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Microsoft 365 Email How-to

Using the AskAMasterGardener mailbox for Plant Clinic email

WSU Extension Master Gardener plant clinic email is moving from Google/Gmail to Microsoft 365. Ask
a Master Gardener is the new statewide branding for our clinics. This document explains how MG
Plant Clinic volunteers can access the new clinic email environment.

The new clinic email approach is part of a Statewide MG infrastructure project that provides greater
flexibility and opportunities for County Master Gardener Programs. Clinic email is just the first of
numerous Master Gardener sectors that will utilize MS365.

A long-term goal of the project is to provide information-sharing across counties. Short-term, clinic
volunteers are provided individual login credentials access a shared mailbox and shared files on
OneDrive.

How the Shared Mailbox works: clinic volunteers sign into the shared mailbox with individual accounts
or dedicated clinic accounts. For example, PascaleMichel@skagitmg.org or PlantClinicl @skagitmg.org.
All of these accounts are members of a central shared mailbox, so all signed-in clinic volunteers see the
same inbox and folders. Clients see only the shared mailbox name,
AskAMasterGardener@skagitmg.org. The volunteer experience and the client experience is almost
identical to the current gmail system; differences are primarily behind-the-scenes.

The use of individual accounts prevents the situation where one volunteer’s actions require verification
from another volunteer’s phone. Also, client data such as addresses, phone numbers, and emails will
be stored in the Microsoft 365 server space that is owned (via tenancy) by the Skagit County Master
Gardener Foundation.

How to Access and Use the Mailbox
1. Starting at Members Corner (https://www.skagitmg.org/home/members-corner/), click the Clinic
Admin tab and then click Clinic Shared Mailbox.

A

Clinic Admin

Clinic Yellow Sheet

Clinic Resources with QR Codes

WSU Pesticide Info Center Online (PICOL) Database

WSU Master Gardener Resources (clinic section at bottom of page with
pesticide info)

WSU Research Based Garden Help

WSU Puyallup Master Gardener Resources

WSU Puyallup Diagnostic Lab

Clinic Shared Mailbox
A
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2. Inthe Sign in box, type the name of the account you want to use, then click Next and type the
password provided to you depending on the account, then click Sign In.

e Onthe shared clinic computers, use one of the general accounts created for clinic work. Current
options are PlantClinicl@skagitmg.org through PlantClinicé @skagitmg.org. It’s a good idea to
use a different account on each device. Passwords will be provided by your SharePoint
administrator.

e To access clinic mail from your home computer, you can use one of the PlantClinic accounts OR
the account that has been set up for you by name. Each of the clinic leads has an account in
their own name. Initial passwords will be provided by your SharePoint administrator. If you
don’t know your login or password, ask your admin for a reminder or password reset.

B® Microsoft

Sign in

to continue to Outlook

PlantClinic1@skagitmg.org

No account? Create one!

Can't access your account?

Next

3. When asked whether you want to Stay signed in, choose either No or Yes according to your
personal preference.

B® Microsoft
plantclinic1@skagitmg.org
Stay signed in?

Do this to reduce the number of times you are asked
to signiin.

D Don't show this again

No Yes

4. Inthe Outlook window that appears, notice that the mailbox name is Ask A Master Gardener.
You will also notice that the Automatic replies feature is turned on. Don’t turn it off—it works

better here than in gmail and should not repeatedly add itself to every message in a thread. Click
the black “x” to dismiss the notification.
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5. Click a message in the Inbox to see it in the reading pane on the right.

Note that the folders are the same as in the clinic gmail account. (All of the contents of the gmail
folders will be copied into the new mailbox.)

Q:MH

B3 Puyallup Diagnostic -- Jenny Gl...

> B3 Virgene's PDF's

B3 Yellow Sheet Instructions

B3 Yellow Sheet Submissions
2 Drafts 5
P Sent Items
@ Deleted Items

P2 lunk Email

DA

AO

Dupont, Alex
Pear trees diseased Thu 811 AM
Can you please help this person with their issue? See ...

Dupont, Alex
Needing help with my American Chest...  Thu 7:48 AM
Can you please help this person with their question? S...

