Essential Guides — Downloading and
Installing Office 365

Introduction

As a student of GTS you have access to Microsoft Office 365 free while you are with us. This saves
you around £7 a month compared to subscribing to the service.

During the upcoming months you will be asked to open, produce, save and upload work using Office
software so it’s important that you are able to use Office products on your home device.

About Office 365

Office 365 contains the latest versions of Word, PowerPoint, Excel and Publisher as well as other
programs.

You can install Office on:

e Windows laptops / PCs
e Mac computers
e Mobile / tablet devices

Additionally, you can run it from the browser without installing anything. However, this may mean
additional steps to complete tasks.

How to log into Office 365 — First steps

1. Open your web browser and go to the GTS website.

Click on the resources link.
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2. Then click on the Office 365 link on the
resources page.

et |IJ Office 365

This will open a new tab and bring you
to the Microsoft Office 365 sign in page.
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3. Click onsignin.

Welcome to Office

Your place to create, communicate, collaborate, and get great we"  ne.
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4. Next, enter your school email address. This is your school username (surname + first initial)
followed by @gts.devon.sch.uk. For example: surnamef@gts.devon.sch.uk.

B® Microsoft

Sign in

Email, phone, or Skype

MNo account? Create one!
Can't access your account?

Sign-in options

5. Next, enter your school account
password. This is the password
you use to log onto the computers
at school. £ @gts.devon.sch.uk

B® Microsoft

Enter password

Fassword

Forgot my password
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6. You will then see the Office 365 home screen. From this point you have two options,
depending on what you want to do. You can either install the Office 365 suit on to your
home computer / laptop or use the web versions of the applications.

Good morning Install Office
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Start new Outlock OneDrive Word Excel PowerPoint OneNote SharePoint Forms All apps

Below are guides to these options.

How to install Office 365 (Windows / Mac)

1. On the home screen click on “Install Office”.

+ X e Cla b > || < = -

Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Forms All apps

2. Click again to confirm that you wish to
install the Office suite.

Install Office

3. Follow the on-screen instructions, which
. . . . Install software
will result in a file being downloaded. Includes Outlook, OneDrive for Business,

Word, Excel, PowerPoint, and more.
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4. Once the download is complete, click on Forms All apps
the downloaded installer to start the
installation.




How to use the online version (browser version) of Office 365

1. Select the application you need / want to use. (In this example we will pick PowerPoint.)

Good morning \ Install Office
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Start new Qutlook OneDrive Word Excel PowerPoint OneNote SharePoint Forms All apps

2. On the next page, click on the new document button. e
This is the first option. This will load the application
and you will be able to open / produce / save §L
documents, as well as formatting them.

New blank presentation Maker desid

3. You will notice that the online versions of Office applications look and function much like the
offline ones.

i PowerPoint | CoinBrysnt » Documents

Click to add title

Click to add subtitle

4. IMPORTANT — The main difference you should be aware of is how it saves. It automatically
saves your documents online on your OneDrive (an online storage space that comes with
your school 365 account).



(Online Version) Downloading and saving work on your device.

It will be very important for you to download your work if you are using the online version of
Office. This is so that you can then put it onto Show My Homework.

To download your work, click on “File” as you would at school. Instead of clicking on “Save”, click
on “Download As”.

This will allow you to save a copy of your work on your device, so you can then upload it onto
Show My Homework.

Download As

Download a Copy
Download a copy to your computer.

Download as PDF
Download a copy of this presentation to your computer as a PDF file

Rename

Save a Copy @ Download as ODP

PDF
[ S—
Download a copy of this presentation to your computer as an CDP file

Print
& Download as Images

Share . . ,
Download a copy of this presentation to your computer as JPEG images (one per
slide).

Download As

About




(Online Version) Opening Files.

If your teacher requires you to open documents, and you only have access to the online version

of Office, you will need to do the following:

1. Download the documents from Show My Homework and move them to somewhere you
know where they are (ideally in a new folder called “School Work” on your device).

