Microsoft Office 365 Introduction

Using Office 365 for School Work

Many class notes, resources and classwork are now available online may be useful in catching up after absence or to
have class notes and guides to help with study.

Logging in

Go to www.office.com and click sign-in:

*  Use your full email/password H€||O, Welcome baCk

(<username>@ashcom.ie)

Sign in as stbadmin1@stbrendanscsbirrie

¢ If you are getting an error message email
cstewart@ashcom.ie S

" Switch to a different account
BE Microsoft

[ ] .
| Microsoft Not you? Forget this account

Taking you to your
organisation's sign-in page

Signin
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Microsoft Office 365 Online

Office 365 - access online Microsoft Office Apps and Install Microsoft Office locally on your device

Install Office ~

Good morning

Office 365 apps
—|_ ﬁ . EI [I |$ m Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

1<

Start new Qutlock OneDrive Word Excel PowerPoint OneNote
Other install options
’ u * @: Ej [I % —>  Select a different language or install other
apps available with your subscription.
Class " E All apps
Stream Whiteboard Teams Notebook Sway orms

Downloading Microsoft Office Locally
1. Click ‘Install Office’ and select ‘Office 365 Apps’ - Click ‘OK’ in the pop-up to download the installer package.
2. Continue as shown below when the ‘Setup’ icon ™ s« in your taskbar has finisheddownloading.
3. Once installed, the installation of the full Office suite will start.
4. When prompted to sign in to activate the software, pupils should enter their username in the format:
(<username>@ashcom.ie)


http://www.office.com/
http://www.c2kschools.net/
mailto:cstewart@ashcom.ie

Just a few more steps...

) sewp = Yes

© Click Run @ Say "yes" © Stay online

Click the Setup file at the bottom of the Click Yes to start installing After installaticn, 5

screen,

Our elLearning website page includes easy guides. This ‘Introduction to Office 365’ is the first link.

Microsoft Teams
Microsoft Teams for Students organises classroom work and activities within Microsoft Office Just
join your Class Team with the code given to you by your teacher to gain access to:

¢ The Class Notebook

e Your Shared Class Files/ References

e Receive guidance material and hand-in Assignments

* View class notice boards

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics

Start a new chat Use the command box Manage profile settings
Launch a private one-on-one or small Search for specific items or people, take Change app settings, change your pic, or
group conversation. quick actions, and launch apps. download the mabile app.

Navigate Microsoft Teams Microsoft Teams & Search or type 3 command ® m

Use these buttons to switch between
Activity Feed, Chat, your Teams —4
Assignments, Calendar, and Files.

Join or create a team
Teams 7 @ # Joinorcreate team @————  Find the team you're looking for, join with
a code, or make one of your own.

Manage your team
View and organize teams. i n Add or remove members, create a new
Click to see your teams, Drag team tiles i . . channel, or get a link to the team.
around to reorder them,

Physical Science Health Research Pineview School Staff Pm:vm;j:i:ﬂ Sclenice @)

View your team
Find parsonal apps Click to open your class or staff team
Click to find and manage your personal
apps.

What is a team?

You can create or join a team to

collaborate with a certain group of people
Have conversations, share files and use
Algebra shared tools with the group - all in ane
place. That group could consist of a class
of students and educators, a group of staff
and educators collaborating on 3 topic, or
even a group for a student club or other
extracurriculars

Add apps
Launch Apps to browse or search apps you ——@
can add to Teams.




Class teams

Class teams provide special capabilities tailored for teaching and learning

Add channels and manage your team
You can change team settings, add members ta the
class team and add channels

Open Assignments and Grades

Assignments allows educators to create and distribute assignments. Students can complete and
turn their assignments in without leaving the app. Educators can use the Grades tab to provide
feedback on assignments and track student progress. Students can see their progress, tog.

Microsoft Teams

Search of type 3 commank

Every team has channels

Click one to see the files and

conversaticns about that

topic, class unit or week in the course. You
«can even have private channels for group
projects!

Physical Science

Project Team 1
Project Team 2
Every team comes with a General channel.
Open channel settings 1o add new
channels, manage notifications and other
settings.