This week

Asbjorn Osland
Pawpaws in NY: A Guide on How to Gr... ~Wed 12:58 PM
Thanks for getting back to me. On Wed, Oct 23, 2024,...

g = Home View Help
- Wy 38 Ov & B>y & & ~ v DQuicksteps © QRead/Unread O~ B~ £ O~ v © o)
22 v Folders Inbox O = = sByDate Pear trees diseased

~ &d Inbox 3, oni) Popular Mechanics ;or::FKI;n Ta(y;otr ;kanlaskltztggi?igdl.f’;n>
e Join the Popular Mechanics Membershi... Thu 5:00 PM G Friday, October. 15, .

B3 0.Test Stuff 4 Th hel To: Dupont, Alex <alex.dupont@wsu.edu>
E is is your invitation to go down every rabbit hole wi... Subject: Pear trees diseased
> B3 Answered Questions
BR) Dupont. Alex [EXTERNAL EMAIL]
-, B3 Clinic Resources Worm composting Thu 8:51AM
Going through flagged email and noticed | was not ab... Hi Alex

B3 Clinic Summaries

Both my pear trees have gotten some kind of disease affecting the leaves. | think it is
European Pear Rust Disease. How do | treat this condition? | live in Stanwood.

Thank you very much
Kim Taylor
301-349-2349

s

6. Click the New mail button and notice that your new message will be sent from the
AskAMasterGardener@skagitmg.org email address and that the standard signature shows up by
default. Type your message as usual, being sure to sign the message with your first name as you’ve
been doing in gmail since all messages will appear to come from the same mailbox.
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From: AskaMasterGardener@skagitmg.org ~ @ W

To Bec

Cc

Add a subject

Plant Clinic Volunteer

MASTER GARDENER PROGRAM

WSU Extension Skagit County
v 11768 Westar Ln. Suite A (Burlington)
), MG Clinic Line: 360-395-2368

Clinic Email: AskAMasterGardener@skagitmg.org
https://extension.wsu.edu/skagit/mg/clinics

7. Type your message, sign it per clinic process, and click Send. Done!

How to Attach Pictures or Documents to Messages
Microsoft 365 provides a file-sharing application called OneDrive. The clinic’s OneDrive files are shared
with everyone who's signed into a clinic account.

1. To attach a picture or document to a message, while composing the message click Insert on the top
menu and then click Attach file. Using the menu that appears, you can choose a file from the local
computer’s hard drive or from a set of shared folders on OneDrive.

Home View Help Message Insert Fq P
2 Attachfile ¥ & Link -

7 Attachfile © G2 Link ¥ [ Signature Ca Pictures
g

0

Browse this computer

OneDrive

o b

Upload and share

&  Link

2. To add or manage OnebDrive files and folders, click the nine-dots App launcher in the top-left
corner of the mail window and then click OneDrive.
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Document Workbook Presentation Survey Create more
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Thanks for getting back to me. On Wed, Oct 23, 2024,...

3. Inthe new browser tab that opens, you'll see a menu on the left. Click Shared. Now you can see
the Clinic Files folders. You can create new folders, add files, and organize files and folders however
you like. (Use the Add new button to create or upload files, or drag files into the clinic folders.)

Note also that you can edit Word, Excel, and PowerPoint files using the Microsoft 365 online
applications available to the clinic accounts.

{3 Mail - Ask a Master Gardener- (X | @ OneDrive x e i1 OneDrive
< C O 8 https://skagitcounty-my.sharepoint.com/shared
-3) Import bookmarks... + Add new
OneDrive R Folder
+ Add new With you By you All Folder @l word i3 Excel @ PowerPoint {’3 Files;upload
EB Folder upload
Plant Clinic 1 Name
8] Word document
@) Home Clinic Files )
B My fles === Aska Master Gardener's Files B Excel workbook
| & Shared @’ PowerPoint presentation
-
¥ Favorites @} OneNote notebook
W Recycle bin 8 Forms for Excel

Browse files by @) Visio drawing

& People & Link

Meetings

B Media D

Quick access

As you open files from shared libraries, they'll
appear in this Quick access list.

More places...
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