Accessing the Office 365 Email

1. Inany web browser go the website office.com and click sign in.

=l Microsoft | Office Products v Resources »~ Templates Support My account Buy Office 365 All Microsoft ~  Signin

Remote Learning in education. Learn more >

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.

-

What is Office 3657



2. Type in your full email address into the sign in box. For example: mfulmer@bb-sd.com Click Next.

B® Microsoft

Sign in

someone@example.com

Next

Can't access your account?



mailto:mfulmer@bb-sd.com

3. Click on Work or School Account.

B® Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
Created by your IT department
mfulmer@bb-sd.com

Personal account
Created by you
mfulmer@bb-sd.com

Tired of seeing this? Rename your personal Microsoft
account.



4. Type the same password that is used to login to the computer. Click Sign In.

B® Microsoft

mfulmer@bb-sd.com
Enter password

| Password

Forgot my password




5. The screen to stay Signed In. This is a preference if the account needs to stay logged in or not. Also, at the bottom of the screen the
browser may also ask to remember the password to your account. It doesn’t matter which answer is chosen, this just preferences.

= Microsoft
mfulmer@bb-sd.com @

Stay signed in?

Do this to reduce the number of imes you are
asked to sign in.

.

D Don’t show this again

Would you like to save your password for microsoftonline.com?

More info




6. Click on the Outlook Icon to enter into your email.

Good morning

Apps

< a" Outlook ,6 OneDrive
n{‘. Teams

@ Word

m Class Notebook

a SharePamnt

Security &
Compliance

Explore all your apps >

Documents

Recent Pinned Shared withme  Discover

[N Name

A1
a % T March Monthly Report

2" brentwoodpghk!2paus-my.sharepoint.com « Monthly Reports

a February Monthly Report &

brentwoodpghk12paus-my.sharepoint.com « Monthly Reports

a Microsoft Mini Conference - 4-4-18
brentwoodpghk12paus-my sharepaint.com » » Documents

m i Brentwood Microsoft 365 Notebook  g*

brontwoodpghk1 Zpaus sharepant com » » SitpAssets

m ’ AVID eBinder OneNote Starter Kit

brentwoodpghk 1 2paus-my sharepoint.com » » Notebocks

3= Document?

Futmes, Melissa

L2 Search online documents

Install Office apps

m OneNote
m Admin

[ x P
& Sway

E PowerPoint
m Forms

T Upload and Open New

ki

Last opened by you Actrity

1hago

Yesterday at 2:46 PM

Yesterday at 10:22 AM

Wed at 1:44 PV

Wed at 1257 PM

{Z) Need help?

M Feedback




7. The email application will open and look like the following:

ice 365 Outlook ) . ? Fulmer, Melissa

«arch Mail and People p ® MNew | v M Delete & Archive Junk|v Sweep MovetoV  Categories ¥  ses ) Undc

Folders Focused Other Filter v Repeating Event in Outlook

Inbox 220 Next: No more events for tod

Sent ltems £

Drafts 3

Deleted ltems 18919

More

o Demo Brentwoo

@ Brentwood Micre
. Tech Dept
. Training Day
o Office 365 Traini
©

Office 365 Admil

i B A& M

Dear mfulmer@bb-sd.com: You have 1.



9. All of your emails will appear under the Inbox Section of the screen.
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10. To create an email message, click on the button New Message.
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11. After clicking on New Message, in the TO: line, start typing the first couple of letters of the person’s last name (INSIDE THE DISTRICT

ONLY) or if sending someone outside the district an email, just type the email address.
<« - C & outlook.office.com/mail/inbox/id/AAQKADYYZjMzMTVKLTJhYZEtNDhhZS040TJhLWJKOTewOTZjMzc0OQAQAM%2BfbSIbIEVWo20EYascd%2Bs%3D ® Y ] e :

=2 Apps == Microsoft Educator... == Microsoft Office Ho... Pearson Sign In m NWEA MAP Login @ Skylert Login == AVID eBinder OneN... @ Pearson Digital Libr.. @ Microsoft School D... == OneNote for Teach... »
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12. After the TO: line, you can choose to CC: (carbon copy) another person on the email, BCC (blind carbon copy) another person on the
email, and Add a Subject for the email. To type a message, click in the area just below the subject line.

u Microsoft Office Home X o Mail - Fulmer, Melissa - Ou' X m Experience Access Request X | &) Virtual Learning Environme: X | @ click-through-special-trial- X | New Tab x | + - X
< C & outlook.office.com/mail/inbox/id/AAQKADYyYZjMzMTVkLTJhYZEtNDhhZS040TJhLWJkOTcwOTZjMzc0OQAQAM%2BfbS9bIEVWo20EYascd%2Bs%3D ® Y e
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13. When the email is complete, click send.
6
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14. When you would like to logout of Office 365, click on the upper right corner of the screen (it will most likely be your initials)
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