HELPFUL REMINDERS 
How do I log-on to my email account? Scroll down to see!
1). Go to www.springlakeschools.org     
2). Click on [image: image1.png]@Online
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, located on the left  side of the screen.
3). Type in your username and password. 
4). You are now logged on to your email account.  
How do I compose an email?
1) Click on COMPOSE located on the left side of the screen. 
2). Type in the email address you would like to send the email to, in the TO: section.   

3). Type a subject in the subject box.
4).  Type your email letter. 
5). When your email is ready to send, please push send. 
How do I attach a document?
1). Compose an email (same as above).
2). Click on the paperclip [image: image2.png]


located at the bottom of the composed email. 
3). Double Click on the file that you wish to attach. 
4). Your file should be attached, send the email as usual.
How do I create a Google Document?
1). Click on DRIVE at the top of your email screen.
2). Click on CREATE on the left side of the screen.
3). Choose DOCUMENT.
4). Title your DOCUMENT by clicking on the top of the screen labeled: Untitled document. 
5). Type in the document. 
How do I SHARE my Google Document?
1) Open the document you wish to share.
2). Click on SHARE on the top right side of the screen.
3). Type in the emails you wish to share the document with in the sections labeled: Invite People.
4). Click done.
