EASTSIDE HIGH SCHOOL
Student Email Information

1)

2)

3)

4)

5)

Student Email DIRECTIONS

The address to access student email is http://www.outlook.com.

Your email address is your regular student login followed by @newtonstudents.org(no spaces)
Example: David Taylor Smith date of birth Feb. 4
smithdt0204 @newtonstudents.org
Password = regular computer password

On first login, you will encounter this screen. Your account will not work properly unless you
select GMT -5:00 Eastern Time(Look for the minus -5:00 in the list)

To email, use the entire email address including the @newtonstudents.org unless you choose
it from the search bar TO:

For emailing teachers the address is teacher lastname.firstname@newton.k12.ga.us

Please be aware of the following guidelines:

No emails can be sent outside the Newton County School System network

No emails can be received from outside the Newton County School System network

Newton County Schools provides these email accounts; as a result, all students’ emails and all employees’ email
can be monitored by the school administrators and county administrators

The school system retains all emails for a period of time in case they need to be reviewed later

The email address should only be used by the student; parents are not allowed to use a student’s email account

It is against Board of Education Policy IFBG for students to allow other students, friends, employees or anyone else
to use their email account; your child will be held responsible for any inappropriate information that is transmitted
from their email account

These student email accounts are a privilege, not a right, provided by the Newton County School System to
students to further their education; the Newton County School System and Eastside High School have the right to
revoke any student’s email account if it is determined that an email account was used inappropriately or used in a
manner that violated Board policies

We encourage all students to report to school personnel any email they receive that they feel is inappropriate,
bullying, or threatening; these matters are taken seriously



http://www.outlook.com/
mailto:smithdt0204@newtonstudents.org

Outlook'Web App

If you have low vision and use a screen reader or high contrast settings, you
can select the chedk box below to optimize Qutook Web App for this and all
subsequent sessions. After you sign in, you can modify this choice at any time
using Options.

[] Use the blind and low vision experience

Choose the language you want to use.

Language: | English {United States) L

Time zone:

(GMT-05:00) Eastern Time (S & Canada)

Connected to Microsoft Exchange
& 2009 Microsoft Corporation, All rights reserved,

Sending an Email

1) Click New.
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2) The Untitled Message window appears.
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If the message is being addressed to a teacher, type the full teacher email address in the To... field.
The teacher’s email address is lastname.firstname@newton.k12.ga.us If the message is being
addressed to a student, clicking the To... button will open the student Address Book.

3)



mailto:lastname.firstname@newton.k12.ga.us

= Untitled Message - Windows Internet Explorer
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4) Students in the Address Book are identified by name, grade and email address.




A Address Book -- Webpage Dialog

£ | https://pod51004. outlook. com fowa,?ae =Dialog&t=AddressBook&a =PickRecipients M E
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Message redpients:
To -> 4
Cc-»
Bec —>
oK Cancel
https://pod51004. outlook. comjowa,?ae =Dialog&t=AddressBook&a =PickRecipients 0 Internet 5

5) Click the student’s name, then the To: = to address the email. Click OK when finished.



A Address Book -- Webpage Dialog

£ | https://pod51004. outlook. com fowa,?ae =Dialog&t=AddressBook&a =PickRecipients

Address Book

£ asatest

[ Chat | @ Add to IM Contact List

G} Al Rooms Arrange by: Mame - Aontop - Contact testa1234
~ testa1234@newtonstudents.org
Show other address lists %
Information J Student
testa1234@newtonstudents.org D 12
Contacts aaaaa test
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4 My Contacts Student , 12 A
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Availability ¥ show only working h
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Student , 8
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Message redpients:
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oK Cancel
https://pod51004. outlook. comjowa,?ae =Dialog&t=AddressBook&a =PickRecipients 0 Internet 5

6) Complete the Subject: field, write the message and then click Send.
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{= Untitled Message - Windows Internet Explorer
£ | https://pod51004.outlook. comfowa/?ae =Item&a =Newat=IPM.Note Bcc=MTQUMC42NT AuNDksZW 4tWWMsMDISNDKZMNZISNSKIVE 1M &
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From; ~ tony studen
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Adding an Attachment

1) Address and complete the email message using the steps above.

