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Office 365 for school staff and students

J Office 365

Microsoft Office 365 is a cloud based offering by Microsoft that enables school staff to access software and to store
and access documents anytime, anywhere, using a variety of devices.

The Department have provided all staff in Victorian government schools with access to:

° install the Microsoft Office productivity suite (including Word, Excel, PowerPoint, OneNote etc.) on up to five devices at
home or school. Devices can be PC, Mac, iOS or Android, and

° 1 terabyte of online storage for school work and curriculum material.

These capabilities are provided at no cost to school staff to support teaching requirements.

This quick guide enables you to start using your Office software and online storage to share documents with
multiple people and devices, regardless of location, direct from the cloud.

In this guide:
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How do | access Office 3657

Must read - Username formats @
Your Department (staff) / eduPass (student) username has two formats:

= Simple:
*  Example of staff simple username: 01234567
*  Example of student simple username: abcdl
= Full:
*  Example of staff full username: 01234567 @education.vic.gov.au
*  Example of student full username: abcd1@schools.vic.edu.au

As a general rule, when using a web browser you can use your simple username, whereas when using other apps you
need to use your full username (for the first time only).

Application Username format
£ Web browser Simple
@ Microsoft Office (desktop app) Full
OneDrive for Business (desktop app) Full
m iPhone / Android Phone Office app Full
21 =T,
Log in as a staff Log in as student
1. Open Internet Explorer. 1. Open Internet Explorer.
2. Go to https://www.edustar.vic.edu.au/0365 2. Go to https://www.edustar.vic.edu.au/0365

3. Login with your Department User ID and Password. 3. Log in with your eduPaSS User ID and Password.

A
R Ml Ocportmentof Ml Oecpartment of
NEEE Ecvcntions mainiog | €AUPaAss W MIETR Eiocations manicg | €A UPass W§

Security ( show explanation ) Security ( show explanation )

@ Thisis a public or shared computer @ Thisis a public or shared computer

(O Thisis a private computer (O Thisis a private computer
wem: | 01234567 | wem:  |abedl |
Password: [YTTTTTT YT Yeey Password: [YTTTTTT YT Yeey

Reset Forgotten Password | Reset Forgotten Password |
Copyright | Disclaimer | Privacy Copyright | Disclaimer | Privacy
Figure 1: eduPass log in form Figure 2: eduPass log in form

ﬂ If you need further assistance, please go to the Support section.

Office 365 for School Staff
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How do | install Microsoft Office on my Windows device? E

To download and install Office on a Windows PC:

1. Go to https://www.edustar.vic.edu.au/office and login
with your simple Department username (e.g.
01234567)

2. At the top-right corner of the Office 365 home page,
go to Settings Q > Office 365 Settings > Software

Change theme

Office 365 settings

Feedback

3. On the Software page, under Install Office 365
ProPlus with the new 2016 apps, select Install to
begin downloading the installer package.

[Install Office 365 ProPlus with the new 2076 apps |

Your admin has provided you early access to the next releg

Please send your feedback directly to your admin, and tha

Language: Vg

[English (United States) [ 32

Don't see the language you want? Install one of the langu3
Install

Note: This will download the newly released Microsoft
Office 2016 software.

Office 365 for School Staff

4. At the bottom of the browser, click Run, follow the prompts
and accept the license agreement to complete the
installation.

| Run || Save |VH Cancel

5.  When prompted to Activate Office, enter your full
Department Username and Password.

Activate Office

To activate Office, enter the email address that's
associated with your Office subscription.

| 01234567 @education.vic.gov.au

Enter a product key instead
When you sign in, your documents and settings are online
Learn more | Privacy statement

© Please enter your full Username:

Example: 01234567 @education.vic.gov.au

6. After installing, you can find the shortcuts to your Office
applications (Words, Excel, PowerPoint...etc.) from your
Windows desktop or Programs menu.

The Office 2016 installation process should uninstall
your existing version of Office software automatically
however sometimes that might not happen. In which
case, please manually uninstall the software.



https://www.edustar.vic.edu.au/office
mailto:09169508

How do I install Microsoft Office on my Mac? ‘

To download and install Office on Mac: 4. On the installation welcome page, select Continue to
begin the installation.
1. At the top-right corner of the Office 365 home page, go

to Settings € - Office 365 Settings > Software 8o o bstal Microsoft Offs 2016 for Mae
Welcome to the Microsoft Office 2016 for Mac Installer

You will be guided through the steps necessary to install this

® Introduction soft o

License

Destination Select

Installation Type

Change theme

Installation

Summary
Office 365 settings
Feedback
2. On the Software page, under Install Office 2016 for Mac, " ' |°_|
. . . ontinue
select Install to begin downloading the installer package.
SoFiaTe 5. Enter your Mac Username and Password, and select

Offce Office Install Software to complete the installation.
Project
Install Office 2016 for Mac

Visio
This will install apps on your computer: Word, £xcel, PowerPoint, ¢

OneDrive

= . ~~ Installer is trying to install new software. Type L
Tools & add-ins = X = e 3 . your password to allow this.
® Introd u
Desktop setup Word Excel  PowerPoint Outlook OneNote N
® License Username: Mac User
Phone & tablet Review system requirements & Desti Pa " I ........ '| ]

