Toronto District School Board

TDSB CAC / School Council Chair
Shared Email Account Access

New Account / First Time Use: If you have a new Parent account, you must first set up your
own personal password, before you can use the account to access
tdsb wifi or your council email account. Follow the first time use
document found here: http://is.gd/engageat TDSB

Mobile Device Access: Please note - The email app on mobile devices cannot be used to
access your shared council mailbox. You must use a browser on a
computer, as discussed below, to access the mailbox.

Step 1
Open your browser (Internet Explorer, Chrome, Firefox, or Safari) and in the address field, type:

webmail.tdsb.on.ca SE@O el
10 utioo
Press Enter. Jeer name:
‘ POCOOOCT12 ‘
Log in with your ID and current password: Password
o |
® signin
Micrasoft
Outlook' Web App
The first time you Iog |nt0 OutIOOk, you W|” see If you have low vision and use a screen reader or high contrast
settings, you can select the check box below to optimize Outlook
these Options Web App for this and all subsequent sessions. After you sign in, you

can medify this choice at any time using Qptions.

O use the blind and low vision experience
Click OK.

Choaose the language you want to use.

Language: | English {United States) v

Time zone:

| (UTC-05:00) Eastern Time (US & Canada) v

Connected to Microsoft Exchange
€ 2010 Microsoft Comporation. All rights reserved.
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The following Outlook Web App page will be displayed. Make sure your browser window is
maximized / fills the screen, so that you can see all of the options.

Search Mail and Peaple P ) New|v s ¥) Undo
o (s Inbox Filter v
Inbox 13 ITS Executive Officer

IT Services Maintenance Motice f ~ Thu 1:07 PM
Please find below the details of the plann...

Drrafts \/
ITS Executive Officer

IT Services NOTICE: New Servicel  Thu %35 AM

sent ltems

Inbox 13 On Friday, April 12, IT Services will be lau...
Drafts Wednesday .

Select an item to read
Sent ltems ITS Executive Officer

Deleted Items

Note: This is your personal TDSB mailbox, not the shared council mailbox. Follow the next
step to switch to your council mailbox.

When finished with your email session, remember to click here, and sign out, and then close
the browser.
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Step 2 - Switch to your CAC, or School Council mailbox

Access the shared mailbox for your Committee or School Council: Click on the circle person

~ VK
C—1

icon;

N

1. Select Open another mailbox.

Sign in to 1M

Open another mailbox...

Sign out

Open another mailbox

Find mailbox name: Type CAC-
ScC-

or SC- and press the Enter key.
4 ~ SC-Test School - CTMI
| AaA __ SC.TestSchool-CTMI@tdsb.on.ca

2. Select the appropriate mailbox from the list that appears.

Click Open.
N
You are now viewing the shared mailbox. You can bookmark this page in your
browser, for quicker access in the future.
N\ ’
<) - G @ @ & httpsy//webmail.tdsb.on.ca/owa/SC.TestSchool-CTMI@ * 7 =

Search Mail and Peoff jo ® New|v [0 Delete & Archive Junk|v Moveto V ¥ Undo

Fraser, Rose-Marie; Parents As... g
» 2019 Parents as Partners Conference @) V227201 ( \ Fraser, Rose-Marie  Reply | v
i o B 9 AM
Favorites Va2 noIA
Parents As Pertners; All School Councit All PIAC ¥
A SC-Test School - CTMI Horvath, Margaret
TDSE Budget Online Survey, re-issue 12V200
Inbox [ "
Horvath, Margaret
Drafts TDSE Budget Onkne Survey 3220 R. Fraser, Chair
DSB Budget Onne Survey: The cead! ne to comple Sir Oliver Mowat Parent Council
Sent Items
Older
Deleted Items at T -
S Bited @ W Parents As Partners P Hiv
School Council Webinars 820 WA . )
. v Y eq ) AM
Junk Email s eturans The Parert and Communit
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The email screen is usually divided into three sections by default.
The three sections are, from left to right: Navigation Pane, Message List, & Reading Pane.

Search Mail and People }3 @ New |V T Delete = Archive Junk|V Sweep Moveto ¥ Categories ¥ wee “) Undo
~ Favorites ] Inbox Filter v
Inbox 1
Sent ltems
Drafts
Inbox 1
Drafts
Sent Itemns
Deleted Items
— Navigation . .
P Message List Reading Pane
ane

The Navigation Pane allows you to switch from viewing the Inbox, to viewing the Drafts,
Sent Items, or Deleted Items folders.

Above the Message List, you will find buttons to create New mail, and Delete selected
messages.

The Reading Pane displays the body of the selected message.

When finished with your session, remember to click the sign out
button at the top right, and then close the browser.

http://is.gd/engageat TDSB
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