2) Click the Paper Clip icon on the Untitled Message toolbar.



= Untitled Message - Windows Internet Explorer
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[ Ce... aaa test;
Subject: Message Subject
Tahoma vl v B I U == & 3 . A-. ¥
Message.
L@ €D internet F 100%

3) The Attach Files — Webpage Dialog box will open.



A Attach Files -- Webpage Dialog

X
£ | https: /(pod51004. cutlook. com fowa,?ae =Dialog &t =AttachFileHost A %

Indude Attachments

To indude an attachment, dick Browse, and then select the file, After you've selected the

file, dick Attach. The file will be uploaded to your message.

Choose more files

,I-El You can attach an e-mail item by copying and pasting the item using the keyboard
~|  shortocuts CTRL+C and CTRL+V, or using & drag-and-drop operation. Learn
about this feature ...

Attach Cancel

https: /(pod51004. outlook. comfowa?ae =Dialog&t=A e Internet % S5L

4) Click Browse...

A Attach Files -- Webpage Dialog S
£ | https://pod51004. cutlook, comfowa/?ae =Dialog&t=AttachFileHost w %

Indude Attachments

To indude an attachment, dick Browse, and then select the file, After you've selected the

file, dick Attach. The file will be uploaded to your message.
Chd

,IEI You can attach an e-mail item by copying and pasting the item using the keyboard
|  shortcuts CTRL+C and CTRL+V, or using a drag-and-drop operation. Learn
about this feature ...

Attach Cancel

https: //pod 51004, outlook. comfowa,?ae =Dialog&t=~ e Internet % 551

5) Browse to the location where your file is stored.



Choose file

Look in: IE {H:) styles michael on 'shadmr21teachers’ - |‘_‘*‘F v
L;b |01 Abraham's Documents [T test_site
! I Alcowy @]A_El Computer Lab Schedule_2011. xdsx
B’g’cﬁﬁlcem |y Computer Lab Schedules ﬁ! adminpak. msi
|5 Created Documents . Default.rdp
?_[_: |-=)Disabling Ribbon Commands -E Selected Functions, pdf
|3 Excel References ";L snagit.exe
Desktop |- General Info Thumbe.db
_ |51 Graphs and Charts
.--} |- Introduction to Microsoft Excel
' [ﬁ] Premier AT
My Documents |y Rodky Plains
- |5 5chool Messenger
%! I staff Info
MY'CWM o |C)Student Email
|- Students
M‘_-’Pll\lﬁwurk File name: | j Open
aces
Files of type: |All Files () | Cancel

6) Click the file you want to attach and then click Open.




Choose file

Look in: |E {H:) styles michael on "shadmr21*teachers’ j |-=_¢'|>i v
_2 |51 Abraham's Documents [T test_site
: I Alcowy @]A_El Computer Lab Schedule_2011. xdsx
My Recent |y Computer Lab Schedules ﬁ!adminpak.msi
SIS |_5) Created Documents —Befaltdp—————————
'_"_[' |-=)Disabling Ribbon Commands i Selected Functions, pdf
|3 Excel References Q TELERE
Desktop |- General Info Thumbe.db
_ |51 Graphs and Charts
.-‘-} |- Introduction to Microsoft Excel
' [h Premier AT
My Documents |y Rodky Plains
_— |5 5chool Messenger
: I staff Info
My Computer |- Student Email
|- Students
My Network  File name: |Seleded Functions pdf j Open
Places
Files of type: |All Files () | Cancel

7) The Attach Files — Webpage Dialog will reappear with the selected file path displayed. Now, click
Attach.

