How to Download

and use Outlook
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Web Browser

1. Openyour preferred web browser. For this example, we will be using Google
Chrome.

2. Once your browser has been opened, navigate to the district homepage.
https://www.monroe.k12.nj.us/.

Parents~ Staff~ Contact Us ~ NEW STUDENT REGISTRATION Q

Our District  Board of Education  Academics  District Services  District Information

FALCON TALONS PARENT ACCESS DISTRICT FACULTY/STAFF ATHLETICS
NEWSLETTER CALENDAR DIRECTORY



https://www.monroe.k12.nj.us/

3. Locate the Staff Dropdown menu on the top right of the screen and select “E-Mail”.

Monroe Township School District

Home of the Falcons
Our District  Bo: jcs  District Services  District Information

Staff Resources

FALCONTALONS PARENT ACCESS oisTRICT FACULTY/STAFF ATHLETICS
NEWSLETTER CALENDAR DIRECTORY O

bring you to the e-mail landing page. From here you will click on the “Staff E-

bitps/fww

4. This will
Mail (Click Here)” button.

Parents~ Staff~ Contact Us - HEW STUDENT REGISTRATION Q

Monroe Township School District

Our District  Board of Education Academics District Services District Information

> STAFF E-MAIL

Staff E-Mail

Monroe Township School District

Staff E-Mail

Staff E-Mail (Click Here)

*IMPORTANT: For your user name on the next screen, type in your E-mail address as follows: Example - jdoe@monroe k12.nj.us. Notice we are using

the username and not the full E-mail address of John.Doe@monroe.k12.nj.us



5. This will bring you to the Microsoft Outlook login page. From here you will enter your
district provided email address. For instance, jsmith@monroe.k12.nj.us. This will

then prompt you to enter your district provided password. Once you have entered
both you will be logged into outlook on the web.
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|OS Devices

1. OnyouriOS device, locate and tap the App Store icon on the home screen.

Podeasts

2. Tap the Search icon in the bottom right corner, then type "Microsoft Outlook" into
the search bar.
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Once you find the Microsoft Outlook app, tap the blue “Get” button to download it.

( Qutlook

Microsoft Outlook

ﬁ Microsoft Corporation
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ke kk Years Old Productivity  Microso

Do more Reply on 1

4. Afterinstallation is complete, open the Outlook app from your home screen.




5. When the application opens it will prompt you with a “Get Started” Button on the
welcome screen.

a,

Outlook

Wiew our Privacy Poliey

6. Afteryou click Get Started you will be prompted to add an account. You will enter
your district email address. For instance, jsmith@monroe.k12.nj.us

Add Account

Enter your primary work or
personal email address.

Email Address

jsmith@monroe.kl2.nj.us ‘
CONTINUE
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7. Once you have added your account with your district email and password you will
be prompted to add another account. You can click “Maybe Later”.

Add another account
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Would you like to add another
account now?

LETSDOIT!

MAYBE LATER 4—

You’ve now successfully signed in to your district email on the Outlook app for iOS.



Android Devices

1. Locate the Google Play Store Icon on your phone as pictured below.

2. Onceinthe Google Play Store. Locate the search bar and search for Microsoft

Outlook.
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3. Once Outlook is searched and located in the Play Store you will need to click on it to
visit the page. Once on the page click the green “Install” Button to begin
downloading the application.
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Once the application has been downloaded look for the Microsoft Outlook Icon on
your home screen.




5. Once you have located the icon, click on it to open the application. You will be

prompted with a Getting Started Page. Click on the blue “Get Started” button to
continue.
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6. After clicking “Get Started” you will be prompted to enter your district email
address. For instance, jsmith@monroe.k12.nj.us. Once you enter your district email
address and hit continue you will be prompted to enter your district provided

password.

Enter your work or personal email address.

jsmith@monroe.k12.nj.us

Microsaft might email yo

unsubscribe at any tme

@live.com @msn.com @hotmail.com @ov

CONTINUE >
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7. Afteryou have completed the login process you will be prompted to add another
account. You can click “Maybe Later”.

Add another account
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Would you like to add another
account now?

LET'S DO IT!

MAYBE LATER 4—

You’ve now successfully signed in to your district email on the Outlook app for
Android



Windows Desktop

1. Navigate to Office.com and log in to your district account. For instance,
jsmith@monroe.k12.nj.us. Once logged in, navigate to the top right corner and look for
Install and more. You will need to select Microsoft 365 apps.

Inctall and ramra ..

Microsoft 365 apps
Install Word, Excel, PowerPoint, and more.

Explore your Apps

Access your favorite apps and do more on
the web.

Microsoft 365 Copilot mobile app
Take your productivity on the go with our
free i0S and Android app.

2. This will bring you to the office portal. From here you will need to click on the “install
office”. This will provide you with a download for office.

_

(R My account L office apps & devices 8 Subscriptions

= You can install Office on up to 5 PCs or Macs, § tablets, Verify what products and licenses you have.

Q, s nstall Office

a View 3pps & devices View subscriptions

L

2 Q Security & privacy & App permissions
Protect your sccount and adjust important privacy Manage which apps have access to your data. You can
settings 10 your preference. revoke parmission whnever you want

Manage security & privacy Change app permissions
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3. Once downloaded double click on the file to open the launcher. This will be in your
downloads folder.

= v 4 ‘ » ThisPC » Downloads »
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4. You will be prompted to ask if you would like to install the application. Click yes.

Do o want to alos this app to make
changes to your desicaT
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5. The installation process may take some time to finish. Once the installation has
finished search for the outlook application and open it. This will prompt you to sign
in to license and activate office. Please enter your district email account. For
instance: jsmith@monroe.k12.nj.us followed by your district provided password.

Please note that the installation of office products is only available for teachers and
administrators.
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