1. Click “New Mail”

STUDENT GUIDE

Composing Outlook Email

View H

2. Type the email address in the "To" box. Then write a
subject (what the email is about) and type your message

in the body of the emadil.

From: Lindsey.Evans@nhcs.net ~

To  Email Address g_/

Cc I

Enter Subject <

Write Message $_/

Help Desk

The Help Desk can assist students, parents, and staff with resettin
account passwords and troubleshooting login issues.

HOURS: Monday - Friday
7:30AM - 5:00 PM

(910) 254-4288

3. Click “Send”

Wm: Lindsey.Evans@nhcs.net

To |

Cc

Email Tips for Success!

Use Greetings (Hi, Hello)
[} Read Carefully
Stay Friendly!
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