Accessing School Email

Step 1: Go to the following site: office.com

Step 2: On the screen that appears, click on “Sign in”
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Step 3: Enter your email: Username used for computer log-in at school + email domain
@charleston.k12.il.us
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Step 4: Enter your password: Same as computer log-in at school:
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Attaching Files to Emails

Step 1: Open a new message.
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Step 2: Add email address of who you are contacting, a title in the subject line, and your
message in the body of the email.
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Ms: Holly Pantle
Library Media Specialist
Charleston Middle School
217-639-6012

2018-2020 Board Member
Association of lllinois School Library Educators
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Step 3: Click on the paperclip image to attach a document.



Step 4: From the menu that appears, click on “Browse this computer.”
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Step 5: From the box that appears on your screen find the document you want to attach. Click
on the document and then click on the “Open” button.
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Step 6: This will attach your document to the email. You can add more than one! When ready,

hit “Send.”

CMS Musical Timeline.docx
16 KB

Hello!

Attached is the timeline for the middle school musical.

Ms: Holly Pantle
Library Media Specialist
Charleston Middle School
217-639-6012

2018-2020 Board Member
Association of lllincis School Library Educators
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Sharing Files via OneDrive

(Cloud storage)

Step 1: Click on the “OneDrive” icon from you 365 app dashboard.
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Step 2: Click on the “Upload” icon on the top of the page Files

and choose “Files.”
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Step 3: From the box that appears on your screen find the document you want to upload. Click
on the document and then click on the “Open” button.

@ f

= “ P |E » ThisPC » Documents v 0 Search Documents 2
l Organize - Mew folder =~ 1 @
i *  MName Date modified Type -
7 Quick access
ANA 4/8/2020 10:08 PM  File folder
I I Desktop . )
Custom Office Templates 1072472019 %:34 AM  File folder
¥ Downloads LabVIEW Data 8/15/20199:24 AM  File folder
| = Documents My Motebook Content 8/15/2019 %25 AM  File folder
i=| Pictures Screencast-0-Matic 11/26/2019 1:05 PM  File folder
365 handouts SMART Motebook 81572019 %:23 AM  File folder
{ FI S 10T DR : .
BWA Loom 3/31/2020 12207 PM  File folder
%] 2019 AISLE Linking for Learning Presentat.. 11/6/2019 11:36 AM  Microsoft PowerF
] @ Creative Cloudi @5 CMS Musical Timeline 3/27/20208:58 PM  Microsoft Word T
] @ OneDrive - Charle Downloading Teams App from Microsoft...  4/1/202011:38 AM  Adcbe Acrobat D
ILMR-Certificate 3/19/202011:23 AM Adobe Acrobat D
| & This PC test pdf 3/31/2020 1:40PM  Adobe Acrobat D v |
J 30 Objects v £ > @
ic
1 File name: | CMS Musical Timeline oy ~
Open Cancel

—TEE T TWT VT TR T T TR — e

Step 4: After the file loads, you can click on the “Share” button (Image 1). You can also access
this button by going to the document in your OneDrive list and clicking on the share icon (image
2) or click on the three vertical dots and choosing “Share” from the menu that pops up (image

3).
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Step 5: Decide how you will share your document.
e “l want others to be able to edit the document.” --- Move on to Step 6.

e “l want others to not be able to change anything.” Do the following:

1) Click on the arrow next to “Anyone with link can edit”
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