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What is ePals SchoolMail?
http://www.epals.com/
ePals SchoolMail is a complete, Internet-based email solution and collaborative
toolset designed for the education environment.

Student Accounts
Students have access to basically the same features as the teacher. However,
students are unable to create forums or chatrooms, though they may participate
in them if invited to do so. They can only Join an Existing Chat for which they
know the password.  Students must be assigned to a Teacher who will be
designated as their Monitor, regardless of the monitoring level to be used.

As their teacher, you are responsible for checking the permissions on
your students’ Tech Usage Agreement Form to ensure that they have
permission to use email at school.

Passwords
Passwords are case sensitive. If a student is having difficulty with his/her
password, ask the user to type the password in a text editor so they can see
what they are typing. Then, have them to copy and paste the text (using Ctrl-C
to copy; Ctrl-V to paste) the password into the password field.

If that doesn't work, reset the user's password. For a student, this can be done
by the monitoring teacher. For a teacher, this will need to be done by your
Administrator.
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Safety
Filter Level
This determines the level of monitoring of student email by indicating which
messages require a monitor's attention. The default is set to level 3, but you can
request a different level for your students if desired.

• Level 1: The Monitor must approve every message sent and received
regardless of content.

• Level 2: The Monitor receives a copy of every message sent or received,
but must approve only those which contain profanity.

• Level 3: The Monitor will only receive messages that contain profanity.
These messages will require approval before reaching their destination.

• Level 4: All content filters are off. The Monitor will only receive copies of
student messages if ePals SchoolMail is set to flag messages with
attachments and then only if the message has an attached file.

Flag Attachments
You can indicate whether email messages with attachments should be monitored
on their way to or from students. I would recommend going with the default
setting of Yes.

Access Level
The access level determines where students can send email to and receive email
from. Student access levels are restricted to one the following options:

• Class/Monitor: Students are limited to mailing other students who have
the same monitor/teacher.

• School: Students are limited to mailing students and teachers in the
same school.

• District: This option, available only if your ePals system includes multiple
schools, limits students to mailing students and teachers at schools
created within your system.

• ePals SchoolMail: This option limits students to emailing people who are
using ePals SchoolMail in their schools.

• ePals Classroom Exchange: This option allows students to email any
address that contains epals.com as part of the domain.

• Internet: This option allows your students to email anyone with an email
address, whether they are inside your district, part of ePals or using the
Internet through other means.
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Internet Safety Tips for Students

• Do show your parents, teachers and other trusted adults all the cool
things you like to do online and tell them about the friends you're making.

• Do be respectful when you're writing to or chatting with people on the
Internet and treat them in the way you like to be treated.

• Do ask your parent or teacher before you sign up for anything on the
Internet and do get permission before you download anything from the
Internet.

• Do check with a teacher or parent before you send anybody pictures or
other files.

• Do let a parent, teacher or other trusted adult know if something unusual,
upsetting or scary happens to you online.

• Don't respond to email, forum or chat messages that are mean, scary or
make you feel uncomfortable.

• Never give out any personal information to anyone without the permission
of a parent, guardian or teacher.

o Don't tell people your last name.
o Don't give out your phone number or address.
o Don't tell people the name of your school without permission from

a parent or teacher.
• Don't share your password with anybody other than a teacher or parent.
• Don't believe everything you read. Sometimes people on the Internet get

their facts wrong or pretend to be someone or something they're not.
• Never arrange a face-to-face meeting without a parent, teacher or

guardian present.
• Always make sure you log out when you are done using ePals, to ensure

that your personal information remains confidential and that no one else
can use your account.

If you receive a suspicious email message
Before taking the following steps, do your best to ensure that the offensive
message is not just another annoying mass-emailed spam advertisement. Never
reply to these messages, even if they offer you a chance to have yourself
removed from the mailing list.

1. Save and print the message(s).
2. If the message contains threats of harm or other criminal content,

immediately report it to your Administrator.
3. Immediately cease all correspondence with the individual. Do not reply.
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Verify the identities of email contacts
You should attempt to verify the identity of anyone who has emailed you that
you do not know.

1. If the class, school or organization has a website, visit it and see if the
individual is listed as a staff member.

2. Email someone else at the school or organization and politely ask them to
verify that the individual is a staff member.

3. If the class, school or organization does not have a website, check with
the appropriate school board or call directory assistance to find out if the
school or group exists and attempt to verify the identity of the individual.

