Using Your Student Email Account

1. Go to http://office365.cvs.k12.mi.us

Your username will be your school login followed by @cvs.k12.mi.us

Your password will be the same as you log into the school computers.

2. Tutorials and help are provided on the home page if needed.

3. Begin using your email.
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Start here

1. Get an overview of Office 365. \
2. Learn the basics. Read the Q

Outlook

Read email and access your Outlook calendar, contacts, and tasks.


http://office365.cvs.k12.mi.us/

Start a new email here
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Mail > Inbox O Items

4 Favorites New v Delete + Move~ Filter v View~
@ Inbox
E;a Unread Mail
@ Sent Items

1 Search Entire Mailbox
Conversations by Date v Newest on Top
There are no items to show in this view.
4 Sarah White
@ Inbox « View your emails in your inbox
l—@ Drafts
Sent Items
@ Deleted Items

@ Junk E-Mail

l;] Notes
> E;G Search Folders

4 Contact List

Instant Messaging isn't

ilable right now, The
“ftact List will appear when
ie{service becomes available.

£~ Mail
% Calendar ‘ Use the online calendar to organize yourself

Contacts
@ Tasks ‘ An online To Do list for your use
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To Click "To" to look up other students' emails

Subject: « [Sub]eci lines are appreciated]
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Email Etiquette Considerations:
> When writing emails use proper spelling and grammar.
> Avoid texting abbreviations.
> Address staff and teachers with appropriate titles.
> Include a signature in your emails.
> Reply to requests in a timely fashion.

> Do not send confidential information such as passwords or social
security numbers via email.

> Remember that emails must be school appropriate.
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