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These directions have been created to help
you to utilize your Outlook FCSS email on
your smart phone. Any and all of these
settings can be changed by you or your cell
phone provider at anytime. You are not
under any obligation to run these directiorw
you may seek the help of your cell phone
provider if you wish.

*All Transportation FCSS owned smart phones are
expected to be set to utilize your Outlook FCSS
email. If you have questions please ask for help.




On the smart
phone. Go to your
App Store and
Download

Microsoft Outlook
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Microsoft Outlook
m Email and calendar
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Add all your accounts Do more Reply on the go

Open the
App

A THE DAILY LIST

Clean Out Your Inbox (for Real This Time)
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App Store wil T 7:38 AM < 75% .

Add Account

This is your emai?\> .
. . helley@forsythkiZorg > Type In your
login just like .
| oxcept S email address
always, pt we then click/touch
now use the suffix
@forsythkl12.org Add Account

Do not use .ga=us e ————

qw e r t y u i owp

We NOW use ii_i—Lii—L_i_'

@forsythkl2.org © 22 21" €
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‘ adfs.forsythk12.org ¢

FORSYTH

COUNTY SCHOOLS

Welcome to our
Virtual Learning Commons!

. DO NOT
S Login for Student/Staff / Enter
(Do NMnr Inforfation anything
within the
Red X'd area

Take me to Password Self Service



Open the Outlook 365 App s e S

on your smart phone.
You will not use your a—
“email app” that comes o  ®
standard on your smart
phone when you = o G

purchased it... you will
need to use the Outlook ™
365 App to utilize FCSS

email from this point
forward.

Need help? Contact support



] Office 365 Double
— check.... Did
Sign In using Signin you use
your s> .0rg
at the end?
@forsythk12.or =) EE
~ Now
quwe r tyuiop click/touch
asdfgh j k | Next




Log In FORSYTH

COUNTY SCHOOLS

Welcome to our
Virtual Learning Commons!

Type iy
@fo rsyth k12 Org \ FCS Login for Student/Staff
Then type your

Password e <

Take me to the Parent Login screen

Take me to Password Self Service

And click/touch  Login in




Next
Click/touch

Maybe Later

v VZW Wi-Fi = 7:48 AM v 73%

Add Another Account

Would you like to add
another account?
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Touch/click on
the arrow in the
bottom right
corner
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Focused Other 47 Filter
Cecil Folk 9:17 AM
! ® Suprise Birthday Planning

be in the neighborhood. See you tonight!

Lydia Bauer
Meet & Greet

Tomorrow at 6 PM (2h)

ne Yesterday
hd weekend getaway

Focused

Find the email you ne€

act on right here.

Hi everyone, 4:30 works for me, I'll already

We look forward to welcoming Cecil in the te...

7:22 AM

RSVP
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Touch/click:

on the arrow in
the bottom

right corner to

move forward

VZW Wi-Fi ¥

7:48 AM
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ALL DAY 0 Camping Trip

Today « Monday, September 19

Meeting Cecil / Lydia

: Lydia Bauer
&

Team Lunch

Lo
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Click/Touch | @@ @ & ‘

on the arrow in l = = =

Upcoming

the bottom right T

Contoso Airlines

corner to move
forward

Search

Quickly find aiswur messages,

contacts, or Tires




Click/Touch....

Turn On

Enable Notifications

Outlook uses notifications as a way to
make sure your inbox is always up-to-
date™Bisabling them might delay email

No Thanks
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Next

Touch/Click

A | | O W “Qutlook” Would Like to Send

You Notifications

Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

Don't Allow
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Next....

Touch/Click on the top

Left corner that is

circled in this picture

ol | VIW WI-Fi = 10:38 AM

O Inbox

Focused Other

R

What a productive day!
Take a break, you deserve it

View Messages in Other

< 68% .

Filter

A’
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Oh yes you did !!

Now you are
signed in and
looking at your
new Outlook 365
Mailboxes

Great Job!!

Office 365
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Lets do some fine
adjustments now

Click on the spot
where the Green
arrow iIs pointing

You can set up your
Signature if you

want one.

X Settings

Help & Feedback

Accoun ts

l:l zkelley@forsyth.k12.ga.us
Office 365

—-c

Add Acco

Notifications

Default zkelley@forsyth.k12.ga.us
Signature Get Outlook for iOS
Swipe Options Set Up / Archive
Focused Inbox (?) ()
Badge Count Focused Inbox
Organize By Thread C

Calendar
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Slide this switch
to the right

(click on it)

SO your contacts

follow you to
Outlook 365

o VZIW Wi-Fi =

Email

Description

10:39 AM

Office 365

< 68% A )

zkelley@forsyth.k12.ga.us

Automatic Replies

Block Extefiraklmages

Save Contacts

Reset Account

Delete Account

D



Save to My iPhone

Click/Touch this
to Save to My
iIPhone

cts to
@e to My iPh?D

Cancel
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One last thing...
Outlook would like

to access your
Contacts

Click/Touch OK

“QOutlook” Would Like to
Access Your Contacts

Qutlook can sync contacts from your

email accounts to the Contacts app.

Don't Allow
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