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To Get to my email I will need the following
information:

& My Username: (should be my first initial of my first name, and then the first four

letters of my last name) - should be the same login that you use to login to the

computer in computer class.

® My Password: (your password is a Capital Letter S then lowercase p, c, s followed by

four numbers. - should be the same login that you use to login to the computers in

computer class.

“**1f your username and password stop working please email Ms. College at

Jeoll@stpatschoolnc.org.



Login to your Email

® To login to your student email, you will need to go to
stpatschoolnc.org on an internet browser.

@ Next please click on Office 365 in the golden ribbon on the home
page of the school website.

® Once you click on Office 365, its going to ask for a login:

Your login
will be your username plus @stu.stpatschoolnc.org

¢ For Example: Students Name: Jodi College Username

@& Please click next, then its going to ask for your Password then press
next.
& For Example : Spcs1234
o

If you are using a cell phone to access your email please use this link:
https://stpatschoolnc.org/quicklinks

¢ With using your cell phone to access your email, you will only be able access your
Outlook and nothing else.
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You have 5 mentions

How do [ write an email?
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¥ Attach

b e ” &' Step 1: Please click the New Message button
P on the left side.

4th Grade - Homeroom (2019-202

. o e 1glish Assi
There's new activity in Teams English /

oo " o ¢ Step 2: Please fill out the To: of the box that

ade - Homeroom (2019-2020
Dear Mrs. Shea,

Yesterday Good afternoon, | wanted to email to ask you about the English assignment tE saorow. | am not sure if | have completed it appears' (Who you are Sending the emaﬂ too)

correctly. | have attached a picture of my assignment, would you be able to just glance over it t® e | am doing it correcllyl
There's new activity in Teams

You have 4 mentions Mon 3:51 PM Sincerely,

e || ® Step 3: Write a subject of the email in the
subject line. (what is your email about - topic)

7th Grade Distance Le... (2)
Wed 3/25 10:00 AM - 11:00 AM

RSVP

6th Grade Math - Ms. Miller 2019-2020 (i
6th Grade Digital Dist... (2) 7 PM

<

Discard

Step 4: Begin to write your email to the
person in the body of the email. Make sure
el R you use a letter format (heading = MI’., Mrs.

: R e P and person’s name, then the letter, finally
ending with a conclusion and your name)



