Office 365 Access

1. Go to https://portal.office.com
2.

Enter your school email address which is your STUDENTID @gladstoneparksc.vic.edu.au and click “Next”.
(ie: ABCO001@gladstoneparksc.vic.edu.au)

B Microsoft

Sign in

ABC0001@gladstoneparksc.vic.edu.ayl

No account? Create one!

Can't access your account?

3. Enter your school computer password. Click “Sign in”.
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< abc0001@gladstoneparksc.vic.edu.au

Enter password

Forgot my password

4. This is your 0365 home page. This is where you can access all of the available apps.

Good afternoon, Draco O Searth

Apps

Install Office
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Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams Sway

Explore all your apps >
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1. Click on “Outlook”.

Good afternoon, Draco P Search
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Explore all your apps >

2. Be sure to complete first use by selecting the correct Language and Time zone as below.

B% Outlook

English {Australia) v

(UTC+10:00) Canberra, Melbourne, Sydney v

Click “Save”.

3. You will now be redirected to your e-mail inbox.
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1. Click on “Install Office”.

Good afternoon, Draco

Apps
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Explore all your apps >

2. Click on “Office 365 apps”.

3. A picture will be displayed with further instructions (see below).
Follow the prompts to finish the installation.

Just a few more steps...
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Office 365 Software Download for home

Search
Install Office &
Office 365 apps 2
J  Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

Other install options
—>  Install a different language, the 64-bit version
or other apps available with your subscription.

l:l Setup... - Yes .

© Click Run ® Say "yes”
Click the Setup file at the bottom of the Click Yes to start installing.
screen.

Close MNeed help installing?

€ Stay online

After installation, start Office and sign in
with the account you use for Office 365:
ABCOOO ladstoneparksc.vic.eduau.

Followed by your school password




