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About

Your student email address is the email address the College will use to send you any
important emails, including any information about upcoming student events, important dates
to remember, job opportunities, etc. It will also be the email address where you will receive
blackboard notifications, as well as announcements and updates from your department and
program. We encourage you to use this email account as your main correspondence when
contacting instructors and other students. Please remember that your SLC email address is
valid while you're a student and up to two years after graduation. Your email address controls
your ability to access not only your College email, but your OneDrive access and your MS
Office Suite downloads. You should use this time after graduation to transition your files and

contacts to your own personal accounts.

Accessing Email Account
You can access your student email account through your SLC.me portal.

Login

1. From your computer, Go to https://slc.me/. We suggest you use ‘Google Chrome’ for

the best experience. You will be presented with a login screen. Enter your full SLC

email address (remember to add @student.sl.on.ca). Click on ‘Next’.

&= St.Lawrence College

Sign in

E,C email address

Can't access your account?

Please use your SLC email address to sign in.

% Sign-in options
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2. Enter your SLC password, and click on ‘Next’

= St.Lawrence College

Sign in

john.smith@student.sl.on.ca

Can't access your account?

Please use your SLC email address to sign in.
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Once logged in, you will see a screen similar to the following (your homepage). Remember: You can
always get to the main screen by clicking the big SLC.me logo in the top left.

From the main SLC.me homepage, navigate to your SLC email account by clicking on the

small ‘Outlook’ icon.

Outlook /

@ Course Evaluations @ E/I Blackboard ﬁ Teams

5 UR SLC Q sle.me Apps Transcript — Academic Progress @ Grades - Academic Records
Fees - Financial Account @ Enrolment - Academic Records @ Timetable — Academic Records PQ Academic Accomodations
@ ::i;rrdtso Graduate — Academic o@ My Hub :E gznp!i:rant Hub - Student Services 6 DUO Registration

E Live Chat & Support File Shares @ Print Services m]“ SLC Libraries

m LinkedIn Learning éa College Website % Staff Directory L?) Password Reset Setup

% SNAP! |dentity Update Innovation Hub Booking

The first time you launch your Email, it will walk you through a setup wizard. It is very
important to pay attention if you get a prompt about ‘Setting your Time Zone'. If this is not
done correctly, your emails, assignments, and MS Team Meetings will all be 3 hours late. The

default is set to Pacific Time, so be sure to set your Time Zone appropriately.

For most people, you will need to change your time zone to UTC-5:00 Eastern Time (US &
Canada). If you forget to do this at the start-up wizard, you can do this at a later date by

doing the steps on the next page.
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Resetting the Time Zone on your Email
Your Email (Outlook) time zone is set differently than the time on your computer itself.

e Open your email through slc.me
e In the top right-hand corner, click on the Settings Gear Icon

Dark mode C (Il
Focused Inbox & ‘)
Desktop notifications e

Display density

[l

Then click on General>’Language and time’ and make sure your Current time zone indicates
‘UTC-5 Eastern Time (US & Canada). If it doesn’t, click on Change to select the correct

information, and update.

Settings | Language and time Language and time X

A
A Search setting: S

Notifications Sync across Microsoft 365

| 2 General
Categories X . . )
Mail You can choose to use Qutlook with the same settings used in your other Micresoft apps.
EaiMai Accessibility View and manage your Microsoft 365 settings
2oy Mobile devices
Use my Microsoft 365 settings
&3 People Y 9
&8

Distribution groups

Storage

Outlook settings
Privacy and data
Language

English (United States) ~

Search

Date format (for example, September 1, 2024 is displayed as follows)

9/1/2024 ~
>
Time format
1:01 AM - 11:59 PM v
Time zone

(UTC-05:00) Eastern Time (US & Canada) Change
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Resetting the Time Zone for your Meetings
If the meeting times are not correct in your calendar, then click on General>’Language and
time>Time zone - Change’ and make sure your ‘Display my calendar in time zone’ indicates

‘UTC-5 Eastern Time (US & Canada). Then click on ‘Yes, update’.

