P SPS A LA P+TC T9LI760

HCHC AM%Y PTImeA 7L

Ambharic

? SPS AMLA P+™ME MLIT16 HCHC

P N+AT f SPS +MLPF @ Outlook AGRaNF NHhhA APAG UPRT ATYLITM PTLMPINTFM- Pa9L J96h,
HCHEF §F®-= +TLPF NATHU ACTPEPT NATSTFD AL PUT F9C NPINTF®-iP+a¢ Techline ¥ T11C
AANTF@: ANAP P h+ATT MMTPP FAPY £4I°7M::

an -/ fY(Access)
O P SPS AMA AL APMPI° ML IR dboNt & FAAN?

1. A78 Chrome ? Safari ME9™ Edge £/ P2C ANA £h4+ AT MEMN+AD- £Y8.
= https://outlook.office.com

*  www.seattleschools.org A% Student Portal £92ZmM-
2. ASPSATH7F:
= PEANFTARNTTMSP PECH
= NNALF FTT@ N4 NIrA P TET PRIRM ARNT MP LLCTF AT P+T94 A TRA
ARNTY £9B2 M

AP MMM (Layout)
QO 1N $INCT MIPT MEI° AdMAM.T AIA MNETF LFAX: (T6hTIE AT TT ATHPT
ML F+F AGPANAA N$% NhrAd PAG-T PTRANAL NC( scroll bar) 2Medm =
1. Settings AA®nL* P1C ALNTT MP PECH:
2. Theme 29°ZM:-
3. PNNL'F 76 PebAT® (View screen in Dark mode)?
4

PARAARTT APmaDa Fh/t N9YPNLATID- PN, ARAANT AT AT NAA (Sort messages in
Focused Inbox and Other?)

Display density - @™ (Full) 7 @PhhAS M LIP Compact?

Pm-£L2%F AL F (Conversation view) — A8.N RAANTT AL MEIR +F (New messages on top or
bottom)?

7. Reading Pane( P3NN @®Aht) — h$? (Right) TN (Bottom)? LI &NP( Hide)?

o«

RTLEA
O PAMA a®AARhT aPAh (MHJFDA: N @seattleschools.org P, L © SPS A ™A NF A ™ATF7
AR AT meNA EFAAH)
1. New Message M P&CF =
2. To NMA® NF: PANTTIZPFPTY PALTF NI° £+LM AT N+MST>F M tF AL NP
PANTTILPT Aok QTR RO/ My

3. CON 182 PhN(Add a subject) =
4. hepel MAANT &+ B
5. Send M® P& LCF=

O AAMELA ARhT 9°AH AMT
1. AAA +T92 PR T APAART AN AT APAN ATEAM EMELRTF@-
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SPS Email Checklist

2. NN, @AAAT ADTIP (Inbox)? PTNA APANT( Reading Pane) ACRARANT PR TRA ARAANT MP
PECr:
3. AAN@ @RAARNT ADAR ACRARAR PIRAR ALNTT M PECH AT ARAANTPT £+L s
e NHU AANT AL N97ANE (CC) N NA reply allicon @RIRZMm £FAN
o  2UTTY AAANT AAA N AGPAR NEATT Forward arrow M® PECF
o A8 UIR PALE ARNTI(AD-¢ MT) MP NTHL L ARAON+T ARM-LEPT ADIANG
2FAN
4. Send M®P PLCP:
e  ANM L (Discard )MP NLLTF 1APAONE AREANI® MRIR AL PaRMGD
e “2UT P ATINDIL aRL AP ACIME 1P+ (Are you sure you want to discard this
draft)?” P APAANT LAPMAPFA\:
o MAARRET AGAZH OK T MP PECTH MLI® ML AAGN+ AGRPARAN Cancel M® PLCF
Q ANé(attachment )™ PPt
1. AN LIP 4LA ATIPPH PAIL-& RENTT M PRCT
2. PANZ MEI P4.2A HCHEOT(suggested attachments) £ MA TAT N+MI™ 4.2 AT M-HM
A8 avgn/m S FANT NIRT+H4T AN (Browse this computer)? MEL9™ Browse cloud locations
S AN
3. Browse this computer ha/m-:
e NNIPTR+LP ATIN+AA&( upload )4£4 LI M-
e Open M PLCF
e NAPAONTP AL P4L2A ARNT PPA:
4. Browse cloud locations NA®/ M-
e N OneDrive 42/AF7 P PAL dAPAht NP BAA
o file 29°2m-
e Next M® P2CT AT LUTY 424 AT TJ4F RLAIN( How do you want to share
this file? M4 MAANT 2ADMAPF?
« Share as a OneDrive link ha®/m-7 +$NEF AD-MET TP+ AT N+IANL (0T
ANCD AL LFAA:
e Attach as a copy haoZm-T +$NPF dARARN+HY ATIPT $8 P75 A
e NAPAONTP AL P4LA ARNT PO

P+ M P(Calendar)

Q P aeemip Me+
1. PPT a@EMLLPT AR T PP APeML P ARNTT MP PR CT:
2. AL PN&A METNNAN PA PPT AREMLP HAERT AARARANT AQ+T AT COMNT MP ML

2FAN

QO P¢ymEMmLP H1EF AOEMC(Create a Calendar event)

N$T @eML LM PL AT ¢ A+ MP P&CH

Add a title (AHe1&+ CAN £hrk)

panBan/ P A%F AG PADERLZA NYT £9BM-

ANFPA PHIE.

ano)Ask, MNA MLIR A12FT TP PH EFAN

6. Save MP PLCTF

ik wN e
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SPS Email Checklist

QO PeT@EMLP HIETF EMC AT AMAT A INH
1. P97 aeMLP HAET PAPEML ACTPEPFT LN+ AT Invite attendees 1M PLCT
2. PAPT NI® 242N AT N+MSTF HCHC N PAAAMNTT a4k (IR LI M-
3. Send M% P&CF

®7% AT AT
Q 1NZ £12@Y AT PLH TNCTT ADD BFAN
1. DAL N$% M) AL PAMT Gear icon M®P PLCF=
N76- °1C2 AL PT9.77M7 View all Outlook Settings PT™.A A79%7 MP L &L=
NAL.M 76 NNt 91 N PAR7TMT General TR0 MP PECT =
NAL.M+ 76 PT77M7F Language and Time 9.4 M$ PLCF
NH.P PINZ@-Y £72M- (Language) ML AA £7% dO$PC SF AN
P1H $CRA*(Time Format) L 1:01AM — 11:59PM. £$ L4
Save M LE&CTF
ADMFT ATReT £ 78 7( Reload )de L L& CH:
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