Sending Emails to Teachers

Y ou can send email to teachers and staff by clicking the Email icon next to their name.

CLASS SCHEDULE
Fall | Spring
Student Schedule for Spring (11/25/2017 - 07/06/2018)

Pemod Cowse Title Room Name Teacher

1 Frin Eng [ I Kathy Jackson

3 Am Gowt 13 Jefirey Davis [{H B

5 Eeg Drawing 40 Gwen Cunn [E0] B

7 Ce-fm. Lit bz Kathy Mures 31 25

Class Schedule Screen

A message compose window opens in your designated email program, such as Microsoft Outlook or
Synergy Mail.
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Using Synergy Mail

Synergy Mail in ParentVUE

You have access to Synergy Mail when one of your children's schools
a uses Synergy Mail.

¥You cannot use Reply All when replying to emails.

1. Select Synergy Mail in the Navigation bar.
2. ClickCompose.

3. Selectwho the messages is going To.

« The recipient options associated with the focused child display. For example, Billy

Abbott's parent sees Billy's Teachers, Billy’s Counselor and Billy’s Groups as tab
options in the To screen.

« Click Add All onthe Teachers tab to send an email to all of your child's assigned
teachers.

« Parents only see contact distribution lists that they belong to.

The Teachers tab displays the teachers for the current
grading period.
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4. Selectwho to send a copy or blind copy to, if needed.
a. Clickthe CC and/or BCC todisplay the CC and BCC fields.
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b. Selecteither the CC or BCC field to find and select recipients.
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5. Enterthe text of the message in the body section.



