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INTRODUCTION
As School Tutors Coordinators (STCs), you are the lifeblood of Tutors for Kids (TfK). You are the
angels who coordinate the work of the tutors, teachers, and students. The goal of the STCs is to be
the primary contact between TfK, tutors, teachers, and other school personnel – the ambassador!!
Tutor for Kids uses a webmail email program so that, as STCs, you can keep your TfK email
separate from your personal email.
AND, one of the first things that a new STC should do is set up their email inbox, folders, and
address books. Some set up has already been done for you – some you can do yourself.
This Email Manual Quick Guide shows you the easy ways to set up and learn about your email.

TFK EMAIL
This manual is a look at the STC TfK Email system. All communications with tutors, teachers,
school administration, etc. should be sent from your TfK email.

Accessing the Email Program
This is your access to the program – save it as a “bookmark” or “favorite.” This will allow you to
directly access your email (an easy and quick way to get to your email).

https://www.tutors4kids.org/webmail
This screen is the first you see:
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Logging In to Webmail
On the screen shown above, simply enter your TfK email address and your password.
Your email address and password has been created for you and given to you by the administrator –
do NOT change either. The protocol is:
Firstname.Lastname@tutorsforkidsinc.org
For example: mary.smith@tutorsforkidsinc.org
Do not change the password.

Click on “Log in.” And the program takes you to your Inbox.

Your Inbox
This screen is a very typical email inbox. It shows a list of your emails, who they are from, the
date, and whether they have an attachment (note the paper clip).
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You will see several emails that were generated when setting you up in email and the database. .
.you can read them (if you want), but don’t worry about them.

Using Email
Take a few minutes to look at the screen and familiarize yourself with some of the functions (very
standard email program functions which are very similar to most email programs.
Reply, forward, delete, mark, send, etc.
The left section of the screen shows you the various sections: inbox, drafts, sent mail, junk, spam,
and your folders (more details below about folders).
The top right shows several functions – logout, address book, mail (to get back to your inbox), asnd
settings (if you want help with any of the settings functions, contact the administrator – Frank).
Your Address Book
Your first steps are to set up your tutors and teachers (when you know them) in your address book.
Here’s how:
Your primary communication will be with your tutors and your teachers. Therefore, we
recommend that you enter all of your tutors – and your teachers (when you know them) – into the
address book of your email. Two groups in your address book have been set up for you:
 My Tutors
 My Teachers
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When names and email addresses are entered, put them in the proper group. By grouping tutors
and/or teachers, you could, if necessary, send an email to all your tutors or teachers without having
to select them one at a time.
To enter names and email addresses of your tutors, click on the Address Book - top right side of the
screen. This screen starts the process.

First start in the Groups column, and click on My Tutors. (This puts you in the group called My
Tutors).
Now add your tutors to this group:
To add a new tutor to this group, click on the “+” sign at the bottom of the Contacts column. This
screen comes up.
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This is where you will enter the first name and last name – and the person’s email address below the
gray email line in the box labeled email. (NOTE: If you have an Excel spreadsheet or Word
document with the emails addresses, you can simply copy and paste the email address – a good idea
to be sure you have it accurately.)
Be sure to click “Save” for each person. NOTE: Because you were in the group called My Tutors,
each person you enter should be in that group. When you have all your tutors entered, do a spot
check to ensure they are all there.
Composing Emails
To compose an email, simply click on the “Compose” at the top left of your screen.
In the “to” box, just start typing the person’s name (and if you have that person in your address
book, the system will bring it up for you shown in blue – just click on the name to put it into the
box).
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Enter your subject line.
Start typing your email message in the large white box below.
A couple of things to notice:
 Your signature line has been set up for you. No need to change it (unless there is something that
is not correct).
 The fonts have been set up for you.
 The icons above the white space are typical options as in MS Word (bold, italic, underscore, etc.)
 An email that has been sent, automatically goes into your “sent mail” folder (in the column at the
left of the screen).
 IF you want to know that an email was delivered to a person, put a check in the “Return Receipt”
box – you will get an email when it is delivered. (Caution – be selective about this – you could
have LOTS of emails coming to you simply that they have been delivered – a good tool, but use
carefully.)
Adding an Attachment to Your Email
If you want to send an attachment, first be sure it is saved on your computer. Then, click on
“Attach a File” button.
This screen prompts you to search (chose) for the file you want to send.
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Click on “Chose file” – and the system takes you to your computer to find the file. When you find
it, click on “open” and it comes back to your email – with the name of the file showing.

Click on “upload” – and the file will be loaded to your email. AND the name of the file will show
under “Attach a file” on the main screen.
Sending Your Email
NOW, you are ready to send your email.
Look at the top left of the screen to find the “airplane” icon in the grey box upper left hand corner of
the screen – over the word “send.”
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Using Folders to Store Emails.
Sometimes it is important to save certain emails from your tutors or your teachers – to organize and
remove them from your inbox. And, you will see a couple of folders already created for you.
 My Tutors
 My Teachers
If you want to add more folders, look at the bottom left corner of your inbox, and click on the icon
that looks like a star. . .it is a “folders action” section. One of the drop down options is “manage
folders.” This is the screen you will see:

Click on the “+” key, enter the name of the folder, and click on save. Make the name something
that is meaningful to you.
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Moving Emails to Folders
To return to your inbox, simply click on “Mail” at the top right of your screen.
Highlight the email you want to move.
Click on the “More” icon above the inbox.

On the drop down, select “Move to” and the list of your folders will appear. Simply click on the
appropriate folder – and the email moves to that folder.
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Miscellaneous – Other Functions
Standard functions are pretty obvious – reply, reply to all, forward, delete, mark (to mark an email
unread, read, flagged), more (to print and other functions).
Searching – if you want to find an email from a specific person, you can use the search box (upper
right side of screen) – just type the person’s name and hit return.
Mail – to return to your inbox from anywhere else in the program, simply click on “Mail” at the top
right side.

THANK YOU
A special thank you from Tutor for Kids – its Board of Directors and all of its tutors – as well as
from your school principal, students and teachers. Remember you are a critical part of the smooth
organization – and help is available should you need it!!
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