Using Office 365 for Email and Calendaring

Microsoft Office 365 is a collection of Microsoft applications that can all be run from a Web browser such as Internet
Explorer, Firefox, Chrome, etc. No software needs to be purchased or downloaded to access LTC email and calendars.
This document illustrates how to log into the Office 365 system and includes an introduction to using the mail and the
calendar applications.

1. Navigate to www.gotoltc.edu in the Web browser of your choice. (Ex. Internet Explorer, Firefox or Google
Chrome).

2. Click on MYLAKSHORE (paw icon) at the top of the page.

*Note: You can also access My Lakeshore by going to myapps.microsoft.com

3. Enter your E-mail address:
For a student account: Your email address is your last name plus the last five digits of your student ID number. For
example, smith56325@gotoltc.edu (lastnamelast5ofIDH#@gotoltc.edu).

For a faculty or staff account: Your email address is your first name plus a period (“.”) plus your last name. For example,
jane.smith@gotoltc.edu.

You will then need to enter your password. Note that you need to use the same password you would use to login to a
LTC computer on campus. If you have not yet logged into a LTC computer, your password is the first two letters in your
first name plus the first two letters of your last name plus the last four digits of your social security number . If your
password does not work, please call the Help Desk at 920-693-1767 and request a reset of your LTC domain password.

4. Enter your LTC email account password and tap Sign In or Next.

& yourname@yourdomain.com

Enter password

5. You will be required to approve the login with the Authenticator app.
6. Approve any prompts for permission you may receive.
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Enter code

Enter the code displayed in the
authenticator app on your mabile device
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7. Once logged into MyLakeshore, click on the Office 365 icon. 0

This should get you directly to the web version.
Office 365

8. You may need to do another authentication. Once done, you
should not need to do this each time. H o Office 365

9. Once in the web version of Office 365, you can select the
Outlook icon on the left.
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5. On the left hand side of the window in the “Folder” pane, you will note that beneath your name is your Inbox, Draft,
Sent Items, Deleted Items, etc. as you would see in most any browser based email application. Clicking on any of these
folders will open a listing of the folder contents immediately to the right of the folder pane:




6. Clicking once on a message in the list will open it in the reading pane to the right:

7. Right mouse button clicking once on a message in the list will create a pop-up menu of possible actions for that
particular message




8. To create a new message, click the “New” menu item at the top of the window:

—

9. Inthe new message window that opens, click on the “To” button to select one or more recipients:
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10. Inthe “Search People” text box you can search for names in the LTC Global Address List. Search criteria can be first
and/or last names:

11. Add a recipient to the “To” field by double clicking on the name of the recipient. Add as many recipients as desired
and click “Save” to complete the recipient selection and return to the new message. Add recipients for Cc in the
same fashion:
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12. Add a subject line and a message in the text boxes. Attachments can be added by clicking on the paper clip icon.
When complete, click the “Send” button.
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13. To open your calendar, scroll to the bottom of the Folder pane and click on the calendar icon:
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14. In the calendar window on the left, you will see a calendar for the current month and your available calendars. On
the right you will see your scheduled events.

15. To edit your calendar:
a. Click once on a scheduled event to view the details. For events scheduled by others you will have the
options to accept or decline the event.
Click on the “New” button at the top left hand corner of the calendar to create a new appointment.
Click on any scheduled event and press the “delete” key on your keyboard to delete the event.





