LPS TECHNOLOGY DEPARTMENT HOW TO ACCESS EMAIL

Accessing [.LPSD email

Objective

"The purpose of this guide is to assist [LPS users on how to access [.LPSD emails and/or how to
set up an email account in order to access the LPSD emails.

Three ways will be described: Webmail, Outlook and Mail. The recommendation is to use
Webmail.

Materials

You will need your laptop computer to follow this procedure.

Webmail:

I.  Open aweb browser, such as Chrome or Safari and type https://mail.lowell.ki2.ma.us. l.og
on using your username and password.

€& - C  { https://mail.lowell.k12.ma.us/owa/auth/logon.aspx?replaceCurrent=18&url=https %3a%2{%2fmail.lowell.k12.ma.us%2fowa%2f
i Apps Y Bookmarks | Apple [ Bing [ Google [ Yahoo [il Imported From Safari W, Aspen

Outlook-Web App
e |

Password:

® signin
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2. 'To change password, click on the cog wheel icon on the top right corner of the screen and
select “Change password™.

(37  Mail Calendar People Tasks Roberts, Veronique v

Refresh

Set automatic replies
€ REPLY €€ REPL  Display settings
Manage apps
Offline settings
Change theme

Change password

Nedel, Paul; Nelson, K.C; Wyman, Joseph; Overton, John; ..  Options

3. Enter your current password, then your new one, confirm your new password, then click

Save.
®©
options mail calendar regional password
account change password
organize email Enter your current password, type a new password, and then type it again to confirm it
groups
After saving, you might need to re-enter your user name and password and sign in again. You'll be notified when your password has been changed successfully.
site mailboxes
Sliliee Domain\user name: LPSC
phone Current password: ‘ ‘
black or allow New password l ‘
apps Confirm new password: l ‘
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Outlook:

I. Launch the MS Outlook application. It looks like a big yellow “O”. On the first launch
you will be asked to allow the program to access your contacts. This is fine to do, but on a
new computer there will not be any contacts inside the program. Click OK and move to
the next screen You will then be prompted to enter some information (name,
organization, and if you want updates turned on or off). Please enter your Name
information and you can go ahead an leave updates on. M'S Office will then attempt to
download and install updates for you automatically. You can choose No about the
Customer Experience Improvement Program.

“Microsoft Outlook” would like to access

4 % your contacts.
L

? Don't Allow . 0K

ofﬁ*cvé mac;an

Enter the following inj sn to personalize your copy of
Office for Mac.

First name:” AR

Last name: &5
Company name: LF'Sd

—

office:mac ==

Keep Office for Mac up to date?
The latest Office for Mac updates will download periodically.

® Yes

®No

Join the Customer Experience Improvement Program?

Anonymous information about how you use Office for Mac is collected automatically.

@ves

® No

Register
Go online to and learn more about Office for Mac.

~——

Continue
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2. Once you have completed the required setup components you will see the screen in the
screenshot below. Click Done to continue.

O\

Congratulations! You're now ready to use Office for Mac.

Done

3. Once you click Done, a window will appear in which you will be asked which type of
account you want to add. If it does not appear, click on Tools at the top of the screen, and
click on “Accounts...” to have the window appear, where you will select the Exchange

option.
Message Format WWindow HeIL y
Run Schedule
Send & Receive
IMAP Folders

Out of

Pub
Sync Services...

Rules...
Mailing List Manager...
Junk E-mail Protection...

Accounts...
[ Sent items
%5 Deleted Items

(g Junk E-mail

» SMART FOLDERS

| Mail
]

| .| Calendar
=)

|2+ Contacts
m Tasks

.| Notes

PR W -
\
;

e Tools

f Meet Ru...v [~ oA
; eting [, Ru a0, Y - e¥
S Accounts Send/Re
[ } Show All

Add an Account

To get started, select an account type.

Exchange or Office 365

Other Email

= ‘Add Outlook.com, iCloud, Google, Yahoo! or other online email
accounts.

Learn about adding accounts
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4. You will then be presented with the final piece of the configuration (see screenshot
below). In account description you can leave the name or change it to something like
(LLPSD Mail). Your full name should already appear because you filled in the info in the
opening part of this guide. Enter your email address for LPSD in the email field. Leave
method as User Name and Password. In the user name field type Ipsd\ then your
username. Your user name is always the name before the @ symbol in your email address.
Finally enter your password in the password field. As soon as you complete this the mail
server will be contacted, and your mail will begin to populate. If you are asked for a mail
server address you should use mail.lowell.k12.ma.us

[ - R
[ Accounts

Show All
Default Account
U K12 . K12
wsilver@lowell.k12.ma.us IZ2]) Exchange Account
Account description: K12
Personal information
Full name:  Silver, William
E-mail address:  wsilver@lowell.k12.ma.us
Authentication
Method: | User Name and Password E
User name: Ipsd\wsilver
Password: esseese
Learn about Exchange account settings Advanced...
+v|- s

Mac Mail:

I. Launch the Mac mail application. It looks like a postage stamp. The first time you launch
the program it will begin a process to gather information about what type of mail account
you want to set up. The very first screen will ask you which type of account you want to
configure. You should choose Exchange. The school email server is a MS Exchange mail
server.

2. Click the radio button next to Exchange and click Continue. Please note that you can set up
any other type of mail account you wish here as well. For instance, if you wanted to go back
later and connect your Yahoo mail, you could set up additional mail accounts to show up in
Mac Mail. Keep in mind these will only work outside the network.

3. Onceyou have selected Exchange and clicked continue, you will be prompted for more
information in the next screen. The next screen asks you for your account information. Enter
your full name in the Name field, enter your email address in the Email Address field, and
finally your password in the Password field. Then click continue.
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Choose a mail account to add... E Excha nge
* iCloud
> @8 Exchange Name: testuser
| Go gle ) Email Address: wsilver@lowell.k12.ma.us
cecencd

- YAHOOQ! Password:
Aol. .y

| Add Other Mail Account...

? Cancel

Cancel Continue

4. Clicking continue will bring you to the Account Summary screen. This means the program
has reached out to the mail server and verified your account credentials. Your screen should
look like the one below, but with your email address, user name, and password. If it looks
correct click the Continue button.

5. Finally you will be asked which apps you want to work with your mail. At the very least Mail
needs to be checked. It is completely fine to select everything. Doing this allows each of the
applications to talk to the server to keep things in sync across the computer and the server.
Finally, click Done, and you will see mail begin to populate inside the mail program. This
process can take a few minutes to a few hours. It all depends how much mail is housed in
your mailbox.

@& Exchange

@# Exchange

Account Summa
y Select the apps to use with “wsilver@lowell.k12.ma.us”
Internet Accounts found a server account for the email

address you provided. The following account will be set up
on your computer:

Mail

Contacts
Account type: Exchange

Full name: Silver, William Calendar

Email address: wsilver@lowell.k12.ma.us B Notes

Server address: mail.lowell.k12.ma.us — .
Reminders

CrhleaE

Cancel Go Back Contine
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