Read
Descripkion: \
“m Delete the words
[T oon't display this lisk on other computers I use Depariment of Education
Update Limit Email Lists - = Please
|Jpdate this subscription with the publisher's recormmendation. Send/Receive groups do delete the hyphen and the
naot update mare frequently than the recommended limit to prevent your subscription spaces before and after
from possibly being cancelled by the content provider, the hyphen.

Current provider limit; Mot published,

Ok ][ Cancel ]
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13. Make sure the check boxes are set as shown below and click on the OK button.

SharePoint List Options

Ei-ﬁ Use the choices below to configure options for this SharePoint lisk,

General

Folder Mame: |"~.IE Pub Sch Supts

List Marne: ME Pub Sch Supts

Type: Contacks Lisk

Location: http:/femaillists. education. ne, gowv/Lists/ME Pub Sch Supts)
Server Yersion: Mot Available

Permissions: Read

Descripkion:

[Joon't display this list on other computers I use
Update Limit

Update this subscription with the publisher's recommendation. Send/Receive groups do
not update more Frequently than the recommended limit o prevent your subscription
From possibly being cancelled by the content provider,

Current provider limit: Mok published.

I Ok ] Cancel ]

14. When you return to the “Connect this SharePoint Contacts List to Outlook?” dialog box, click on
the Yes button.

Microsoft Office Outlook

Connect this SharePoint Contacts List to Outlook?

You should anly conneck: lists From sources wou know and trusk,
Department of Education Email Lists - ME Pub Sch Supks
htkp: ffemaillisks, education. ne . gov ListsME Pub Sch Supks)

To configure this Conkacks List, click Advanced.

ves to
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15. The list will start to download, this may take several seconds to complete. When the
“Send/Receive Complete” message disappears, as illustrated below, the download will be
finished. The list will only need to be downloaded once. You will automatically receive any new
updates when they are made to the email list site.

liz) NE Pub Sch Supts in SharePoint Lists - Microsoft Outlook - = X
! File Edit View Go TJools Adions Help Adobe PDF Type a question for help |+

EENew - 23 X LY & - 5 W | | @ searchaddressbooks - | @ KR K L

(g0 @Back @ | [H & 57 4 o | Business Cards -
Contacts « || %) NEPub Sch Supts ACK - AND | £+ % || To-Do Bar »oX
2] Al Contact Items - (123 4 December 2008 3
= ACKLES, DOUGLAS
My Contacts 2 | Sh:;v::;;
= ACKLES DOUGLAS
gcu"t.mﬁ ST PALL PUBLIC SCHOOLS 78 910111213
1 Spedial Contadts SUPERINTENDENT 14 15 16 17 18 19 20
;%ﬂCuntactsm Mailbox - NDE Finan| 47-0001-000 21 22 23 24 25 26 27
People’s Contacts A 28 29 30 31
- (308)754-4433 Wark
85 Green, Don dackles @esuil.org
Other Contacts & ;DPEAE?M;‘\I ’ERE’B*;‘;ES-_DP%‘;O* = CCOOP/DRP Shared Services G
%) NE Pub Middle Seh Prins L ! AR TR LT

;%,‘ NE Pub Secondary Sch Prins
NE Pub Elem Sch Prins
NE Pub 5ch Supts;

Current View ES

(3 Business Cards
(O Address Cards

ALBERTS, DANIEL

ALBERTS DANIEL

RISING CITY PUBLIC SCHOOLS
SUPERIMTENDENT
12-0032-000

(402)542-2216 Work

Berkland, David sl

Monthly TAC Meeting
‘Wed 2:00 PM - 3:00 PM
Computer Lab; Ortmeier, She

NITC Meeting
Thu 1:30 PM - 2:30 PM
Executive Building - Lower Ler

wm=laBle 3|2 -x— ~|ze «aalsoe

O Detailed Address Cards Lo
alberts335@aol.com . =
> Phone List 200 E SPRUCE, BOX 160 Arranged By: Due Date ‘_
© By Category RISING CITY, NE 68658-0160 Type a new task ]
O By Company
= ¥ NoDate 3
© By Location = ANDERSON, JEFF ¥ 3
..... Wireless Access f... A\ d
— ANDERSOMN JEFF
[~ mail FULLERTON PUBLIC SCHOOLS Move SPED - Om.. || ¥
SUPERINTENDENT = =
5] calendar £3-0001-000 2 ¥ Today
w
8= (308)536-2431Wark = 930 K12 Eelucatio. ¥
=| Contacts janders@esu7.arg Performance Eva., A\ d
- 606 4TH ST, BOX 520 y
] Tasks FULLERTON, NE 68638-0520 = when you have .. [ | ¥
P A d
e e — ~ | [Egp| | Lema At

260 Items - Updated 12/8/2008 12:17 PM.

Send/Receive Complete 75~ '
The Send/Receive
Complete message will

disappear when finished.

16. To add additional lists to your Outlook, return to the Nebraska Department of Education Email
Lists site window. One way to do this is by clicking on the Internet Explorer button on your task
list at the bottom of your screen.
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3] NE Pub Sch Supts
<) NE Pub Sch Elem Frins

ALEXANDER, JASON ALEXANDER, JASON
P ALEXANDER JASON ALEXANDER JASON
Caliag RICHLAND SCHOOL BURWELL ELEMENTARY SCHOOL
o PRINCIPAL PRINCIPAL
S @ Business Cards 36-0100-002 36-0100-003
© aadress Cards
. (308)346-4642 ork (308)396-4431 Work
© Detailed Address Cards Jalexand @esu10.org Jalexand@esu10.0rg
O Phone List PO BOX 277 2045 4TH, PO BOX 790

© By Category
O By Company
O ByLogtion

Add New Group
Customize Current View...

BURWELL, NE 68823-0277

BURWELL, NE 68823-0790

(308)348-2271 Work
jalexand@esu10.0rg

HC 80, BOX 28

BURWELL, NE 68823-3407

(308)535-7134 Work

salexander @nppsd.org

3900 WEST A ST

NORTH PLATTE, NE 69103-1557

[ AmiLL, LORAINE

| [ ANDERSOM, BRET

‘ AMILL LORAINE
WALNUT HILL ELEM SCHOOL

ANDERSON BRET
UNDERWOOD HILLS FOCUS SCHOOL

a ALEXANDER, JASON ALEXANDER, SHANE b |
© Outlook Data Files
ALEXANDER JASON ALEXANDER SHANE
Open Shared Cantats. DISTRICT 70 ELEMENTARY SCHOOL EISENHOWER ELEMENTARY SCHOOL
PRINCIPAL PRINCIPAL
Share My Contacts falder... 36-0100-004 56-0001-011

< m ] 3
|Cutput set ko %es 2560102424 -bit 679,703 100% 25600102424 -bit 679,703 100%
SR S |emsta
T000T 002 00058002
N BFJ R I (308)536-2431 Work (308)452-3202 Work - | [Eg) =

To return to the Sharepoint
window in Internet Exiparer, click
here.

17. Repeat steps 5 through 14.

18. When you are finished connecting Outlook to the lists you want, return to the Nebraska
Department of Education Email Lists site and close the Internet Explorer window to log out.

Use these contact lists as you would your Personal Contacts. For sending to all Superintendents
and/or Principals you will have to select all of the contacts in the list. Refer to the instructions for
Sending Emails to Superintendents and Principals.
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