Getting Started with your DEC Microsoft Office 365

Welcome to Office

Your place to create, communicate, collaborate and get great work done.

Open your Internet Browser and
Navigate to

https://www.office.com/

remembering to include any Sign in
numbers that you may have. Email address, phone number or Skype

9 Enter your Full School Email Address &8 Microsoft

No account? Create one!

Example

Can't access your account?

John.smith65@education.nsw.gov.
au
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Log in with your DoE account

User ID

‘ [Enter your user 1D ‘

Example: Janecitizen]

Password

‘ Enter your password ‘

Forgot your password?

Have trouble logging in?

Help for DOE/TAFE staff Help for TAFE students

e To gain access to Microsoft Office 365 you need to enter

your School Username and Password

As soon as you have completed
your email address there will be no
need to enter your password as
you will be re-directed to your
Portal login screen to get
authorized to enter Microsoft
Office 365
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e@lﬂ https://portal.office.com/Home
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File Edit View Favourites Tools Help
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HH Office 365

Let your ideas

go free.

Install Office on your PC
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Word Excel PowerPoint Outlook OneNote

Got a Mac? Sign in to Office 365 on your Mac to install.
Or a smartphone or iPad? Office on your devices

Collaborate with Office Online

OneDrive

PowerPoint
Word Online Excel Online Online
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Install now

Language: English
Change language
Troubleshoot installation

OneNote Online

You now have available to you Microsoft Word, Excel, Power-point, One-note
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Your Username

Understanding Microsoft One Drive

OneDrive is free online storage that comes with your Microsoft account. It’s like an extra
hard drive that's available from any of the devices you use. You no longer need to email
files to yourself or carry around (and possibly lose) a USB flash drive.
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File Edit View Favourites

Office 365
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P search OneDrive

Documents
Recent

Shared with me
Followed

Site folders

Recycle bin

Tools Help
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OneDrive Pencil, Jason

OneDrive @ NSW Department of Education and Communities

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

@new 2 upload & sync
v [ Name Modified Sharing Modified By
Shared with Everyone . January19 2% Pencil, Jason
@ Document . Januvary19 @ Pencil, Jason
@5 Documentl . January20 @ Pencil, Jason

Drag files here to upload

You can run Microsoft Office on so many Devices

il |
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Installing Microsoft Office 365

Applications onto your Windows / Macbook Computers

T Upload and open...

Windows and Apple computers have the option of installing
the Office applications onto the computer to work independently of the web
interface. To do this follow the instructions below.

In the top right hand corner you will see the option INSTALL OFFICE

When the Install Information section is visible on your computer screen, select

Install.

- ] Office

© Click Run O Say “yes” © Stay online
Fin i1 the bottam of the L Tick Yed 16 #lart in 1 . of fe m il

o

In your browser, go to the install pop up that appears and click Run,
Setup, or Save, depending on the browser you are using.

n After install you will now see the My Office Application on your computer
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