Home Page
Most commonly used features are available here.
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Profile
Once you have created a profile and it has been approved by ePals, you will be
able to begin contacting, and being contacted by, other members. With
thousands of teachers using ePals, you'll soon find yourself communicating with
other classes from around the world!

The following information is used
to create your ePals Global
Community profile. By owning an
approved ePals profile, you will be
able to actively interact and
connect with other ePals learners.
Your profile should contain
keywords that will help other ePals
members find you. Be specific and
include lots of details!
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How to Create a Great Profile

A great profile description includes the following information:

• What countries do you want your ePals to be from?
• What language(s) are you interested in your students using?
• What subject areas are you working on where you believe ePals will help?
• How often will you be able to communicate with your ePals?
• How long do you see your ePals partnership lasting - a day, a week, a

month, a year?
• Describe the interests and hobbies of your students.
• What ideas do you have for learning topics and projects?

Sample:
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Webmail
Your inbox holds all the messages sent to your webmail account.
Messages stay here until you delete them or move them to another
folder.

Check Mail
• Click the Check Mail button.
• Unread messages are marked with an

envelope on the left.
• By default, messages are sorted in descending order by date, with the

most recent at the top. Messages can also be sorted by sender by clicking
From or by subject by clicking Subject.

• To move messages from the Inbox to another folder, first select the
message(s) using the checkboxes on the left. Use the Select folder pull-
down menu to pick the new folder. Then click the Move To button.

Reading a Message
• To read a message, click

on its highlighted
subject.

• You have buttons across
the bottom and top for
Reply, Reply All,
Forward, Delete, and
This is spam.
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Compose a Message    

1. In the To: field you can:
• Type in the email address. If there is more than one address use

commas to separate them.
• Select people from your address book by clicking To.
• Select your recipients from the nickname list on the right side of the

recipient fields. Select a person and then click the arrow next to the
"To" field to add them.

2. In the CC (Carbon Copy) field: enter addresses to send copies of your
messages to other people. Everyone who gets the message will be able to
see who else got it.

3. In the BCC (Blind Carbon Copy) field: enter addresses for recipients
without showing them to the recipients in the To: field. to send your email
to several different people without them knowing who else you sent it to.

4. Check the Add recipient(s) to my address book if so desired.
5. In the Subject box: You must enter a subject for your mail to be sent.
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6. Attachments: If you want to send a file with your message, click this
button. When using your web-based email account, the maximum size for
a single attached file is 2MB.

7. Use the Signature pull-down menu to choose the signature you would
like to appear at the end of this email. Note that the menu will only
appear if you have created one or more signatures.

8. Message field: Compose your message and click Spell Check to help
reduce spelling mistakes and typos in your message.

9. Use the Translate options to instantly translate the general idea of
your message.

10. Save Draft: save a message in your Drafts folder without sending it.
11. To save a copy of the message when you send it, tick the box next to

Copy outgoing messages to my Sent Items folder.
12. Click Send to send your message when you are done writing. Or, you can

click Send Later to send your message at a scheduled time in the future.
Use the menus to schedule delivery and then click Queue Message.

Folders
Folders help you organize your mail. To see what is in a folder, click
on the Folder Name.

Both teachers and students have four folders that cannot be deleted or renamed:
• Inbox: Mail arrives here and stays in this folder until you move it.
• Drafts: Holds messages that you have saved but haven't sent.
• Sent Items: If you so choose, copies of messages you send are saved

here.
• Trash: This is where you send unwanted, read or old mail.
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If you are a teacher who is monitoring email accounts, you will also have:
1. Incoming: Holds mail coming into monitored accounts, including

messages waiting to be approved.
2. Outgoing: Holds mail being sent from monitored accounts, including

messages requiring approval before they are sent.
3. Processed Mail: Contains monitored messages that have been approved

or deleted.

Creating Custom Folders
You can make custom folders to help you keep your messages organized.

1. Type the name for your new folder in the "Folder name" box.
2. Decide where you want to put your folder. If you want to put it within

another folder, use the pull-down menu to choose which one. Otherwise,
leave it set to Not a sub-folder.

3. If you want, choose a color for your folder.
4. Click Create. Your new folder will now appear in your list of folders.