2 Attach Files -- Webpage Dialog
£ | https://pod51004. outlook. comfowa,?ae =Dialog&t=AttachFileHost b ﬂ

Indude Attachments

To indude an attachment, dick Browse, and then select the file, After you've selected the
file, dick Attach. The file will be uploaded to your message,

IH:\Selected Functions.pdf

Choose mare files

- You can attach an e-mail item by copying and pasting the item using the keyboard
shortcuts CTRL+C and CTRL+Y, or using a drag-and-drop operation. Learn
about this feature ...

Attach Cancel

https: //pod5 1004, outlook. comfowa,?ae =Dialog &t =2 @ Internet ﬁ 551

8) The attachment will now be displayed and you are ready to Send. [NOTE] Using CTRL and SHIFT to



select multiple attachments will not work. This is by design.

9)
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Adding an Address Book Entry

To make it as easy as possible, you will probably want to add personal Address Book entries for all your
teachers and coaches. All teacher accounts follow the syntax of LastName.FirstName@newton.k12.ga.us
Note that there is a period separating LastName from FirstName. There are more periods separating
newton from k12, k12 from ga and ga from us. Ask your teacher/coach about how they are listed,
especially about first names.

1) On the bottom left side of the main window, click Contacts.


mailto:LastName.FirstName@newton.k12.ga.us

Contacts
Tasks

2) The Contacts Pane will open.

Microanit
Outlook'Web App
Beta
Contacts (0 Items)
Show: BdNew - X M3~ | View- &
= al o e
© People Arrange by: Fileas - Aontop -
) Groups There are no items to show in this view.
4 My Contacts
3) Click New.
Micnoanir
Outlook'Web App
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Contacts (0 Ifems)
Shaw: GBdnew - | X B~ vVew-r &
@Al ' o .y
© Peaple Arrange by: Fileas - Aontop -
) Groups There are no items to show in this view.
4 My Contacts




4) The Untitled Contact dialogue box will open. At a minimum, add your teacher’s first name, last
name and email address.

/= Untitled Contact - Windows Internet Explorer

£ | https:f/pod51004. cutlook. comfowa/?ae=ItemBa =New&t=IPM.Contactdfld=Lag) ¥ | =

Il saveand Close 424 W w- -

Jump t|:|:| Profile || Contact || Addresses || Details |

Profile
First name Michael
Middle name
Last name Styles|
File as ILast, First v |

/= Untitled Contact - Windows Internet Explorer

£ | https://pod51004.outlook. com fowa [fae =Item&a =New&t=IPM.ContactBfld=Lg) ¥ | =
|l 5ave and Close ﬁ; (0 - -

Jump t|:|:| Profile || Contact || Addresses || Details |

Contact
Business phaone
Home phone
Mobile phone

Assistant bl

E-mail A styles.michael@newton.k12.ga.us

Display as styles.michael@newton.k12.0a.us

IM address

5) When finished, click Save and Close.

/= Untitled Contact - Windows Internet Explorer

£ | https:f/pod51004. cutlook. comfowa ?ae=ItemBa =New&t=IPM.Contactdfld=Lg) ¥ | =

Il Save and Close | 423 i ¥~ -

Jump t|:|:| Profile || Contact || Addresses || Details |




6) Your new Contact is now displayed in the Contacts Pane.

Micrcaott

Outlook'Web App

Bata

Contacts (1 Items)

Showe: GBNew - X B~ Vew- O

OF 2oLy
© People Arrange by: File as - Aontop -
o _
4 My Contacts

7) Now, when clicking the To... button in a new email message, your teacher(s) will appear at the
bottom under My Contacts.



2 Address Book -- Webpage Dialog

£ | https: f/pod51004. cutlock. com fowa/?ae =Dialog&t=AddressBook&a=PickRedpients
Address Book =

[E} Default Global Address List

G Al Rooms Arrange by: Fileas = A on top

-
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Contacts

4 My Contacts

Message redpients:

To -»> styles.michael @newton.k12.0a.us;

8) From here, just follow the directions for sending email and you are finished.
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