Time zones

When | travel across time zones, ask me if | want to update my time zone

Display my calendar in time zone: /

X
(UTC-05:00) Eastern Time (US & Canada) ~

Label: Add a label

@ The current time zone for your meeting hours is (UTC-08:00) Pacific Time (US & Canada). Do you want to update time
zone for meeting hours to (UTC-05:00) Eastern Time (US & Canada)?

Yes, update

Once you click on the Outlook email icon, your student email will load in a new window. It

should look similar to the following:

Along the top of the inbox are icons to create ‘New mail’ (email) or ‘Delete’ emails. If you are
expecting an email, and don't find it in your Inbox, please check in your ‘Junk Email’ just in

case it landed there.

—— £ _

T/ Delete 4\/@ @ Report v « Sweep EgMoveto ~ <\ Reply <« Replyall > Forward v ¥ Quicksteps ¥ (3 Read/Unread () Categorize ~ [ Flag/Unflag *

Outlook

Help

— & New mail
-
23 ~ Favorites Fﬂd Other O Select = Filter
& Inbox 7 From Subject wceived v
v B> Sent Items | [] Extemal Krystal O'Farrell Interested in homesharing? Don't miss this ONLINE event! You don't often g.. Wed 10:50 PM
L % Drafts D) temal Linkedin Welcome to Linkedin Learning, Wed 316 PM
v Add favorite v This week
a “ Folders US) External URSLC SLC Student ID Request now available! New items added to your Ultimate SLC 214 PM
® & Inbox 7 v Last week
2 Drafts B Belonging Emancipation Day Email BCC Brockville and Cornwall Groups and Students Ha...  Thu8/1
B> Sent ltems A Accessibility Student Wellness Newsletter Student Wellness August Newsletter Promoting... Thu 8/1
U Deleted items 3 . SLC Parking 2024-2024 Parking Program  This message is bec'd to all SLC students Parking . Thu 8/1
£3 Junk Email | C  External CampusGroups You have been added to Orientation Day You don't ofte..  Mon7/29
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Turning off your Focused Inbox

If you click on the ‘Settings’ Gear icon, you will be able to turn off your ‘Focused Inbox’. If
you don’t turn off your Focused Inbox, then Microsoft will automatically separate your emails
into ‘Focused’ or ‘Other’ depending on whether they feel the email is important to you. If you
want all of your emails to go into the same Inbox, you must turn off the Focused Inbox by

selecting ‘Don’t sort my messages’. Then click on ‘Save’.

Settings | Layout Layout X

. C d repl
Q Search settings B -

Smart suggestions Focused Inbox

€83 General Attachments Do you want Outlook to sort your email to help you focus on what matters most?

| & Mail (O Sort messages into Focused and Other

Rules

Calendar I @ Don't sort my messages l

Conditional formatting

Oo
82 People S

To return to your SLC.me homepage, close this window.
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Email Features

Microsoft Office Suite

All students are provided with a free subscription for select MS Office programs (Microsoft
Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Outlook) through your College
email account. You will be able to install these programs on up to 5 personal devices
(including mobile devices) and use them for free by logging in using your SLC email address
and password. You will be able to use the MS Office programs for free as long as you have a

valid SLC student email address.

For instructions on how to install these programs, please refer to our How-to guide on

installing MS Office on computer or mobile devices.

One-Drive (cloud based) Storage

Students will have access to 1TB of file storage space on One-Drive (cloud-based storage)

through your College email account.

For instructions on how to access and use your One-Drive (cloud based) storage space,

please refer to our How-to guide on File Storage.

Setting up your email on your smartphone/tablet

To receive all your emails to your smartphone and tablet, configure your SLC email on all

your personal devices!

For instructions on how to configure your email to your device, please see our How-to Guides

on configuring the Microsoft Outlook App.
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