Renaming Custom Folders

1. To rename a folder, go to the bottom of the page.
2. Use the pull-down menu to select the folder you want to rename.
3. Type the new name into the box. (You can only rename folders you have

created.)
4. Click Rename.
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Storage
You can see how much space is available by looking at the usage meter. It will
give you a visual graph showing the percentage of space you are using.

Addresses
You can store information about people you know in your address
book. You can also create groups of people that you frequently
contact together, like members of a club, so that you can send a
message to the whole group in just one step.
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Adding Contacts
1. Click Add Contact.
2. At minimum, you have to enter a first name, last name and either a

personal or business email address to use as the primary address.
3. In the primary email area, use the pull-down menu to select which email

address is the primary (default) email address. If you have only entered
one address, be sure you have selected it as the primary email address.

4. When you create a nickname, you create a shorthand way of referring to
that person in the To, CC and BCC fields of an email. People for whom
you have created a nickname will also appear in your Quick List, so you
can just select them from the compose screen to send them an email.

5. Click Save when done.
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Editing Contacts
1. Find the person whose information you wish to change and click the Edit

link next to that name. (If the person is in a group, click next to their
group to see them.)

2. Change the information as required.
3. Click Save.

Deleting Contacts
1. Find the person that you wish to delete and click the checkbox at the far

left of the row for that name. (If the person is in a group, click next to
their group to see them.)

2. Click Delete Selected.
3. Confirm that you wish to delete the contact.

Moving Contacts
When you move a contact, that person will no longer appear in the old location.
You can duplicate an entry so that it appears in both spots by using Copy.

1. Find the person or people that you wish to move and select them by
clicking the checkbox at the far left of the row next to each name. (If the
person is in a group, click next to their group to see them.)

2. Scroll down the page to where there's a pull-down menu that says Move
selected contacts to:.



- 16 -

3. Use the pull-down menu to the right to select the group to which you wish
to move the contact(s).

4. Click Apply.

Copying Contacts
When you copy a contact, the contact information is duplicated and the person
will appear in multiple groups.

1. Find the person or people that you wish to copy and select them by
clicking the checkbox at the far left of the row next to their names. (If the
person is in a group, click next to their group to see them.)

2. Scroll down the page to where there's a pull-down menu that says Move
selected contacts to:.

3. Select Copy selected contacts to: from this menu.
4. Use the pull-down menu to the right to select the group where you wish

to place the copied contact(s).
5. Click Apply.
6. Choose whether you want to:

a. Hard Copy is used to create a new entry based on the existing
information you have stored about the contact. The new entry is
not connected to the original entry. When you change the original
entry, the new entry is not affected and vice versa.

b.  Soft Copy is used when you wish to duplicate an entry so it can
appear in multiple groups. Soft Copy allows you to create an exact
duplicate of an existing address book entry. The old entry and the
new entry will remain connected. If you make changes to one, they
will appear in the other. Soft Copied contacts appear with a special
icon to help you identify them: .
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Sending Email with the Address Book
1. From the Compose screen,

choose recipients using your
nickname list.

2. In the Compose screen,
clicking To, CC or BCC will let
you choose recipients out of
your address book.

3. Pick recipients from the
Address Book screen.

Creating Groups
1. Find the Add new group:  box under the list of address book entries.
2. Pick a name for your group and type it into the box.
3. Click Add Group.

Viewing Members of a Group
To view all of the members of a group,
click the plus sign ( ) next to that group.
If no plus sign appears, it means there
are no people currently assigned to the
group.

Renaming Groups
1. In your address book, find the group you wish to rename.
2. Click the Edit link next to that group.

3. Near the bottom of the screen, you will see a textbox with the group's
current name. Make the changes to the group's name here.

4. Click Save.
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Deleting Groups
1. Click the checkbox to the left of the group you wish to delete.
2. Click Delete Selected.
3. Any contacts that only appeared in this group will be moved to your

address book. Contacts that appeared in multiple locations will remain in
their other locations.

Searching for Contacts
You can search for people in your address book based on several criteria, such
as name, address, website and more.

1. Type the term or name you wish to search for in the Search for:
textbox.

2. Use the pull-down menu to choose in which address book field to look for
the term you have entered. Or, choose any to look in all address book
fields.

3. Click Search.
4. When you're done, you can click Clear Search to view your address book

normally.
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Importing Contacts
If you have an address book that you have exported from another ePals
SchoolMail account or from other software, you can import these into your ePals
SchoolMail address book.

