BTC STUDENT EMAIL GUIDE

All students have a BTC email account. If you are unable to access your account, please contact your instructor.

Student Email

» Each student has an email account.

* Your email address is your network account name@beltc.ctc.edu. (e.g., smith1234@beltc.ctc.edu)
* Your default password is: btc- + your 8 digit birthdate (mmddyyyy). (e.g., btc-06031981)

*  Email can be accessed from on or off campus by visiting http://www.btc.edu/studentemaillink.

*  The maximum size of your mailbox is 50GB.

* The maximum size of attachments per mailing is 25MB.

OneDrive

As part of the student email, each student also has OneDrive, which is an online file hosting service that allows
students to upload and sync files, and access them from both on and off campus.

+ Sign in to Office 365.

* Click OneDrive in the upper right corner. (See below.)
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* OneDrive @ Bellingham Technical College displays.

OneDrive Browse Tab

« The Browse tab provides a clean view, without a ribbon that offers additional functionality. (See below.)


http://www.btc.edu/studentemaillink

6 il 8 https//beltccte-my sharepoint.com/personal Documents/Forms/All.aspx ( oy E- Google
18 Most Visited | | Getting Started | | Suggested Sites __| Web Slice Gallery

] Office 365 Outlook Calendar People Newsfeed OneDrive Sites ees

—————
BROWSE | FILES  LIBRARY ’

Search evenything v 0 OneDrive for Business

Documents

My Documents

Followed Documents
Shared with Me '\E/\ new # Upload 54 sync

Al wee Find a file pel

Recent Documents
D nName Moditied Sharing Moditied By

Shared with Everyone «e August 20,2013 2%

Create A New Document

Create a new document following the instructions below.

+ Click new to create a new document. The Create a new file menu displays. (See below.)
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« Select the appropriate option: Word document, Excel workbook, PowerPoint presentation,
OneNote notebook, Excel survey, or New folder. When Word document is selected, the Create a
new document dialog box displays. (See below.)
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« Enter the document name in the Document Name field, and then click OK. The document opens in the
browser. (See below.)

@ https://beltecte-ry sharepeint.com/personal/ _layouts/15/WopiFrame.aspx?sourcedoc={cb0d5ad8-aac8-4a48-965f-bc12bbfE4749) & action=editnew: {43 By - Googie
P 'y P P : 'y P P g

3] Most Visited Getting Starte - Suggested Sites : Web Slice Gallery

@3 word Online |

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW v OPEN IN WORD
L] & - — L= [R—— A -
0 Calibri (Body) 11 - K AR =iz &= AaBbCc | AaBbCc AgBbCc AaBbCc  AaBbCe i Find
Paste B I U abe x, x° a¥-~ &. B = = = Igv B A4 MNormal Mo Spacing Heading 1 Heading 2 Heading3 3 Replace
Undo Clipboard Font Paragraph Styles Editing

« Edit the document, as required. Click Save As, Print, or Share. (See below.)
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*Note: The Save As option enables you to download a copy of the document to your computer. (See below.)
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*Note: A Save option is not available because documents are saved automatically. (See the dialog box below.)
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ks your document is being saved automatically.

OK

e The file is saved to OneDrive. (See below.)
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OneDrive Files Tab

¢ Manage documents by selecting one, and then clicking the Files tab. A ribbon enabling options such as
Upload Document, Edit Document, and Share displays. (See below.)
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OneDrive Library Tab

e Select the Library tab to manage the library. A ribbon enabling options such as Edit Library and
Library Settings displays. (See below.)
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OneDrive Document Options

e Right-click on the ellipsis to the right of a file name, and then click on the ellipsis (Open Menu) at the
bottom of the <Document Name> dialog box. The menu displays document options. (See below.)
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