2. Go to your Office 365 Screen (if you are in one of the online Office apps you can get to this
by clicking the 9 dot square at the top left page > then click on blue text “Office 365” at the
top of the tab).
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3. Next click on “Upload and open...”

This is found about half-way down the home
screen.

1 Upload and open...
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4. A pop-up will appear, allowing you to select the document you wish to upload and use.
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5. Once it is uploaded to your online account, you will be able to open / edit it as you would

any other document.



How to install Office 365 onto tablets / mobile devices.

There are two methods:

Method One:

1.

Log onto the Office 365 site on your device by following the steps above.

Click on install Office.

Then click on Apps & devices. Select the device you wish to install Office onto (in this case

we will use Android).

My account

Apps & devices

My account
Personal info

Subscriptions
D Get Office on your phone or tablet

i0S | Android | Windows

Security & privacy
App permissions
Apps & devices

Tools & add-ins

You currently have not been assigned an Office license that includes the Office desktop apps. Contact your admin for more information

about how to get Office for your organization.

It will ask you to confirm that you
want to get the app. Click “Get
the app”.

This will take you to the Play

Introducing the new Office app
for Android*

Get the app Read our blog

store where you can install

the application.

From this point, follow the
on-screen instructions (or
look at the next method if
stuck).

Microsoft Office: Word, Excel,
PowerPoint & More

Microsoft Corporation  Productivity

H PEGI3

Offers in-app purchases

[F] Add to wishlist

Your go-to app * \ Word, Excel, Transform pictures
= and PowerPoint into documents.
for Office - nane s
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Method Two:

1. On your device, go to the app store (in this case the Play store as we are using Android in
this example).

Google Play Stor

2. Click on search and type in “office”. Click on “office 365” as it will be the first option that
appears on the search list.

& office
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0O office 365

Q office

Q office 365 app
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3. IMPORTANT! Make sure you install the Office app created by Microsoft Corporation, as
shown below. Click on the “Microsoft Office: Word, Excel, PowerPoint & More” app.

omce 365

Microsoft Office: Word, Excel, PowerPoint & More
G Microsoft Corporation ﬁ
4.4 *

Email App for Hotmail, Outlook Office 365

v 1
@M Ad - TezaStudio

Email for hotmail outlook mail

4.8 »




4. Click the install button.

0 Microsoft Office: Word, Excel, PowerPoint & More

Microsoft Corporation

In-app purchases

4.4% 100M+ E
15K reviews Downloads PEGI3 @

Your go-to app. . Word, Bxcel, Transform pictures Capture notes Do more Sign PDFs Scan 1o PDF
and PowerPoint into documents and ideas with Actions.
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5. Once it has downloaded, click open. It will then ask for permission to read / write to your
documents. Accept this, or unfortunately the application will not be able to work.

6. Click on “Get Started”.

7. Afew optional setup pop-ups will appear.
You can choose to agree or disagree as
these are optional settings that will not
prevent the app working. The app will
then ask to connect to your account.

Use your camera to quickly sc:
and create documents

Get Started

Get all your notes, media & files here

CONNECT YOUR ACCOUNT

8. Click on “Connect Your Account”.



9. It will then ask you to log into your Office 365
account. Enter your school email address. This
is your school username (surname + first initial)
followed with @gts.devon.sch.uk . For example:
surnamef@gts.devon.sch.uk.

B® Microsoft

Sign in

[Email, phone, or Skype

Ne account? Create onel

10. Next, enter your school account password. This
is the password you use to log onto the
computers at school.

B Microsoft

chryant@gts devon.sch uk
Enter password

Password

Fargot my password

Sign in with anather account

Sign in

11. This will take you to the app home screen.
From this point you can download work from Show My Homework and open it / edit /
save it using this app.

12. You will likely find that you have a new folder called “Microsoft Apps” in your app library
which will contain Word, Excel and PowerPoint. This will enable you create new
documents.
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Problem Shooting

1.

If one of the above methods does not work, use a different one. No matter the device you
will have two methods open to you.

If you have a device, you will be able to do your Microsoft Office-based school work.

You can even do it on your game console.

SO NO EXCUSES!