1. Click Import Contacts.
2. Click Browse... to find the file on your computer. The extension of the

imported file must be .csv.
3. Select the file and

click Open.
4. If you wish to import

these contacts into
one of your groups,
click the checkbox
next to Import to
Group and select the
group from the pull-down menu.

5. Click Import.
6. If you are importing contacts from anything other than an ePals

SchoolMail address book, you will be asked to make sure that your
categories make the ePals SchoolMail categories. Categories for the
addressing book you are importing are on the left. Use the pull-down
menu on the right to match them.

7. Click Import when done.

Signature
Signatures appear at the bottom of every email that you send. If you
have more than one signature, you can choose which one you want
to use on the compose screen as you are writing an email.

Creating a Signature
1. From the main signature

page, click New
Signature.

2. Type the name for this
signature in the Name
this signature box.

3. In the big text box, enter
the signature as you want
it to appear at the end of
your emails.

4. Click Update.
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5. A message will appear in red, just below the toolbar, to let you know if
there were any problems with saving your signature.

Editing a Signature
1. From the main signatures page, use the pull-down

menu to select the signature you want to edit.
2. Click Edit.
3. You can now change the name of the signature or

the signature itself by editing the text in the
boxes. The small box is for the name of the
signature. The large box contains the signature itself.

4. Click Update to save your changes.
5. A message will appear in red, just below the toolbar, to let you know if

there were any problems with saving your signature.

Deleting a Signature
1. From the main signatures page, use the pull-down menu to select the

signature you want to delete. You can't
delete your default signature.

2. Click Delete.
3. You will be asked to confirm that you want to

delete this signature.
4. A message will appear in red, just below the

toolbar, to let you know that your signature
was deleted.
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Spam Control
Use this interface to configure the built-in Spam Control. Spam
Control scans every incoming message and assigns it a score based
on the likelihood of it being spam. You can use this interface to
configure the sensitivity of this filter and determine how to handle

spam messages.

• Use the checkbox next to Enable Spam Control to turn filtering on or
off.

• Spam sensitivity level: This allows you to determine how strict the
spam filter will be.

• Delete from the Spam folder: Mail can be periodically cleaned out of
the Spam folder based on the values you select here. Options include:
• As it's received: so spam will never be moved to your Spam folder.

Use this setting only if the filter never marks actual mail as spam,
because you won't be able to review it before it's deleted.

• When it's one day old
• When it's one week old
• When it's one month old
• Never: mail will only be deleted when you manually click the Empty

button in the Folders interface. Spam will count against your email
storage limit. It's a good idea to scan your Spam folder every once in a
while to make sure there's no mail that you want to keep.

• Don't block mail from users in my Addressbook: Use this setting to
override the Spam Control if the sender of the message is in your
addressbook.

• Apply to my monitored student's incoming mail: If checked, this
setting runs incoming monitored mail through the same Spam Control
setting that you are using. That means that you won't have mail being
delivered to your students that would not have been delivered to you.
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Auto Reply
Sometimes, you may wish to have a reply automatically sent to
people who send you an email message. For example, during
academic breaks, you may wish to let people know when you will be
back and checking your messages.

Set up an Auto-Reply
1. Click the checkbox next to Activate Webmail Auto-Reply.
2. Enter a subject that will appear in the email Subject line.
3. Type the message you wish to have automatically sent in response to

email messages that you receive.
4. Click Update.

5. Click Done.

Turning Auto-Reply On and Off
1. Click the checkbox next to Activate Webmail Auto-Reply.
2. Click Update.
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Monitored Mail
One of the cornerstones of ePals SchoolMail is monitored email. With this, a
monitor, usually a teacher, previews student messages to ensure that the
content is appropriate. As a teacher, you may be an email monitor, responsible
for your students' email accounts. As their monitor, you will oversee what passes
through their email accounts to ensure that it is appropriate. If you are assigned
to monitor students, you'll see the Monitored Email link on your homepage. Once
you click on the link, you will be directed to the monitored mail management
console.

The settings chosen can help alert monitors to inappropriate language in a
message and file attachments that might be unsuitable, simplifying their task of
keeping track of students' email activities.

Your ePals SchoolMail Administrator has customized Monitored Email to meet the
unique needs of your community, such as your Acceptable Use policy. Your ePals
SchoolMail Administrator assigns student accounts to you and sets the rules to
determine when student's email messages need your approval. If you have
questions about your monitoring assignment, contact your Administrator by
using the Support link available on the bottom left hand side of your home page.

