
Using Microsoft Outlook (E-mail) 
 
There are TWO ways to access your E-mail. If you are at school, begin by double-
clicking the Outlook icon on the desktop. If you are away from your desk or at 
home, you can access your Outlook account over the Internet by going to the site:  
http://hsmail.rcscsd.org/exchange. You will be prompted to enter your username 
and password, which is the same as logging in at school. Both ways will give you a 
screen similar, but not identical to the one below. 
To send a message: Click New, then type in the email address.  To select someone 
at school, press To and select the person(s) from the global address list. It is a bit 
different on the Interent because the list doesn’t appear. You must type in their 
name and press find. 
 

 
 Go to View then Toolbars to change the amount of buttons that appear at the top. Internet does not have this option.
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