Quick Reference Guide
Signing into Microsoft 365 and Accessing Outlook Email and
Microsoft Apps on MacBook or Windows Computer

Fort Worth

INDEPENDENT SCHOOL DISTRICT

Overview: This document provides a step-by-step process to sign into Microsoft 365 account and access
Outlook Email. View Default Browser guides for MacBook or Windows before continuing.

Step 1: Open Google Chrome. Step 2: Click Sign In. Step 3: Enter email address.
Type https://www.office.com/ in Click Next.
address bar.

‘. 6 B® Microsoft

Signin /
see o a T L Office is now Microsoft 365 L fmail, phone,or Skype

c @l https://www.office.com/ l

About  Store

The all-new Microsoft 365 lets you create, share and collaborate
all in one place with your favorite apps
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Step 4: Enter password. Click Step 5: Login confirmation will Step 6: Click on Outlook in the
Sign in. display on the Welcome page by left side ribbon.
displaying welcome message
and user’s profile picture in the
Fort Worth top right corner.
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Step 7: Employee Outlook email - . .
inbox will automatically display. Note: After initial login to Need Assistance?
Left side ribbon can be used to district Microsoft account,

other available apps like Calendar Outlook Email can easily be 'l
and OneDrive. accessed by using clicking on

the Outlook icon in ClassLink.

Contact the HelpDesk at

817-814-4357 or visit
https://supporthub.fwisd.org

to submit a help ticket.

Outiuok Emem Visit the FWISD Training
Resource Library.
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https://supporthub.fwisd.org
https://sites.google.com/teachers.fwisd.org/it-training/home
https://sites.google.com/teachers.fwisd.org/it-training/home
https://www.office.com/
https://myapps.classlink.com/home
https://drive.google.com/file/d/1BGz848V7keDhCI40GNYEG5SQbjNw3eu2/view?usp=drive_link
https://drive.google.com/file/d/1zgxTe3HSJr39EoEyLjNHAmNNfB9BxmqT/view?usp=drive_link

