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Sending an Email to Teachers through Office365

1. Log in to Launchpad.
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2. Select Office 365 for Students.

Office 365

OneDrive
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Google Drive.

Productivity Tools

*Office36s for Google Docs Google Drawing Google Forms Google Sheets Google Siides
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4. Select New Message in the upper left-hand corner.

New message

~  Favorites

Inbox 372
Sent Items

Drafts 398
Monika

Tickets 2
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5. Inthe To field, type in the teacher’s name.
6. Click on the correct teacher’'s name and school from the drop-down box.

B Send [J Attach Encrypt  [i] Discard

To smit

Robin Smith (Kingsley Elementary) .
Ce Robin_Smith@dekalbschoolsga.org

Angelique Smith (Stoneview Elementa...
Add a subje ¢ angelique_|_smith@dekalbschoolsga.org

Lafreda Smith (Panola Way Elementary)
Lafreda_Smith@dekalbschoolsga.org

7. Inthe Add a subject field, type in the subject of the email.

To

Ce

Add a subject

8. Click in the box below the subject and type the email.
9. Click on Send.

Assignment for today

Miss Smith,

| need to meet with you about the assignment that is due today.

Thank you,
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