A guide to Outlook 365

Accessing your Emall account.

1. Open your web browser

€. =

2. Go to https://outlook.office365.com/

You may wish to bookmark this address for future use. Click * to do this.

3. Sign in using your credentials.
Your email address will be your school username + @plume.essex.sch.uk

So if your school username is desabc,
you will log in with desabc@plume.essex.sch.uk

Your password will be the same as your school password.

1] Office 365

Sign in with your organizational account

desabc@plume.essexschiuk

4. Check ‘Keep me signed in’ and then click ‘Sign in’

Keep me signed in



Overview.
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0 Folder list & People

Here you will find your Inbox, Sent Item and Junk E-Mails as well as
any other folders you have created. You can also find People here.

9 Email List

Here you can view any Emails within the folder you have selected.
Clicking one of these will open it in the preview window.

9 Email Preview

Here you can view the Email you have selected from the Email List.
It shows you who sent the Email, its content and more.



Sending Emails.

To send a new Email, click ‘new mail” in the top left of the page.
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To reply to a selected email, click ‘REPLY" at the top of the pane.
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To forward a selected email, click 'FORWARD' at the top of the pane.
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To: Email Staff;

To add a recipient to a message, click in the 'To:" box and start typing the
name. Click ‘Search Contacts & Directory’ if a suggestion does not show.

To: b, sm

This will give you a list of
Cee £ Search Contacts & Directory PeOple to choose from




To Insert an Attachment click INSERT" at the top of the pane.
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Select the file you want to attach and click ‘Open’.
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To format your message use the tools across the top of the writing pane.
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Printing an Email.

1. Click "==" at the top right of the window.

2. Click "Print’
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3. Select the printer you want to use & click ‘Print’
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Setting up a signature.

1. Click the " & " at the top of the page.

2. Click 'Options’
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3. Click the ‘settings’ tab and then write your signature in the box.

account email signature
organize emai Corbe Tz | B I U & = = =
s - =% =W A e =8 XX,
groups Kind Regards,
i Jonathan Morrell
settings ICT Support
block or allow
apps

4. Check '‘Automatically include my signature on messages I send’

Automatically include my signature on messages | send

5. Click 'save’

save

Any messages you now send will display your signature automatically.




Calendar overview.

To view your Calendar click ‘Calendar’ at the top of the page.
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0 Search, Quick view & Added Calendars

Here you will be able to search your selected calendar. You can
also view, create and add other Calendars.

9 Calendar Overview

Here you can see an overview of all events within a selected
timeframe. You can also open and create events from here.

9 Event Preview

Here you can view more information about events that are
occurring on the date selected.



Adding a calendar event.

1. Click 'new event’ at the top of the calendar view.

June 2014

4jan feb mar apr may jun jul aug sep oct nov decr got

2. Fill in 'Event’ and 'Location’ information using the boxes provided.

Event: Meeting

Location: Conference Room|

3. Start typing the name of people you want to invite in ‘Attendees’.

Click ‘Search Contacts & Directory’ if a suggestion does not show
Attendees: b ||

X5 Search Contacts & Directory

- L

4. Fill out the date information using the dropdown menus.

Start: Duration:
| Fri 27/06/2014 - [13:30 ~| | 30 minutes - |
Show as: Rerminder:
| Busy - | | 15 minutes - |

5. Enter a detailed description of the event using the writing pane.
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A discussion on the merits of educating the youth.|

6. Click 'SEND’ at the top of the window.

= SENDY X DISCARD EE) SCHEDULIMNG ASSISTAMT & APPS ===

Location: Conference Room




Tips.

Emails are grouped into conversations by default. To turn this off click
'CONVERSATIONS BY DATE' at the top of the Email list and select 'off".

EMAIL STAFF

I s B Mo

| CONVERSATIONS BY DATE |

all unread tome flagged

|

- T
Dear colleagues, For in

CONVERSATIONS
K. Blake

READ ME! Thanks :-) 7"

Dear Collegues, Tom off

Folders are minimised by default. To maximise folders click “ » '

4 1. Morrell 4 1. Morrell
Elnbcrx 1 4 Inbox 1
Drafte [151 L Fmail Staff
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When composing a message you can open it in another window.

Click ' & " at the top of composition pane to do this.

To: Bianca Smith:

= SEMD » DISCARD
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Office 365 allows you to change your theme. To do this click "®’ and

then click ‘Change theme'. Once you have chosen a theme, click ‘'OK’

1. Morrell =

Refresh
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| Change theme |‘I_|'\_| Vv OK| % CANCEL
Themtimme




Troubleshooting.

Problem: Nothing appears when you double click an email or use the
pop-out window feature, in Internet Explorer.

Solution:

1. Attempt to open an email by double clicking an email
2. At the bottom of the window a message appears.
Click ‘Options for this site’, then click 'Always allow’

| Always allow

‘ Allow once H { Options for this site ~ | | Mare settings

3. Pop-out features should now work correctly.

Problem: Documents print incorrectly when using Internet explorer.
Solution:
1. Click ‘¥ " in the top right of Internet Explorer.

2. Select 'Internet options’ from the list.
3. Select the ‘Security’ tab.

| General | Security | Privacy | Content | Connections I Programs | Advanced

4. Uncheck ‘Enable Protected Mode’

@nable Protected Mode (requires restarting Internet Explorer)

5. Click 'OK’
6. Close internet Explorer and open it back up again.
7. Emails should now print correctly.



