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       T H E  N E W  Y O R K  C I T Y  D E P A R T M E N T  O F  E D U C A T I O N


       J O E L  I.  K L E I N, Chancellor  


            _____________________________________________________________________________________________________________________________________________________________________________ 

REGION 7 PARENT SUPPORT OFFICE
Introduction to Microsoft Outlook: Training for PTA Presidents
1. To access your email account, open your internet browser.
2. Go to www.nyc.gov/schools
3. Click on “Educators” located on the top-center of the home page.
4. Click on “Webmail” on the lower left-hand side, located in the orange box labeled, Tools & Resources.

5. The Outlook web access screen appears:


Login:

___________________

Password:
___________________
6. Type in:


Login:

central\21K000PA 
     Replace “000” with your school #; for example, if your school is PS 69, 






                      you type in “central\21K069PA”.  *Please note: There are no spaces.


Password:
welcome (or try welcome1)   Be advised that the password is case sensitive.

Based on this example, your PA/PTA email address would be: 21K069PA@schools.nyc.gov
· “21” represents the geographic school district your school is located in

·  “K” represents Kings County (Brooklyn)
· “069” represents the school number.  In this example the school is PS 69.  You will replace those three digits with your school’s number.

· “PA” represents Parents Association 

7. Click on the INBOX.
· New mail appears in bold type.

· Previously read mail appears in regular type.

8. To open a message, double click on the message.
9. To print a message, click on the printer icon.  Or you can go to FILE and then click on PRINT.
10. To answer an email, click on REPLY, type your response, click SEND.

11. To begin a new email, click on NEW.

· Type in the recipient’s email address.

· If the recipient has an account on Outlook:

1. Click TO.
2. Click in the LAST NAME box. 
3. Type in the person’s last name and click FIND.
4. Highlight the name of the recipient by moving the cursor to the name and clicking on it.
5. Click TO (or CC or BCC) and then CLOSE.
6. Type a subject/phrase in the Re: area.
7. Type your message and then Click SEND.

In Outlook, attachments appear at the top of the email, just underneath the subject line.  Attachments are, simply put, documents that are attached to your email message.  Just remember that the attachment will open only if you have that program installed on your computer.  For example, if you want to open a Microsoft Word document, you must have this program pre-installed on your computer in order to open that document.
12. To add an attachment:
· Click on the PAPER CLIP icon.

· Click on BROWSE and find your file.

· Click ATTACH.

· Click CLOSE. 

13. To open an attachment:

· Double click on the attachment.

· A window will pop-up asking if you would like to OPEN the file or SAVE IT TO DISK.
· Select your option and click OKAY.

14. To send an email to all PA/PTA accounts in your district:

· Click in the TO box:

· Type in “&District 21 CSD PA Accounts”. (Notice that there is no space between “&” and “District”.
· Click TO (or CC or BCC).
· Click CLOSE.

15. To Delete a message:

· Click to open the message you want to delete.

· Click the “X” icon at the top of the message.  This will send the deleted message into the Deleted items folder.

-OR-

· Or highlight the unopened message, right click, and then Click DELETE.

· Remember, when you delete an item, it is moved into your DELETED ITEMS bin/folder.  In order to completely delete an item, you must open the DELETED ITEMS icon by first locating it on the vertical OUTLOOK SHORTCUTS bar/folder on the left-hand side of your Outlook screen.  Double-click to open it.  Then proceed to delete those items you wish to PERMANENTLY delete from your Outlook account as outlined above.  So, if you delete an item accidentally, you can always go to your deleted items folder and locate it – that is until you permanently delete it.
THE NYCDOE OUTLOOK ACCOUNT IS NOT FOR PERSONAL USE!  

BE MINDFUL OF WHO YOU SHARE YOUR PASSWORD WITH!
HELPDESK: #718-935-5100: Call with any technical questions and requests for assistance.
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