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Overview

Microsoft Office 365, also known as “Office 365", keeps
you up-to-date with the latest versions of Microsoft Office
applications including Outlook, Word, Excel, PowerPoint,
and OneNote. The email client for Fort Worth ISD, Outlook
is the primary communication tool used in the district.

Getting Started
1. Navigate to the My FWISD Apps Portal.
(https://www.fwisd.org/myfwisd)

2. Click Sign in with Microsoft.

"\ MyFWISD Portal

3. Click on Office 365.
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. Office365

4. Click on Outlook.

Qutlook

Outlook Inbox

When you open Outlook Web App, the first thing you will
see is your Inbox. This is where messages sent to you
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arrive, and this is where you'll probably spend the most
time reading and responding to messages.

To Send a New Email Message
1. Click New Message in the top left-hand corner.

New message

2. Add recipients. The recipients are the person or
group of people you want to receive the email
message. You can do this by typing their email
address out or by finding their name in the
District's address list. You will type the email
address in the To field.

3. Add a subject. The subject is a description of the
topic of the email's message.

4. Type the message you want to send.

5. Click Send when you are done composing your
message.
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Homework Help

Good evening Mrs. Lester,

I am having trouble with one of the assignments in Geogle Classroom. In activity 2.4, it saws that we need to create a
copy of page 6 in our math journal, but | don't know how to do that. Can you please help me? Thanks in advance.

Michelle Starcher
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To RepIy to Email
Select the message in the reading pane.
2. Click Reply at the top of the message window. A
new message will appear addressed to the sender
of the original message.
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3. Add your response.
4. Click Send.

Send | Vv

To Reply to Sender and All Recipients
Sometimes a teacher may send an email to you and other
recipients, like your classmates or your parents. When
replying to an email with multiple recipients, you have to
decide if you want to reply to just the sender or to
everyone included in the message. Consider the
information you are sending and who you want to see
your message. If you decide to send the message to
everyone, you will use the Reply All option.

1. Select the message in the reading pane.

2. Click Reply all at the top of the message window.
A new message will appear addressed to the
sender and all other recipients of the original
message.
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3. Add your response.
4. Click Send.
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To Forward a Message

Sometimes you may receive a message from a teacher
that you want to share with your parents or another
classmate. When you want to share an email with another
person, you will use the Forward option.

1. Select the message in the reading pane.
2. Click Forward at the top of the message window.
A new message will appear.
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3. Type the name or email address of the person
who want to forward the message to on the To
line.

4. Add additional information to the message.

5. Click Send.
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To Delete a Message

Messages in your inbox can be deleted. When you delete
an email, it is moved to the deleted items folder. Deleted
emails stay in this folder for 14 days before being
permanently deleted from your mailbox.

1. Select the message in the reading pane.
2. Click Delete.

] Delete
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To Add an Attachment

You can include files, images, or videos in your
email messages. These are called attachments and
can be added to any email message.

1.

Select Attach or the paperclip icon to attach a file
to a message.

Ul 0 Attach ~

Browse to find the file you want to attach. Recent
OneDrive files will appear. If you file is on
OneDrive, click the file you want to attach.

To browse files in your Google Drive, choose
Browse this computer.

Suggested attachments

QRG-Google Class...(Teachers)V3.pdf

pdf
SE®  Re: help with google classroom

(2% Campus Names and Numbers.xlsx

Opened 4 days ago

q PK-12 - Virtual ...ion - 072720.pdf

=0= Opened 4 days ago

E Browse this computer

—

@ Browse cloud locations

@ Upload and share

4. Select Google Drive from the left-hand side under

My files. Locate the file you want to share. Click

open.
| Select one or more files |

© Recent

Audio
M images
Wil Videos
v O myfiles
& Downloads
> B Playfiles

> ¢ Google Drive
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MyDrive > March25 Waiver Day > STEM Activities

5. After you have attached the files they will show
under the Subject line in the email message.

To 9 Starcher, Michelle X
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Planning Documents

o QRG-Google Classroom-Set-... q\] PK-12 - Virtual Instruction - 0...

SEE 660 KB ¥2:  Anyone in my organization can edit
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