User Guide:
Accessing Outlook (Email) on

Google Chrome in Windows 10




Windows 10

] Office 365

Microsoft 365

Windows 10 is an operating system developed by Microsoft. An
operating system is the main software on computers that allows all other
software to function. Other operating systems include Mac OS X (Apple
computers) and iOS (iPhone/iPad).

Google Chrome is an “web browser” created by Google. A web browser,
also called an “internet browser,” is a software application for accessing
websites, and web pages within websites, on the World Wide Web, or
internet. Other web browsers include Safari (Apple) and Microsoft Edge.

Microsoft 365 is a group of applications, and web applications, created
by Microsoft. An application, or application software, is a program or
group of programs designed to fulfill a particular purpose. Microsoft 365
includes Word (documents), Excel (spreadsheets), PowerPoint (slides),
Outlook (email), and more. Web applications function on web browsers.

Outlook, also called Microsoft Outlook, is a software application that
primarily functions to facilitate email communications, but also provides
calendar, contact, and other functionality. This application can be used
as a downloaded application on a computer or mobile device, or as a
web application on an web browser.
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Step 1: Double-Click
Google Chrome to
open it and use it as
your Internet Browser.

Google Chrome
can also be opened
by clicking on the
Google Chrome
icon here.
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Step 2: To go to a website, click
on the address bar and type in
the website you would like to
go to. In this case, type in
Office.com to access all
Microsoft web applications, and
press ENTER. You may also use
this as a search bar to “google”
or search words or phrases by
typing them in and pressing
ENTER. This address bar or
search bar is always available in
this internet browser.

You may also use this as a
search bar to “google” or
search words or phrases by
typing them in and pressing
ENTER. This only appears
when on google.com.
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It will look like this when you
type in office.com into the
address bar. Don’t forget to
press ENTER on your keyboard
to access the website.

office.com

Working... - office.com
office.com - Google Search
office.com outlook
office.com setup

Send butten is greyed out and prevents sending an emall - Qutlook... - support.office.com/en-us/article/send-button-Is-greyed-out-and-..,

office.com/setup
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http://office.com
http://office.com

NOT THIS ONE!

The new browser recommended by Microsoft is here

Get speed. security and privacy with the new Microsoft Edge

I' Microsoft | Office Preducts Resources mplates  Support My account Buy now

Remote Leaming in education, Learn more >

Hello, Aileen. Welcome

QEEk o < §| Step 3: Click on this icon (outline
. | of person in circle) to sign into
| Microsoft 365. Do not click the
one above to sign into Google.

Switch to a different account

Not Aileen? Forget this account

followOffice jn §# W © E

What's naw Misrgsoft Store Education Enterprise Developer Company
d

nitps/fwww office comogines = ChckBirnu = %2F &tmsated =0
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B Microsoft

Pick an account

molinaa@wolverinehs.org

If you get a screen showing this
at first, click on “Use another
account”:

+ Use another account

+ Use another account

X +

@ loginmicrosoftonine com

B® Microsoft

Sign in You will get a
[mail, phone, or Skype screen like
this to sign in.

Page 8 of 18




x 4+

C 8 loginmicosfonine com/common/omth?/suthorizelcient d=43453

Step 4: Type in your email
address, which is likely your last
name with your first initial, and it
is always @wolverinehs.org for
all WHS employees.

=' Microsoft

Sign in

Once your
email is typed
in, click NEXT.
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x +

(¢ @ loginmicrosoftonline.com/common/oauth2/authorcechient_id=4345a759-9263-4910-24

B® Microsoft

- - Wolvennens.org

Step 5: Type in Enter password
your password. b

The password
you type in will
appear as dots to
ensure privacy.

Once your
password is
typed in, click
SIGN IN.

Enter password

Page 10 of 18




Additional prompts may appear...

B® Microsoft

&« -@wolverinehs.org . .
If you get a screen showing this
Enter password and realize you do not know your
o yos o o " password, ask your supervisor, or
call BlueRock Technologies at
248-786-6100, and press 1.

Forgot my password

BY Microsoft

B oconeneore If you get a screen asking
Stay signed in? this after signing in, click on
Do this fo feduce the number of times you re asked “No” in grey:

No
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You are now logged into Microsoft
365 and have access to all of the web
applications that appear below.

Step 6: Click on the
Outlook web application

! icon to access your email.

Recommended

o 1l
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@ EMail-_-Ouﬂook x  +

Cc & outlook.office.com/mail/inbox

! Apps [5 Salesforce Links [ Outlook Links &® Login | Salesforce XM Login | Qualtrics

New message

Favorites @ £ Focused =7 Other Filter v

£ Mark all as read

BlueRock Support
SR#503272 | Your servic... 9:18 AM
[EXTERNAL] REPLY above this line to resp...

Inbox

Sent ltems

BlueRock Support
Good news! We've comp... 9:18 AM
[EXTERNAL] REPLY above this line to resp...

Deleted Items

Add favorite

BlueRock Support
Folders Ticket#503271/2287/<S... 9:18 AM
[EXTERNAL] REPLY above this line to resp...
Inbox
BlueRock Support
Drafts SR#503271 | Your servic... 9:16 AM
[EXTERNAL] REPLY above this line to resp...

SR Judith Wollack

MANDATORY: COVID-19 ... 6/2/2020

(EXTERNAL] [ | 'cP & PPE (Cov.. |

Judy Wollack
Employee Experience Tra... 5/5/2020
[EXTERNAL] Some exciting news for WH...

Deleted Items
Junk Email

Archive

Judy Wollack

£ Basecamp Log In

1/2 ﬁ test meeing

in 6 min https://wolverinehs.z

MANDATORY: COVID-19 Training

Judith Wollack <noreply@gemailservercom>
Tue 6/2/2020 3:56 PM
To|

[EXTERNAL]

e
~\¢
Wolverine

Human Services
d@/w% Clhillhen ta be Victors

As we continue working to help children to be victors during these uncertain times, we must learn and adjust to
the changing needs of our circumstances. As a response to this, all staff is required to complete the Infection-
Control Practice and the proper use of PPE Training, which is directly related to Covid-19.

Required completion date: June 10th

After completing this training, you will receive a confirmation email that your training completion has been
recorded.

If you have questions or concerns, please contact your supervisor.
Take the survey

Reply Forward

E-Mailboxes Column:
Click on "Inbox" to view the

E-Mail Preview Column:
Click on the email preview to

Full E-Mail Message View:
Read your emails here.

emails you have received. view the full email message.
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