I echnology Update

by Kirk McMinn
Director of Information Systems

We are using the Internet more and more every year.
Teachers are finding great educational sites and many
students use the Internet as their primary research tool.
We have increased the Internet phone lines to full T1
lines. This means that information travels at about 1.5
million bits per second. If you have amodem connected
at home, it connects at about 56,000 bits per second.

Internet Use is Monitored

Despitetheincreased T1 lines, the District uses our maxi-
mum amount of allotted bandwidth each day. At some
point every day, students and staff are having difficulty
accessing internet sitesand district management systems.

Because of the increased Internet use, the Technology
Department has been monitoring Internet usage very
closely over the past few months. It has become evident
that over 75% of the traffic has nothing to do with edu-
cation. Students and faculty
downloading moviesand mu-
sic and shopping online use
much of bandwidth. Thisis
now a problem because the
data traffic needed for stu-
dents and staff using the
internet for class work and
entering payroll, work orders,
attendance and other management information
isbeing disrupted by the high volume of Internet traffic.
As users start to discover the rich Internet sites avail-
able, Internet traffic will increase even more. We need
to keep the bandwidth open for valid educational uses.

At thistime, our only recourseisto block as much of the
non-educational traffic as possible by monitoring users.
We are still amazed that users do not understand that all
Internet traffic is being monitored and that we can see
every site a user visits and the length of time spent at
that site.

Violations will be Reported

In the past, we have sent letters to student users who
have violated the Internet Policy and principal s have de-
termined an appropriate student punishment, usualy a
month without Internet accessfor the first offense. Staff
violations have been handled severd different ways. From
this point on, all staff violations will be reported to the
administrative supervisors.

This summer the district will increase the I nternet band-
width and speed to at least 10 Megs per second. This
should help eliminate the bottlenecks we are encounter-
ing now, but users should still be aware that all activity
on the Internet is monitored at all times.

File Storage Limitations

The Technology Department will start to enforcefile stor-
agelimitationsthismonth. The serversat the high schools
have about 50 GB of storage space to be shared by al-
most 1000 students and 60 teachers. Upon inspecting
the folder, we found that many of the same files were
saved in multiple places. Thisisn't necessary! Your per-
sonal folder is backed up every night by the server. If
you feel you need to backup your files, do it to adisk.

Thefirst l[imitswill be set at 500 MB for staff and 35 MB
for students. If your personal folder isover thelimit, clean
it up promptly. If it exceedsthe 500 M B limit, fileswill be
frozen and you will not be permitted to save any docu-
mentsinto your folder until it is below the quota. If you
runinto problemswith storage and need the extra space,
please give the Tech Dept. acall.
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Use Mail Merge in Microsoft Word

ail Mergeisaprocess that can save timein
M printing form letters, envelopes, labels,

certificates, awards, and more for each
student in your classroom, building or district.

To begin this process, you must understand two
fundamentals. Fir st, youwill need aMain Document.
This document containstext that stays consistent. For
instance, assume you are typing a letter to send to a
group of students or parents. The only change in the
|etter will bethe address and salutation. Therefore, the
only changein each letter istheindividual information.

The second fundamental isthe Data Source. A Data
Source is another name for a database. This source
file contains fields that can be inserted and merged
into your main document. Your data can be of atable
in aWord document, an Access database, an Outlook
address book, or an Excel worksheet. | recommend
an Excel worksheet. The Tech Department can create
this file for you from the Student Records System,
attach it to an email and send it to you. Then, you can
save the attachment to your user folder located on
H:\faculty. (Torequest an Excel filefrom the Student
Records Systems, simply log on to the Intranet, scroll
to the bottom and click the link for a Sudent Data
Database and complete the request.)

TheMail Merge Wizard guidesyou through creating
aMain Document, selecting aData Source, and merging
the information. To create a main document, choose
the type of document to create (form letter, labels,
envelopes). You are prompted to choose the active
window or anew document. If you’ ve already opened
the document you want to use, click Active Window;
otherwise, click New Main Document.

Open an existing data source. (In this article, we
will use an Excel worksheet asthe datasource.) Select
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thelocationinwhich your file has been saved. Change
thefiletypeto Excel (*.xls). Double click to open the
file. Select the entire worksheet that containsyour data;
first row reserved for headings. Noticethat on the Mail
Mergetoolbar thereisanicon or text indicating “ Insert
Merge Field”. This will be used to insert fields into
your main document.

Begin typing the document. Use the “ Insert Merge
Field” icon in the area of the address, salutation, and
other placesyouwould liketoinsert information . Once
the document is complete, click save.

Now run the merge. Click the Mail Merge button
ontheMail Mergetoolbar to display the Merge dialog
box. Here you must decide where to merge your
document. Again, | recommend aNew Document. You
can select all records, arange of records, or query for
a particular condition. When you have everything
completed, click Merge.