Checking and Viewing Monitored Mail
1. Hover your mouse over the Monitored Mail tab.
2. Click the link for Incoming.
3. Click Check Student Mail.
4. Unread messages are marked with an envelope on the left. The flag for

the message is shown on the right.
5. To read a message, click on its highlighted subject.

Approving Messages
1. Use the checkboxes on the right to select the messages you want to

approve.
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2. Click Approve.

To approve a message while reading it:
1. Click on the subject of the message to open it.
2. Click Approve.

Once you've approved a message, it will be moved to your Processed Mail
folder, where you can review it later if desired. If you do not approve a
message, it will not reach the recipient. You may delete the message without it
going any further.

Deleting Messages
1. Click the checkbox next to each message you want to delete.
2. Click the Delete button.

Moving Between Folders
1. Pick one or more messages to move using the checkboxes on the right.
2. Use the Select a Folder pull-down menu to pick the new location for the

message(s).
3. Click the Move To button.

Processed Mail
Once you have approved or rejected a message going to or from a
student's monitored email account, it is moved to the Processed
folder.

• Click Empty Contents to have all the messages in the processed folder
permanently erased.

• If you rejected a message before, you can choose to approve it from the
processed mail folder.

Accounts
This list contains all of the student accounts that have been assigned
to you. From here, you can:

• view the full name and email address of all students assigned to you
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• reset the passwords of any students: this allows you to give a new,
temporary password to a student who has forgotten theirs. The next time
they login, the student will be asked to enter a new, personal password

• send a list of all student accounts to your inbox.

To request more accounts, click on the link REQUEST MORE ACCOUNTS. You
will then be directed to the Support form. Fill out the form with your request for
additional accounts and click CONTINUE. Your request will then be sent to your
Administrator.
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Search Community
Search Community helps you find members of Willard, other ePALS SchoolMail
users, and ePals Global Community. The tool lets you specify criteria for a
learning partner, such as a location or language.
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Quick Search
Quick Search is displayed when you click the Research Community link in the
main menu on the left. It offers the most commonly-used search options.

• If you want to look for matches using more than one criterion in these
fields, separate each term with a comma. The Find Classrooms tool will
look for profiles containing any of these terms.

• If you want to use countries or languages among your search criteria,
select them from the lists by clicking them with your mouse. To select
more than one language or more than one country, hold the control key
down as you click.

• If you do not see the criteria you are looking for, click on More Options to
use the Power Search tool.
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Power Search
Power Search expands Quick Search to add a few additional choices:

• Participant age
• School or group name
• Created by: Search for a profile created by a particular person by typing

a name in the box.
• Number of participants: Use the pull down menu to indicate the

approximate number of people you wish to collaborate with.
• Participants with access to: Click the checkboxes to choose any

additional communication methods you want your partner class to use.
• Date of the profile's submission: Enter a date in the box and then use

the menu you to select whether to look for profiles created after, on or
before that date.

Map Search
This search allows you to use a graphical map to locate other community
members.

1. Click on the region of interest to see a map of all the countries in that
area.

2. Click on the country of interest to see a list of participating members in
that country.
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Understanding Search Results
Regardless of your search method, the results will be displayed the same. You
will see the profiles that were found, starting with the one that has the most
recent login.

Once you have found a profile that interests you, and as a teacher, you can click
on the Contact this profile icon. The contact link lets you email this member.
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Refine Your Search

Refine Your Search lets you build on the
search you have just completed and only
appears when you are viewing search
results.  By clicking this link, you will be
able to modify your search to find more or
fewer profiles.

Last Search
Last Search, available if you are logged in and have previously performed a
search, allows you to reload your last search. You can modify the criteria and use
the search tool as you would normally.

New Profiles
This search displays the latest submitted profiles.
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File Sharing and Storage
The File Sharing and Storage tool allows you to store files and retrieve
them from any computer, anywhere. In addition, you can use File

Sharing to distribute and collect files from colleagues located anywhere in your
ePALS system. You have three storage areas that have different access
privileges:

• My Private Files: Only you have access to these files.
• My Shared Files: available to other users.
• Other Shared Files: These are files that other members of the Willard

ePals System have in their My Shared Files folder.

Click File Sharing and Storage in the main menu on the left. You will see a screen
that displays the files currently saved in your storage area. To view your other
storage areas, use the pull-down menu to select a file type and click GO.

