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INTRODUCTION:

NAVIGATING THE
FCPS EMPLOYEE
EMAIL SYSTEM

In the modern
educational landscape,
communication is the
backbone of efficiency.
For the staff of Fairfax
County Public Schools
(FCPS), the official
Fcpsedu Employee
Email system serves
as the primary channel
for collaboration,
announcements, and
daily operations.
Whether you are a
teacher, administrator,

support staff, or a new
hire, understanding
how to effectively use
your FCPS employee
email is essential. This
article provides a
thorough guide to
accessing, managing,
and troubleshooting
your FCPS email
account, while also
covering security best
practices and
integration with other
district tools.

WHAT IS FCPSEDU
EMPLOYEE EMAIL?

The term Fcpsedu
Employee Email
refers to the email
service provided to all
employees of Fairfax
County Public Schools,


https://app.ardentx.com/

one of the largest
school districts in the
United States. The
email domain is
@fcps.edu, and the
system is hosted on
Microsoft 365 (formerly
Office 365). This
platform offers more
than just email; it
includes calendar
functions, cloud
storage via OneDrive,
and access to Microsoft
Teams for
collaboration. For FCPS
staff, this email is not
only a tool but a
required system for
receiving official
communications,
payroll updates, and
professional
development
notifications.

HOW TO ACCESS
YOUR FCPS
EMPLOYEE EMAIL

Initial
Login and
Account
Activation

New employees
receive their Fcpsedu
Employee Email
credentials during
onboarding. Here are
the steps to activate
and access your
account:

1. Visit the official
FCPS employee
portal at
employee.fcps.
edu.

2. Click on the
Email tile or
navigate directly
to
outlook.office.c
om.

3. Enter your full
email address

(e.g.,
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firstname.lastna '
me@fcps.edu) D ”:fe re nt

and your .
temporary DeVICeS
password
provided by the The Fcpsedu
district. Employee Email
4. Follow the system is designed to
promptstoseta  be flexible. You can
new password check your mail from:
and configure
multi-factor * Web Browser:
authentication Use any modern
(MFA) if required. browser at
5. Once set up, you outlook.office.c
can access your om. This method
inbox via the requires no
web interface or installation and
by configuring works on school
the mail app on computers,
your mobile personal laptops,
device or or public
desktop client. machines.
* Mobile
Devices:

ACCeSSI ng Download the

. Microsoft Outlook
Email on app
(i0S/Android)
and add your
@fcps.edu
account. For



KEY BEATURESPOF
recommends
using the
Outlook app
rather than the
default mail app,
as it supports
MFA and device
management
policies.

e Desktop Email
Clients: You can
configure
Outlook for
Windows, Mac
Mail, or other
clients using
Exchange
ActiveSync or
IMAP settings.
However, be
aware that FCPS
IT support
typically
recommends
using the web
version or the
Outlook desktop
client for full
functionality.

THE FCPSEDU
EMPLOYEE EMAIL
SYSTEM

Integratio
n with

Microsoft
365 Suite

Your Fcpsedu
Employee Email
account is part of a
larger ecosystem. With
the same login
credentials, you gain
access to:

e OneDrive for
Business: Store
and share files
withup to 1 TB
of cloud storage.
Files can be
attached directly
from OneDrive to
emails, reducing
the risk of
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exceeding
attachment size
limits.
Microsoft
Teams:
Collaborate with
colleagues
through chat,
video calls, and
shared channels.
Your email
account serves
as the identity
for Teams,
making it easy to
schedule
meetings and
share
documents.
Calendar:
Synchronize
school events,
professional
development
sessions, and
personal
appointments.
The calendar
integrates with
other FCPS tools
like Schoology
and Synergy.

e Outlook Web
Access (OWA):
A powerful web
interface with
features like
focused inbox,
sweep rules, and
automatic replies
(out-of-office).

Spam
and
Phishing
Protectio
n

FCPS employs
advanced filtering to
protect employees
from malicious emails.
The Fcpsedu
Employee Email

system uses Microsoft
Defender for Office
365, which scans
incoming messages for



phishing links,
malware, and spoofed
domains. Employees
are also required to
complete annual
cybersecurity training
to recognize suspicious
emails. Moreover,
external senders are
clearly marked with a
warning banner to help
you differentiate
between internal and
external
communications.

COMMON
TROUBLESHOOTIN
G ISSUES AND
SOLUTIONS

Forgotten
Password
or Locked

Account

If you cannot log in,
first try the self-service
password reset option
at
password.fcps.edu.
If that does not work,
contact the FCPS IT
Service Desk at
571-423-2300. They
can wunlock your
account or reset your
password after
verifying your identity.
Be prepared to provide
your employee ID
number.

Email Not
Syncing
on Mobile
Devices

If your Fcpsedu
Employee Email
stops syncing on your
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phone, the

following:

try

e Remove the
account from
your device and
re-add it using
the Outlook app.

e Ensure you have
a stable internet
connection.

e Check if your
device is
compliant with
FCPS mobile
device
management
policies (e.qg.,
required
passcode,
encryption).

e Update the
Outlook app to
the latest
version.

Receiving

Too Much
Spam

Even with advanced
filters, some spam may
slip through. You can
report spam directly in
Outlook:

1. Select the
suspicious
message.

2. Click Junk >
Report as Junk
(or Phishing if
applicable).

3. This helps train
the filter for the
entire district.

Alternatively, you can
create a rule to move
messages from specific
addresses to a
separate folder.
However, never mark
internal FCPS emails as
spam, as this could
affect delivery for other
users.



