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STUDENT ‘HOW TO
GUIDE’ FOR ACCESSING
YOUR EMAILS AND
MICROSOFT OFFICE 365

COVID-19 CLICK HERE FOR KEY INFORMATION AND UPDA

Head Teacher's Welcome Top Performing and Impr

MORTIMER CO!
COLLE(

o]

®;

Microsoft
Sign in
to continue to Outlook

psmith@mortimer.school

Can't access your account?

Sign in with a security key (2)

Back Next

Enter your school email
address, then click Next.
Your email address will be

username@mortimer.school

@

To access your emails from home, use Microsoft
Office 365, first visit the Mortimer Community
College website at:

www.mortimercommunitycollege.co.uk

toMostimer Community Colleg

nitys 2 positive 0

% positive DY

Click on ENTER
SITE

QFFICE 365

Click on OFFICE

menu bar at the top of the

page.

365 from the

vvvvv

Welcome to Office

s plsc st communcste, collbarate 3 get reat wark
sign oMfce >

Click on Sign in.

mour username
is usually your
first initial and
surname (this
will sometimes
have a number

&at the end).

mour username is \

what you use to
log onto
computers at
school with.
(This is not the

same as your
Activelearn or
Hegarty maths
username)

J




@ Enter your password

B® Microsoft

(the one you use to
sign in on school

computers) and click @& w§ T
Sign in. & @ & (P

& psmith@Mortimer.school
Enter password

Forgot my password

Office 365 can also be accessed through tablets and smartphones, however |
you will need to download the Microsoft Office app to create and edit
documents — more details on page 3.
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o Qi You should now have access to your Microsoft Office 365
'; account. The list of icons down the left hand side (as shown on
0 a this page) will allow you to use programs like Microsoft Word,
T Excel and PowerPoint to complete work. Microsoft Outlook will
== allow you to access your school emails.
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Your work will save
automatically. But you will
need to change the name of
the file.

To do this click on the drop

m down arrow at the tOp Of
Yo.u can now change the the screen, shown above.
‘File Name’ and ‘Location’ of e

Year 7 Isolation work

PSmith

where you will save your : | '
work to.




Sharing your work with your teacher...

|27 Share

By O

Once you have
completed your work

Year 7 Isolation work

PSmith

you will need to share
{ it with your teacher by
" || clicking on the share
- __~ || button.

Start to type the initial and surname @ e

of your teacher and their email @) Arvorevihthenkcomedi >

address will automatically appear. 7

Click send and your done. Your work || 4 /

will have been sent to your teacher. e —

Comments X 11

Your teachers can then give feedback on your work
and you can make any improvements needed.

S Liddle

Downloading the Microsoft Office App

To download the Microsoft Office
app go to ‘Google Play’ store on an
Android device or the ‘App Store’
on an Apple device.
Simple *
" Powerful S
: Search for ‘Microsoft Office’. Then
L select to download the app shown
on the left. T
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@ PowerPoint

Sign in using your school email and
school password used to log on to
the computers at school.

You should now see the app on /
your device. Open the app and

click on the + sign to create a new
document. Now choose what type
of document you want to make.




