Professional Email PPT – Teacher Guided Notes 
Slide 4 – Direct students to open their Chromebook and go to the Fulton Homepage: knoxschools.org/FultonHS  

· Hover over Academics and click on KCS Email (shown in pink box)

Slide 5 – Walk students through the steps to log-in

Slide 6 – Direct them to click on Outlook (shown in pink box) **The set-up box will only show up if this is the first time the student has ever logged-in 

Slide  8 - Please provide an example of when you would use CC and BC (you would use BC if you were protecting the privacy of others’ email addresses)
Slide 9 – Point out the pink and green boxes (the green box at the bottom is where they would go to ADD their attachment and the middle box is where the attachment will show up) 

Slide 11 – Anything you put in writing, is there FOREVER (and can be forwarded and copied to others)