Uploading
1. From the File Storage and Sharing page,

click the Upload File button.
2. Select Upload to and use the pull-down

menu to select My Private Files or My
Shared Files.

Or, to send a file directly to another user

3. Click Username and enter the username of the person to receive this file.
The username is the first part of the user's email address (i.e. the part
that comes before the @ symbol).

4. Click Browse and navigate to the file that you wish to upload and select it.
5. Click Upload.
6. You will see a message that says: The selected file has been uploaded.
7. Click Close when you are done uploading files.
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Downloading
1. Use the pull-down menu to select My Private Files, My Shared Files, My Other
Shared Files, or My Students’ Files.
2. Click Go. A list of file names will
appear as links.
3. Click on the link for the file you
want to download.
4. Choose Save to Disk from the
popup window and click OK.

Moving Files
You can allow other members of your ePals community to access a file by
moving it from your Private Folder to your Shared Folder. You can also move a
folder from your Shared Folder into your Private Folder.

1. From the File Storage and Sharing page, use the pull-down menu to select
the appropriate folder.

2. Click Go.
3. Select the file(s) to move by clicking on the corresponding checkboxes.
4. Choose to move the files to a Username, My Shared Files, or My Private

Files.
5. Click the Move button.

Deleting Files
1. From the File Storage and Sharing page, use the pull-down menu to select

the appropriate folder.
2. Click Go.
3. Select the files by clicking the checkboxes next to the names of the files

you want to delete.
4. Click Delete. You will be asked to confirm this action. Click Yes to delete

the files or NO to return to the main screen without deleting any files.
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Chat
Only teachers can create chat rooms.  Students can only Join an Existing Chat
for which they know the password.

Create Your Own Private Chatroom

Join An Existing Chatroom

Chatroom Password Change

Remove Chatroom
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Forums
1. Click here for a list of forums: will display

forums available on ePals. Here you can have
ongoing, public discussions with other teachers
and students around the world. Anything you say here can be seen by
anyone else who uses this discussion board.

2. Click on one of the Discussion Board titles to view its messages.
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Read Messages
1. Click on a Category of

interest. You can see the
number of messages for
each category as well as
how many are new.

All the threads for the messages
in this category are displayed.
Only the first message of a
thread appears in this main
index. The total number of
messages in the thread is shown
in brackets after the date.

1. If you click on a folder it will expand the list to show all the messages in
that folder. You can click on the folder again to close it.



- 36 -

2. If you click the Subject link all the messages for just this folder will be
displayed in a window, along with the complete text of the first message.

3. Once you have expanded the list of messages, you can click on any
message subject to read that message.

4. When viewing a message, click Previous Message in Thread or Next
Message in Thread to move through all the messages in a particular
thread.

5. Click Messages near the top of the page to get back to the main screen
for this discussion board.
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Responding to Messages
1. First, view the message to which you are replying.

2. Click Reply . At the top of the screen, you'll see the subcategory for
this message. You'll also see the subject of your message, which you may
change if you wish.

3. A box appears with the message you are responding to quoted. Now you
can type your response into the box, formatting the text as desired.

4. If you would like to be notified of any replies to your posting, check the
box at the bottom of the message box.

5. When done, click Post Message. Once your message is saved, it may
need approval before other people can see it.
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Posting A New Message
1. Post a new message when you have a new topic or question you want to

talk about and you don’t see it already occurring on the forum.
2. From the Main Index, click New Message.
3. Use the Topic pull-down menu to tell us what subcategory to file your

message under.
4. In the Subject field, type a short, descriptive topic for your message.
5. Use the text box to enter your message.
6. If you would like to be notified of any replies to your posting, check the

box at the bottom of the message box.
7. When done, click Post Message.
8. Once your message is saved, it may need approval before other members

can see it. Once approved, it will be added to the bottom of the list of
messages in that thread, or to the top of the message index if it is a new
thread.
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Instant Translation
Machine translation is effective in conveying the essence of the source message
in the destination language. The resulting translation should be adequate for
conveying the meaning of the original message. It is only possible to translate up
to 2048 characters (approximately 250 words) at one time using the instant
translation tool. To improve translation quality, please remember the following
tips when composing text:

• Use correct grammar, spelling, and punctuation.
• Avoid slang.
• Avoid using abbreviations and acronyms.
• Write short sentences.
• Avoid symbols (such as arrows) as they may appear garbled in other

fonts.


