Microsoft 365: Getting Started for Students

ﬂ Office 365: First Time Login

1. Go to www.office.com
2. Click Sign In. If you already have a Microsoft account, click Switch to a different
account or Sign in with another account.

3. Enter your new email and temporary password from your setting up instructions.
Your new email will follow the format firstname.lastname@student.sd57.bc.ca
Click Sign in.

4. You will be prompted to update your password. Enter your temporary password
again, then enter your new password in the ‘New password’ and ‘Confirm
password’ lines. Click Sign in.

é School District No. 57
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student3 test3@student.sd57.be.ca

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Current password

SWOrd

Note: you may see an error like this if your password is too simple.
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Update your password

You need to update your password because this is
the first time you are signing in, or because your

password has expired.

We've seen that password too many times before
Choose something harder to guess. View details
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5. View the SD57 User Consent Form: MS Office365 by clicking on the > symbol.

Read the form. Click Accept.

é School District No. 57
1] (Prince George)

schdist57 Terms of Use

..... e Terms of Lk

SD57 User Consent Form: MS Office365

€L Zoom cut & Zoomin & Reset zoom

SD57 Prince George Staff Consent Form
Microsoft 365 A3 - Storage of Information outside of Canada

Cur Schogl District provides user accounts for Microsoft 365 A3 [(M3365 A3] to students and employees for educational,
communication and collaboration purposas, Each user will have their own sacure |ogin and password to access their

ermail and files within M5365 A3, as well as OneDrive storage space.

‘While the majority of services that are a part of M5365 A3 store user data exclusively in Canada, the following senvices

that will be used in our district stora user data outside of Canada:
*  Azure Directary
+  forms
* Intune
*  School Data sync
* Sway
*  Yammer
The types of information stosed in these senices are:
= Name

email addres
student work:
discussion cantent

lo comply with the B reedom of Information and Protection of Privacy Act (HIPEA), consent is required prior to

sloing prersonil inlormation in hesn sorvices,

Ihe school District also makes efforts to instruct users of M3365 A3 about imting the amount of personal information

thal Ly st and share: using Phess: sericrs.

Consent:
understand that ny iInformation in Microsoft 365 A3 may be stored outside Canada as oudined above.

1his consent will be considered walid from the date of acceptance, until one year after the point at which you are no

langer with the Schaal District.

For questions, please contact: Rebecca Mundie 5057 Privacy Officer 250 561 8800,

6. Click Next. This is the beginning of setting up an alternate email or cell phone

number, in case you forget your Office 365 password.

7. Click re-enter my password.

é | School District No. 57
{Prince George)

confirm your current password

In order to keep your y information private, we need you to re-enter yo

re-enter my password cance

r current password on the next page.

student3.test3@studentsd57.bcca | 7
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8. Enter the password you just set up. Click Sign in.
9. Choose to set up either an authentication phone or email. Click Set it up now
next to the option you have chosen.

School District No. 57 & 5T ]
{Prince George) student3.test3@studentsdSibcca | 7

don't lose access to your account!

To make sure you can reset your password, we need to ceollect some info so we can verify who you are. We won't use this to spam you - just to keep your account more
secure, You'll need to set up at least 1 of the options below

'ﬂ' Authentication Phone is not configured, Set it up now

'ﬂ' Authentication Email is not configured. Set it up now

cance

10. Office 365 will send you a verification code by phone (text or calling) or email.
Enter this code in the box and click verify.

11. This will send you back to the ‘don’t lose access to your account’ page. You only
need to set up one method of authentication. Click finish.

12. A tutorial for Office 365 will pop up. Click the arrows for a brief explanation.

B Microsoft X

Welcome, Student3
Let Office 365 help you get your
classwork done

13. Your Office 365 homepage looks like this:
i | ————

A Good morning, Student3 Install Office
© Calendar m
4 Monday, October 5, 2020
L] 5Mon 6Tue 7Wed 8Thu O9Fi 10Sat 11Sun
o
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14. Click on Outlook (left menu, blue icon) for email. The gear icon on the top right is
where you can change the settings.

% School District No. 57 -
ﬁ'm..,,.m.n.,.mm Outiook FERETTES B B Q & ? s s

~ Favorites Focused Other Filter
2 nbox
Get started X
Sent Items
+* 00f 5 complete
Drafts
I setup asignature
Add favorite
[2 Work together with Word for free
~ Folders 5] Add the first day of class to my calendar
2  Inbox € Add a Google Drive or Dropbox account
Drafhs A import contacts
Sent ltems

Deleted Items

Junk Email

= Archive

15. From the homepage, click on Teams (left menu, purple icon). Teams is where you
will collaborate with other students and receive assignments from teachers.

|A55\gnmenl-_—'

’\
0 <«

You need a class to start using assignments!
Teachers: start here.

Students: ask your teacher to create the class for you.
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* Teams: Creating a New Document

Note: Students can access Word, Excel, PowerPoint, OneNote, and Forms through
Teams.
1. Sign in to Office 365 at www.office.com
Open Teams.
Open Files (left menu)

2
3
4. Click OneDrive, found under the heading Cloud storage.
5. Click +New to see the dropdown menu options.

Microsoft Teams Q, Search
a . ;
ol Files @ OneDrive
a Views _
- o + New T Upload ~ %@ Copylink & Openin OneDrive
2 Recent
i * Microsoft Teams Folder
E Cloud storage @] Word document Madified -
Assignments @ OneDrive B Excel workbook
a @' PowerPoint presentation
e OneMote notebook
@]
‘s @ Forms for Excel
Files

6. Select which program app to open.
7. Name your new document and save it in your OneDrive.

For more support, go to: https://www.sd57curriculumhub.com/office-365

Version History

Version Date Description ‘
\ 4.0 October 2020 New documentation for Microsoft 365 \
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