
 Email Frequently Asked Questions  

Q.  What happens if I accidentally delete an email? 
A.  If you delete an email the message will go to your ‘deleted’ folder.  After 29 days the message can only be 
retrieved by a school’s operations manager and a Service Now ticket. 

Q.  How do I send a message only to a Learning Coach? 
A.  Selecting a Learning Coach’s email will send a message only to a Learning Coach.  If you send a message to a 
student, the Learning Coach will automatically receive a copy of the message. 

Q.  Can I send a ‘mass’ email message to a group of students? 
A.  Yes.  Please use best practice of using the K12 Widget accessed within the OLS/LMS/TVS, as all email 
addresses are validated via TotalView School/My Info at the time of the message being sent. Messages sent to 
multiple users via the Widget will be parsed out so each student + copied LC will receive their own message. 
Example: if you have 10 students in a message composed through the widget, when you push send, the system 
will send 10 separate messages—one to each student and copy the Learning Coach.  
Messaging students on your caseload can be done in the OLS, TVS, Outlook Online or Outlook Desktop 
Application. The easiest way to mass message a classroom of students or all students is from within TVS.  
1. Select Classrooms from TVS 
2. Search for the classroom. Once found, click on the classroom name 
3. From within the found classroom, click on the students subtab.  
4. Clicks Select All, then the Message Icon will appear allowing you to send a message to your students 
If staff is using the Outlook desktop application to reply to many students, staff is required to copy all student 
and learning coach email addresses in the BCC field. putting all email addresses in the Bcc field of the message 
ensures that student name and course enrollment is not compromised.  
NOTE: In K-mail there existed a limit of 500 student recipients per mass message. With Email the limit is 10,000. 

Q.  How do I attach files, and what are the limitations? 
A.  You can attach files through both the widget and your Microsoft inbox by selecting ‘Attach file’.  You are 
capable of attaching 5 files, with 15 MB of total space. 

Q. Why do my messages go to ‘Draft’ mode when I try to send? 
A.  This is the function of Microsoft 365 as messages are sent and attachments are included (if applicable).  
Messages may sit in the ‘Draft’ folder for a few minutes before being sent to recipients. 

Q.  Can I merge information such as test scores? 
A.  Yes.  Please refer to the merge fields guide shared for the specifics of merging information. 

Q.  Am I able to customize my own signature for email? 
A.  Yes.  Signature customization can be done through the Web Client Inbox under the gear icon and 
‘Options’<’Email Signature’.  Note: customized signatures are not available in the Widget, at this time. 

Q.  Can I schedule a delayed send for email? 
A.  Yes.  Users can save a draft in their draft folder and set a delayed send, as needed.  Please check with your 
school for specific guidelines and practice sending messages only during business hours. 

Q.  Is there a way to create an email ‘out of office’ automatic reply? 
A.  Yes.  Automatic replies are created by clicking on the gear icon within the Microsoft 365 Inbox and selecting 
“Automatic Replies”.  Users will fill-out all fields, setting parameters, and save. 

Q. Can I create a ‘rule’ in Outlook to direct incoming messages to appropriate folders? 
A. Yes.  Rules can be created based off a variety of criteria.  Microsoft reference: 
https://www.extendoffice.com/documents/outlook/1699-outlook-filter-by-sender-names.html 

Q.  How do I create a live link in email? 
A.  Live links can be created in the main message area of the email by selecting the text you want to link and 
clicking on the link icon. 

https://www.extendoffice.com/documents/outlook/1699-outlook-filter-by-sender-names.html


Q. What are ‘Groups’? 
A. Groups are a feature in your Microsoft 365 Web application that allow you to group your added contacts.  
This feature is not currently utilized with your K12 school email as it does not integrate with the Widget. 

Q.  Can I access past Kmails? 
A.  Yes.  These will be available, in a read-only view, from the OLS by selecting ‘Kmail History’ from the drop 
down menu, for teachers and students on the OLS.  Students in grades 6-12, working on the Online Middle and 
High School platform, will need to access Kmail History through the MyInfo portal: http://myinfo.k12.com/ 
(Username and Password are the same as OLS). 

 
Q.  How will the system work if I’m not associated through TotalView with a student that I need to      send a message 
to? 

A.  If teachers are not associated with students through TotalView schools, the message will be sent through K-
Mail and will land in the student’s ‘K-Mail History’ in read-only format.  

Please note: teachers should not send messages to students they are not associated with through 
TotalView schools. 

Q. Can I archive my Office 365 Emails? 
A. Yes, but only through your desktop application by downloading a PST to your computer.  Microsoft reference: 
https://support.office.com/en-US/article/Archive-items-manually-ECF54F37-14D7-4EE3-A830-46A5C33274F6 

Q. How can I manage multiple calendars in my Outlook Desktop application? 
A. Utilize the ‘overlay’ method to view your calendars and appointments from your Desktop application.  
Microsoft reference: https://www.extendoffice.com/documents/outlook/1373-outlook-view-multiple-
calendars.html 

Q.  Will the Calendar feature in my Microsoft 365 Inbox sync with my OLS? 
A.  No. Teachers can schedule events there (meetings, office hours, etc) but it will not be reflected in their OLS 
or LMS calendars. 
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