How to Send an E-mail

1 - ReC| p|ents New Message oA
This is the email address of the person you are Recipients ]
sending the email to. Subject

Teacher email addresses also end in bmtisd.com. 3-4

You can search for the email address by typing the

teacher’s name in the “Recipients” field or you can

ask the teacher for his/her email address. -E-dward Kaplan 5
6" Grade Math Teacher
Spelling is important! Make sure that the emalil

address is spelled correctly.

2 - Subject

This should be a short (2-6 words) summary of
your email. It is similar to a title of a book or article.

Examples:
* Homework Question
* My Late/Missing Assignment m Al ® O .
A = RPN CRF S 0]
Note: Your email should not be composed in the
subject line. Beaumont ISD students have a student

Gmail account in the format of
“studentID#@bmtisd.com.”

5 - Signature Examples:
* Alex Parker

Be sure to sign your email. The email will send
* A. Parker

from your user name. Your first and last name
should be suffice.
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