
On an iPad 
Go to your school homepage or Davis School District HomePage 

Click on the three lines in the upper right hand corner 



In a browser 
Go to your school homepage or Davis School District HomePage 

Click on the “Quicklinks” box



Scroll down the right navigation menu to find “Email/Office 365”



Sign in using your Davis School District Email



Enter your Davis School District Password 



Click “Outlook” to Access your Email 



Click a message to read it 



This is a lovely way to send a message! 

You can reply to a message you receive 

Reply 

Reply All

Forward 

Reply: You are ONLY sending 
an email to the person who 

SENT you an email  

Reply All: You are sending an 
email to person who sent you 

an email AND EVERYONE 
WHO RECEIVED THE EMAIL

Forward: You are sending the 
email to a totally different 

person 



Click “New Message” to Send an Email



To: Type in the email address of the person  
you want to send the email to  

Students: 31croche@go.dsdmail.net 
Teachers: nroche@dsdmail.net 

mailto:31croche@go.dsdmail
mailto:nroche@dsdmail.net


CC: Is for someone who the email isn’t directly sent to,  
but might be related to 

For example, emailing your teaching about a grade 
CC your parents to prove you did it



Always include a subject so people know it isn’t spam 
No subject = Deleted 



Your message goes here.  
Make sure you use appropriate upper and lower case letters  

and punctuation. This shows respect and class! 
Emojis are okay but not too many! 



Change your font, the color, etc. here 



Add documents, pictures, emojis here 



Click the green button to send.  
Remember once you hit send  

IT IS GONE! 
YOU CAN NOT STOP IT! 

Be sure you are being respectful and  
not sending anything you wouldn’t want the world to see