Subjects

Units

Format your message

Add a subject, format text, convert the
message to an announcement, post across
multiple teams or control who can reply
and more.
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General Posts Fies Class Notebook Assignments Grades Oceans Project (Word) 2 more () =

Cara Coleman 1/31 E01 At
Go Fly a kite!

Check out the new group lab assignment, Work in your teams to design. build, and fiy a kitel

ﬁ‘ Introduction to Kites.docx w @

D

& Reply

Cara Coleman 1/31 601 4l
Why does a plane fly?

You've all read Fundamentals of Lift by now, So. why does a plane fiy?

& Raph

Arden Asher
Volunteer
The lo
ratrec

ing for student volunteers 1o set up for the event. greet members, serve

Start a new convessation. Type @ to mention somenne. L
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Easy Tablet or Smartphone Access via free Microsoft Apps
¢ [f using a tablet or iPad or smartphone, use Microsoft Office Apps for OneDrive, Word, PowerPoint, OneNote,
Excel etc. for easy access to your files and notes.

e These App versions are free from the Google Play or I0S App and Windows stores.
e To see your Class notes, resources etc and uploaded school files, go to App settings, Add Account (often
referred to as Work or Business Account) and ‘Sign In’ with (kusername>@ashcom.ie)

Add tabs

Explore and pin applications, toals,
documents and more to enrich your class.
We're constantly adding more education
specific tabs. Check back often.

Share files
Let class members view a file or
work on it together,

Start a discussion with the class
Type and format you message or
announcements here. Add a file, emaji,
GIF, o sticker to liven it up!

Add more messaging options
Click here to add new messaging
capabilities like polls, Praise and more to
enrich classroom discussion.

e Please ensure that in all App Settings, ‘Sync over Wifi Only’ is ticked to save your data allowance.

Students can join a Class Team with their supplied Class Code on the Teams App on your Phone

Click here

Manage teams
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Click here
Join team
with your
Code

Create new team

+
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Browse teams
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Join a team with a code
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Assignments

Create learning activities for students with integrated Office applications

= Q

Assignments

Upcoming

A Advanced English

Finish the first draft of your essay outhne and list

View upcoming

3 reference materials you used (D Essay
assignments ik i
View both upcoming and
turned in assignments by 0 # ot 2020 turned in
class, or view them across all Finish the first draft of your essay outline
your classes. Selecting an Due October Sth at 3:00pm
assignment will allow you to
turn it in or view feedback &) eoisn ¢ 18/19 turned in
Finish the first draft of your essay outline and

and scores.
list 3 reference materials you used

Due October 7th at 9.00am

Language Arts 98
Write the first page of your essay and share
with anather student to review < Fssay

Due yesterday st 9:30am

20/20 turned in

M Acvanced Engin 12/24 wrned in
Anne Frank: Read chapters 1-2 (pages 3-53)
2 Reading

Due todav at 10:15am

& B D




Why Use Microsoft’s OneDrive and Teams’ SharePoint Online Storage?

Students should use Microsoft’s OneDrive and Microsoft Office 365 Teams’ online storage instead of USB pen drives.
USB Pen drives are fragile, easily broken and do not have any secure document history, if lost or broken.

* OneDrive is your personal ‘My Files’ online storage service, integrated into Windows 10 and available as one
of Microsoft Office 365’s suite of apps. Since it acts as a 1 TB (1,00GB) online storage/Hard Drive, OneDrive
makes it simple to access your personal school files at home and inschool.

* SharePoint is simply a ‘Shared Libraries’ variation of OneDrive. It is the online storage facility used for sharing
groups such as Class Teams, to allow interaction with class resources at home and inschool.

OneDrive online will display, for access, both a student’s OneDrive’s ‘My Files’ and SharePoint’s ‘Shared Libraries’.

¢ When Office file changes are made on one device, within any of your usual Microsoft Office programs (Word,
Excel, PowerPoint, OneNote), the updates to your files are available on your other personal or school devices,
including the file history of any changes to date.

e Your Office 365 can even sync to your personal devices e.g. your PC, laptop, phone, Xbox via the ‘OneDrive
app’, available for Windows, Android and IOS.
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