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Office 365

Downloading Office 365 for home use:

You can download a FREE copy of all the Office software you will need to use while working
from home. Click on the Office 365 logo:

Office 365

You will now see this window

Click on the “Install Office”

Good morning L Install Office m
button. When prompted use
+ L — . - & o v your school username and
Start new Outlook OneDrive Word Excel PowerPoint OneNote To Do
password.
E 9 =
Calendar Skype All apps
Your school email address will
Recent Pinned  Shared with me be .
% How to access documents from home .
e e usernamel23@c2ken.net
@ Y Year B indu(.lion booklet 10mago
o Y Year 8 Computing overview timescale Yesterday at 13:50

o Y Lesson 6 - Assessment Instructions Vesterday at 13:44
Lesson 6 - Assessment T

% Teacher Mark Grid

Yesterday at 13:43
Lessan 6 - Assessment e
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Accessing Email:

To access your school email click on “Outlook”

{
Zood morning L Install Office
Start new Outlook OneDrive Word Excel PowerPoint OneNote To Do
You will now see this window:
.
®, MY-SCHOOL x | 3 Microsoft Office Home X | @R Email- C Mettleton - Outiock X | + - X
s://outlook.office.com/mail/inbox @ 4 =
A} https://outlook.offi /mail/inb ® & Y= @
O Search b5
= £ Mark all as read
> Favourites @ £ Focused =} Other Filter
o J McCLINTOCK
Folders Fwd: Home Learning Sup... Wed 13:24
Get Outlook for Android
> Inbox 2
CLEE >
& Drafts Princes Trudt Wed 13:09
Good afternoon Andrew It is important t...
B Sentltems
C2k Implementation
[l Deleted ltems 566 Home Learning Support .. Wed 12:56
Home Learning Support Sessions The EA...
Q  Junk Email .

To view your message just click on the email and the text will appear.
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My Files
Click on the My Files logo

You will now see this window appear:

® viyFiles
The Home Drive is Where [ Folders | |View @5 Search | /. Filev 4, Upload
a | I yo u r sc h OOI WO r_k / —f ‘ New» x ? Select all Invert selection = Refresh
== Home drive root\Staff
. . [ 41 Staff
files will be savea: lﬂ:smmesms e <
platid % 12L5 English
¥ A McNeilly PDF to Word
T ASH
% Abigail Millar Work
¥ Appstore Shortcuts
I Art & Design
. ASHA Pics
Shared Resources is &8 Assessment and Tracking
I Baseline Tests
where staff will put work ot

or resources for you.

Downloading Documents:

To access any of you school work double click on the folder you have saved the work in. Once
you have found the document you are looking for double click and select download:
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L

g Dovwnioad New v il Rename x Delete chopy o Cut IE > Details Select all Invert selectiol

@ [ Home drive

@ g st Name

@ B Shared Resources

@ [ Private t

o (8] Year § Track 1 -
% View, edit and sharn
(8] Year 8 Track 2 Revi = 9 4

g Download
=l Rename
2 Delete
03 copy
& cut

(Il Compress to a Zip archive

 Details

Select all

Invert selection

You must save the document to your own device before you make any changes to it.

Once you have completed your work save the changes and then upload them to your school
home drive.

Uploading Documents:

Click on the upload button

® viyFiles

‘Pﬂ Folders

|JView ~ @%PSearch |4 File - L, Upload

& Download New - il Rename x Delete L;]Copy oy Cut |B _} Details Select all Invert selection ' Refresh

4 [ Home drive
& § Staff
] = Shared Resources
& £ Private % -
o lﬂ_’l Year 8 Track 1 Revision guide Sept 19.docx

Name «

8] Year 8 Track 2 Revision guide Dec 19.docx
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Then click on browse:

“ Uploading of multiple files -
Simple | Flash
Note! Your browser supports multiple files selection at once.
You can upload a zip archive with multiple files and folders and then extract

it, using "Unpack Zip" command in the context menu.
Note! The maximum size of all uploaded files shouldn't exceed 2 GB.

Browse...
Browse...

Browse...

Browse...

Reset Upload |

Navigate to the file you want to upload and click on open:

€ oper *§ Then click on upload.
1 & » ThisPC > Downloads v © | Search Downloads »
Organise ¥ New folder =~ O @
[5 Documents  # ~  Name Date modified Type Size .
Seas  * Uploading your work to your school
HIML 1 Year 8 Track 1 Revision guide Sept 19 02/07/2020 10:21 Microsoft Word D. 425

folder will mean it will always be there and

Remote Learning

Year 8

& OneDrive

= This PC

can be recalled if “lost”.

B 3D Objects
[ Desktop
[E Documents

& Rownloads 2l 4

File name: | Year 8 Track 1 Revision guide Sept 19 v| All files -
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