
Lightspeed Email Summary 

 

 Before we dive into how to use the email summary, there are a rules rules you should 

follow: 

1) If you are not sure of the person sending the email, please select “Deliver Once”. 

a. Other emails from this person will still go through the spam filter, but until 

you are sure the person is sending you good email, this is the safer option. 

2) Do not delete your email summary until you receive a new one. 

a. There is a link on the email that will allow you to see all emails received since 

the summary email came out.  That way if someone calls you and says I sent 

you an email 2 hours ago, you can check and make sure the email is 

delivered. 

3) Even though the email says it came from someone in the district, it may not have.  

Please do not click the Deliver Once or Always Allow button, until you have verified 

the title of the email.   

4) If you think an is suspicious:    it probably is BAD.  

OK now how to use the new system: 

 The email summary is delivered once per day          

  day.   



You can see the email from outside the district, but can only click on the links from your work 

computer. 

Here are the important parts of the email: 

 

This link allows you to view 

email received since the 

summary email. 

Email address of 

sender. 

 

Action Links. 



 

How to use the email? 

1) If you want an email delivered, click Deliver Once. 

2) If you are sure the sender is someone you always want to get email from, click Always 

Allow. 

3) If you got SPAM, and want to block the sender, scroll down to the bottom of the email, 

and click Always Block. 

It is that easy. 

This section means the emails 

had viruses embedded.  That is 

why you cannot deliver. 

This section shows the 

messages you did receive.  If 

you did get some SPAM, you 

can click Always Block. 


