GAL - Email

This guide provides a step-by-step process for accessing your email account
efficiently. It also covers reading and replying to email.

1 Click the "start menu"
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2  Click "Edge"

Q [5ear'ch for apps, settings, and documents

Pinned All apps  »

Microsoft Edge
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3 Click "Address and search bar" and type "office.com”
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Click "Sign in"

%)
Welcome to Microsoft 36¢

The Microsoft 365 app (formerly Office) lets you create, share, and collabor:
all in one place with your favorites apps now including Copilot.*

Sign up for the free version of Microsoft 365 >

Click and type your "email address"

B Microsoft
Sign in

Email, phone, or Skype

No account? Create one!

Can't access your account?

Next

Q\ Sian-in options



6  Click "Next"
BS Microsoft
Sign in

hikaru.sulu @vtcourts,gm{

No account? Create one!

Can't access your account?

Q-b Sign-in options

7 Click "and type in your password"
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< hikaru.sulu@vtcourts.gov

Enter password

Password

Forgot my password




8  Click "Signin"
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& hikaru.sulu@vtcourts.gov

Enter password

Forgot my password

9 Use your preferred method of verifying your identity. In this case its going to call
me. You must click on the method you are using.

hikaru.sulu@vtcourts.gov

Verify your identity

%—’ Call +X XXXXXXXX97

More information

Are your verification methods current? Check at

https://aka.ms/mfasetup




10 Click "App launcher"
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App launcher

Welcome to Microsoft 365

Home
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Create

)

11  Click "Outlook will be opened in new tab"
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£ Find Microsoft 365 apps

Microsoft 365 Outl OneDrive
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PowerPoint OneNote SharePoint
Power More apps
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Excel
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£ search

£ Search
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12 Click "Inbox"
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13  Click on the email you want to read
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14 The email opens in the right pane for you to read. Click on "reply" if you want to

reply
0 Siple, Mark )
Test Email 8:45 AM o Siple, Mark
This is a test email for documentati... To: Hikaru Sulu - Test

This is a test email for documentation purposes.

Thank you,

[ | have received this email. J[ This is my email J[ I got your email J

€ Reply ~? Forward

15  Type your reply and then click "Send"

.office365.com/mail/inbox/1d/AAQKADAINZRhYzZAZLI UTNzZKINDIXNS ThMDYXLWUYYmIyY | EyZGM 1YQAQAAB4palZLEuBleHt8HBb3wE%3D

Help Message Insert Format text Draw Options
) /12 B 7 U S 2 A M 22 E E =vzlvh - Mo
Inbox W O = Test Email

s 0O [Draft] Siple, Mark
Test Email 8:45 AM To: Siple, Mark
This is a test email for documentati...
Send (Ctrl+Enter)

| have received your test email Mark.
Thanks,

Sulu



