Using Office 365

1. Login to MyHighcliffe and click on ‘Office 365’ or visit http://login.microsoftonline.com

Enter your school email address which will be your username followed by
@highcliffeschool.com (for example — 09smitha@highcliffeschool.com).

3. Enter your school password and click ‘Sign In’
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m‘\ﬂ https:/login.mi i inibk=1355153616 0 = @ Microsoft Corporstion [US] & | [ sign n o Microsoft Online... | | (i 30 508
] Office 365
Sign in with your organizational account
09smitha@highcliffeschool.com
‘ooooooool »
[JKeep me signed in
Cancel
Can't access your account?
4. You should now be logged in to Office 365 and a screen similar to below will show
e - ]
Q )| B https://highcliffe-my.sharepoint.com/Default.aspx £ - @0 | B Newsfeed X ‘ ] {0 a0 o
] Office 365 Newsfeed OneDrive Sites ... [EEEISTIRIIINPC ]

Recent Activities

11duddridgej@highcliffeschool.com has no recent activities at this time.

11duddridgej@highcliffescho
ol.com Search conversations v Q|

5. The first time you login you may find you have to leave Office 365 for about 30 minutes to
get its self-ready for you. Please logout and come back an hour later. You can tell when
Office 365 is ready by click on the ‘Person’ top left. It is says ‘We are almost ready’ then it
is not yet setup correctly and you need to be patient.

6. Once setup you can use ‘OneDrive’ to store your files by clicking on the link on the top menu
bar. Any Office documents stored here can be accessed from school and home easily. Any
changes will synchronise between home and school automatically.
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Installing Office at Home - For Free

As a student of Highcliffe School you are entitled to install Office on your home computer for free.

To do this, login as documented above and then click on the ‘Cog’ on the top menu bar and select
(Off - I— | =
Office 365 Settings =T

i e
eDrive  Sites --- [EEISTSTUIRTNE o Mird
Add an app o

Site contents
Search everyth|  Site settings o

Office 365 settings

Next click on the ‘Software’ button e pRoe

Office 365 settings

me

11Duddridge)@highcliffeschool.com

software

Install and manage software.

password

Change your password.

get started

View the get started experience.

The following screen will be displayed allowing you to select the version of Office you wish to install.

s:z
o3

?

a@ )| [ https://portal microsoftonline.com/OLS/MySoftware.aspx P~ a2 ] software )
1] Office 365 Newsfeed OneDrive Sites .- [EEEIDIGGNTIEIERS

®

software

Office Office
Lync

Install the latest version of Office
tools & add-ins

This will install the latest version of the following programs on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Lync, InfoPath.

desktop setup

g BEEPPRPE

Word Excel PowerPoint OneNote Access Publisher Outlook  Lync InfoPath
Language Version
English (United States) [¥]  32-bit (recommended) advanced

Note: Installing additional languages on a computer that already has this version of Office doesn’t count against your install limit (5).

Review system requirements

Not ready to install the latest version of Office?
If your computer doesn’t meet the system requirements for the latest version of Office or your language isn‘t supported yet, you can install the previous version of Office.
Install Office Professional Plus 2010

Install Office Professional Plus 2010 language packs
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Please note:

o If Office does not show when you click on Software please logout and come back an hour
later as this often takes some extra time for Microsoft to setup.

e You will only be able to use this version of Office whilst a student at Highcliffe School. To
prove this you may be asked to login using your school username and password
periodically.
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