SECURITY BEST
PRACTICES FOR
FCPS EMPLOYEE
EMAIL

As a large public school
system, FCPS is a
frequent target of
cyberattacks.
Protecting your
Fcpsedu Employee
Email account is a
shared responsibility.
Follow these
guidelines:

Use
Strong,
Unique
Password
S

Your password should

be at least 12
characters long and
include uppercase
letters, lowercase

letters, numbers, and
symbols. Avoid reusing
passwords from
personal accounts.
Consider wusing a
password manager
approved by FCPS.

Enable
Multi-
Factor
Authentic
ation
(MFA)

FCPS mandates MFA
for all employees. This
adds a second layer of
security, typically a
code sent to your
mobile phone or
generated by an
authenticator app.
Without MFA, you will
not be able to access
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email from outside the
school network. Keep
your recovery methods
up to date in case you
lose your phone.

Recogniz
e
Phishing
Attempts

Cybercriminals often
craft emails that
appear to come from
FCPS administrators or
trusted vendors. Look
for red flags such as:

e Urgent requests
for personal
information or
password
changes.

e Generic
greetings like
"Dear Employee"
instead of your
name.

e Misspellings or
odd email
addresses (e.g.,
fcps.edu-
support@hotmail
.com).

e Unexpected
attachments or
links urging you
to click.

When in doubt, hover
over a link to see the
actual URL before
clicking, or forward the
suspicious email to
phishing@fcps.edu
for investigation.

Secure
Your
Devices

Whether you use a
school-issued laptop or

your personal
smartphone, ensure
that:

 Your operating



system and
antivirus
software are up
to date.
* You lock your
device when not
in use (password,
PIN, or
biometric).
You avoid using
public Wi-Fi
without a VPN
(FCPS provides a
VPN for off-
campus access).

INTEGRATION
WITH OTHER FCPS
SYSTEMS

Schoolog
y and
Blackboar
d

10

Collabora
te

Your Fcpsedu
Employee Email
account is linked to
your Schoology
learning management
system profile.
Notifications from
Schoology (assignment
submissions,
discussion replies,
grade changes) are
sent to your email. You
can also reply to these
notifications  directly
from your inbox.
Similarly, Blackboard
Collaborate Ultra
sessions can be
scheduled via your
Outlook calendar, and
meeting invitations are
sent through the same
email system.
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Synergy

Student
Informati

on

System

Teachers and
administrators use
Synergy to track
attendance, grades,
and student data.
While Synergy has its
own internal
messaging, many
alerts—such as
attendance reports or
grade submission
reminders—are
delivered to your
Fcpsedu Employee
Email. It is crucial to
check your inbox
regularly during
grading periods to
avoid missing
deadlines.

Payroll
and HR
Communi
cations

Your official pay
statements, W-2 forms,
and benefits updates
are distributed via your
FCPS email. If you
change your contact
information in the HR
system, ensure your
email address remains
correct. Many
employees set up
forwarding to a
personal email, but
FCPS advises against
this for security
reasons—especially
because personal
accounts may not have
the same encryption
and compliance
standards.
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INBOX
EFFICIENTLY

Organize
with
Folders
and Rules

The volume of emails
in the Fcpsedu
Employee Email
system can be
overwhelming. Use
Outlook rules to
automatically sort
incoming messages:

1. From a specific
sender (e.g.,
your principal or
department
head) move to a
"High Priority"
folder.

. With certain
keywords (e.g.,
"Professional

12

DeveMIANAGING YOUR

"Substitute
Needed") move
to relevant
project folders.
From distribution
lists you follow,
move to a
"Digest" folder to
read later.

Use
Focused
Inbox

Outlook's Focused
Inbox separates
important messages
from the rest. You can
train it by moving
messages between the
Focused and Other
tabs. Over time, the
system learns your
priorities. This feature
is especially useful for
distinguishing between
system-generated
notifications and direct

3.
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emails from

colleagues.

Set Up
Automati
c Replies

When you are on
leave, attending a
conference, or away
from email for more
than a day, set an
automatic reply (out-
of-office). In Outlook
web, go to Settings >

Mail > Automatic
Replies. You can
customize different

messages for internal
senders and external
contacts. Remember to
include an alternate
contact if necessary.

ACCESSIBILITY
AND SUPPORT

FCPS is committed to
making the Fcpsedu
Employee Email

13

system accessible to
all employees,
including those with
disabilities. Outlook
supports screen
readers, high-contrast
themes, and keyboard
shortcuts. If you
require specific
accommodations,
contact the FCPS
Department of Human
Resources or the IT
Accessibility
Coordinator.

For technical support,
the FCPS IT Service
Desk is available
Monday through
Friday, 6:00 AM to 6:00
PM, excluding holidays.
You can call
571-423-2300, submit
a ticket via the
employee portal, or
visit the walk-up
support centers at the
Gatehouse

Administration Center
and other locations.
The service desk can
assist with password



account
unlocks, email
configuration, and
reporting suspicious
activity.

CONCLUSION

resets,

Your Fcpsedu
Employee Email is far
more than a messaging
tool—it is the central
hub for your
professional life within
Fairfax County Public
Schools. By
understanding how to

14

and protect sensitive
district data. Whether
you are a veteran
educator or a new hire,
mastering your FCPS
email account will help
you stay connected,
informed, and
productive. Remember

to keep your
credentials safe,
enable multi-factor

authentication, and
reach out to IT support
whenever you
encounter issues. With

access it securely, these practices in
leverage its integrated Place, your FCPS
features, and maintain e€mployee email will
good cyber hygiene, serve you reliably
you can streamline throughout your
your daily workflow Career.
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