Saving the merged document is not necessary. The
merge process can be done over and over again, by
simply opening the main document that you saved and
clicking Mergefromthe Mail Mergetoolbar. Remember
that you need both the Main Document and Data
Sourceto run amerge. If you have questions, call the
Technology Department (248-0148 x7) or email us at
mcsdnet@mcsdk12.org.

Our goalsareto provide staff with up-to-date information
regarding all areas of technology, share helpful hints and
ideas, showcase teachers and students and communicate
staff development plans. Any questions or suggestions
can bedirectedto Karen Galbraith * 248-6480
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2003 Curriculum Web Site Awards

District Administration, amagazinethat targets K-12 education,
curriculum and technol ogy, announcestheweb steawardsfor 2003.

American Memory
memory.loc.gov
American Memory, maintained by the
Library of Congress, isan online gate-
way to materials relating to the his-
tory and culture of the United States.

} Artsonia www.artsonia.com
Thisis an online art museum where
students can display their work elec-
tronically for the world to see.

Bartleby.com
www.bartleby.com
Bartleby isalarge, up-to-date, full-
text, free public reference library
that attracts 40 million users ayear.

P BrainPOP

WwWw.brai npop.com

BrainPOP is a subscription based
site of animated K-12 movies that
explain conceptsin English, math,
science, health and technol ogy.

} Crayola Creativity Central
www.crayola.com
Thissitemaintainsmultimediaart re-
sources appropriate for every school
curriculum area.

} Education World
www.educationworld.com
Thisisone of the most comprehen-
sive sources of curriculum materials
on the Web, with more than 500,000
resources, with original content not
available elsewhere.

} eNature.com
WWW.enature.com

Sponsored by the Nationa Wildlife
Federation, thiscomprehensive site
offersillustrated field guidesto
more than 4,800 plants and animals.

} ENC Online www.enc.org
The Eisenhower National Clearing-

house contains one of the best
selections of K-12 math, science
and technology resources.

} Grade Level Gold
www.gradelevelgold.com
Thissiteis afull of teacher-se-
lected curriculum sites and materi-
astargeted for K-12 grade levels
and subject areas.

P KidsHealth
www.kidshedlth.org

KidsHealth provides accurate, doc-
tor-approved, information about chil-
dren from birth through adolescence.

} Music Education Online
www.childrensmusi cworkshop.com
Music Education Onlineisacom-
prehensive collection of music-
related resources.

} The Math Forum
mathforum.org

The Math Forum maintains the best
in-depth onlineresourcesfor any math
topic from K-12 through college and
advanced math.

} The New York Times
Learning Network
www.hytimes.com/learning
Thisis anews-centered education
site with up-to-date features that
changedaily.

} The WebQuest Page
edweb.sdsu.edu/webguest

The WebQuest model, devel oped by
Bernie Dodge with Tom March at
San Diego State University, isan
inquiry-centered learning investiga-
tionwheremost or all informationis
drawn from the Web.
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Dealing with S PAM Have you ever received an email advertisement from someone

you did not know? You are not alone. Millions of unsolicited
emails, called spam, are received each day by Internet users.

by Hunter French
Network Administrator

copiesof the same message, in an attempt to force the message on peoplewho would not otherwise
choosetoreceiveit.” Themaority of Spam isadvertising; often for suspect products, adult
websites, get-rich-quick schemes, or legal services. Spam coststhe Spammer (the person sending the Spam)
very littleto send, asmost of the costs (such as lower network responsetimeand over-
flowing email Inboxes) are paid for by therecipient or their organi zation rather than by the
sender.

S cott Mueller, operator of an anti-spam website, defines Spam as* flooding the Internet with many

One of the most effective ways of dealing with Spam isto block it beforeit getstoits
intended recipient. Recently, weimplemented aprocedure to block Spam for usersof the
MCSD email system. Should you receive amessage that you believeto be Spam, simply
forward the message to nospam@mcsdk12.org. Periodically, members of the Technology
Department will examinetheseemailsand will configure our email server to discard any future
messages from the Spammer. While we hopeto block alarge quantity of Spam from reaching our users, this
procedureisnot perfect. Spammerscongstently find new and creativewaysto circumvent email blocking each
day such asconstantly changing email addressesor using falseemail addresses.

S0, thenext timeyou receive an advertisement for * an easy way tomakeamilliondollars”
just takeamoment and forward it to nospam@mcsdk12.org. Youwill bedoing yoursalf, ¢
and many others, abigfavor.

Quick Tips
Q *  Whyam| now having trouble getting my MCSD email and the Intranet at home?

A Inthepast month, the email server and Intranet server were made secure sites. The
new addressesnow start with ‘ https://’. The's’ after httpindicatesasecuresite. This
encryptstheinformation being sent between your computer and thedistrict’'scomputer.

If you havetheweb mail and intranet addresses saved in your Favoritesat home, you
might have saved the old Sites. Del etethesefrom your Favorites. Then opentheMCSD
homepage and go to the I ntranet and web mail. The new addresses should begin with
‘https . Now add the new addressesto your Favorites.



