
 
 
 
 
 

        March 25, 2020 

 

Dear [Parent Name] , 

 

I hope that this email finds you and your family are well. 

 

I am writing this evening to give you information about [childs name] Summit Academy email 

address.  I learned earlier today that the gmail system within our GSuite was not functioning properly 

so that emails were not being sent and received.  The quickest solution to this problem was to give 

each students an Outlook account.  Outlook is the email that all of the Summit faculty and staff use 

for their email communication.  When you log in with them for the first time, they will see a large 

number of emails in their inbox.  Please take some time and help them sort through the messages, 

most of them are old and are about things that have already happened.  Their login to their Google 

Classroom doesn’t change and they will still access everything Google through the same email 

address, just as they have been doing for the last week.  What changes, is that they will have to access 

Outlook on the web to send and receive email.  I apologize in advance for the confusion that this may 

cause, and ask that you reach out to me if you have questions or concerns or need help.  Because we 

have access to Google Meet, help can take place through a video meeting if needed. 

 

Here is the information for accessing Outlook on the Web. 

1. Using any web browser, go to  outlook.office.com  This will take you to the login screen. 
2. In the login screen, enter the email address:       

loginname.student@summitacademiesma.com and then press the Next button. 
3. Enter the password:   password press Sign In 
4. Depending on your web browser, you may be asked whether you want to Stay Signed In?  If 

you select Yes, you will be asked whether you want your password stored.  This might be a 
good option since the passwords are not easy to remember. 

5. If at any point, you don’t remember of can’t find the password, please let me know, I can 
resend it to you. 

 

This will take you directly into Outlook Email.  As I said before there are many email in the inbox.  

Please help your child sort through them.  This will be the means of email communication between 

your child and their teachers and classmates. 

 

Please let me know if there is anything I can do to help you make this email transition with your 

child, or if there is anything else that you need help with.   

 

Regards, 

Alicia 

 

Alicia Gram 

Assistant Program Director 

Director, Summit University Residence 

Summit Academy 

15 Jamesbury Drive • Worcester, MA  01609   PH: (508) 751-8500   FX: (508) 751-8501 
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