@ Install
o et
Install Software —

Cancel
Summi - |

_

3.  When the download has completed, open Finder "- go
to Downloads, and double-click
Microsoft_Office_2016_Installer.pkg

[ NoN ] [ Downloads
< H = el
# Applications Neme__ @ The Office 2016 installation process should
= Desktop ® Microsaft Office 2016 Installer.pkg uninstall your existing version of Office software
M Documents automatically however sometimes that might not
B Install New happen. In which case, please manually uninstall the
| Ooowioass software.
Devices
Macintosh HD

O Finder ‘= is located on the Dock menu and is
usually the first item from the left.

To activate your Office for Mac: 3. Follow the rest of the wizard to complete the activation.

1. Following the installation, you will be prompted to @ Picase enter your full Department Username:

activate your Office. At this point, click Get started. )
For example:

Username: 01234567 @education.vic.gov.au

2. Select Sign in and enter your full Department Username
and Password.

Office 365 for School Staff 4


mailto:09169508@education.vic.gov.au

How do | install Office on my iPhone or iPad? B

To download and install Office on iPhone or iPad: If you are already using Office apps on your iPhone or iPad,
you can add additional account:
1. Open the Apple AppStoreL@Jand find the Office apps
to install by searching for “Office 365” 1. Open Word, Excel, PowerPoint, or OneNote on your
iPhone or iPad.

@ m @ 2. Navigate to Account > Add a Service, enter your full
Department Username and Password then select Sign in.

1. Microsoft Word 2 Microsoft Excel 3. Microsoft 4. Microsoft
for m for iP-a va?usm for... o.umm for iPad

Lo 52 (ifmehey eeane) Free v,

(7] Please enter your full Department Username.

2. Follow the on-screen instructions and when prompted
to sign in, enter your simple Department Username
and Password.

< Back Sign In

What email address would you like to use to
sign in to Office? (If you already have an
account that you use with Office or other
Microsoft services, enter it here).

< Back Sign In

sts.education.vic.gov.au

Sign in with your organizational account

| 01234567@education.vic.gov.au |
Next
How do | access my online storage using OneDrive for Business? E
To start-up OneDrive: To upload a document:

On the Office 365 Home page, click the B icon (top-left) You can upload documents in one of two ways:
then select OneDrive.

1. Use the upload button. Click & Uplead ang choose a
single file, or multiple files, to upload.

OneDrive

5 J— OneDrive @ VIC - Department of Education and Training

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share

Collaborate with Office C @ new S T .
- v D e [Uds e oy oo B TR}  yosn
= = Shared with Everyone  «-. January19 88 Shared [ Te}
& My Document e Junel 8 Onlyyou [ Te
@ My Spreadsheet . Junel 8 Onyyou ITe

To open a document:

Click the document’s name under the Name column. —or—

B Lo B O v 2. Drag-and-drop. Drag-and-drop the file(s) in the
v [ Neme Modified Sharing Documents page
Notebooks - Junel 8 onlyyou
Shared with Everyone .- January 19 2% shared
v .. 4hoursago @ Onlyyou
Document1 % -+~ 4hours ago 8 onlyyou
Documenta 3 s 15minutesago @ Onlyyou
My Document s 3 hours ago 8 Onlyyou
My Spreadsheet we Junel 8 Onlyyou

Office 365 for School Staff 5



To create a new document: To use revision management:
New documents you create with, or upload to OneDrive, are
private to you (invisible to everyone else). You can make
them available to selected individuals by sharing them (see To
share a document).

When you make updates and save a document on
OneDirive, previous versions are kept. If mistakes emerge
over the life of the document, you can go back to one of
these versions to fix it.

Navigate to the folder where the document you wish to
roll back is located, right-click on the document and

1. Click @ new then choose the format. 1.

Office 365 | OneDrive select Version History.
P search Onedre Onebrive @VIE - Create a new file *
v [ Name Modified Shari
Docur =
Documents Word document T B B
- QG - Office 365 for School Staff VIO % | o i word
Shared with me Welcome loy. 1% Excel workbook [2 . 4 onli
o Dn Open in Word Online
-
Site folds ierPoi
ite folders pﬁ PowerPoint presentation Download
Recycle bin v [ nem
Not gi OneNote notebook 7vd Share
Shai red
5 Rename
Myl ;% Excel survey v
My v ¥d Delete
New folder
Move or copy
Version History

You'll be taken directly to the web application for the type

of file you selected.

2. To use the Office application instead of the web based

version, an option is available from the toolbar.

In our example here, select Open in Word.

AE  HOME  INSERT  PAGELAVOUT  REVIOW ¢ | osenim woro
=
) Cabri(Body  +|11 nagbce | ol
B I Uakox x%- A- = e | e |

& Format Panter

unge Capoosr Paragraon

To share a document:

1. Right-click on the document you wish to share and
select Share from the popup menu.

@ New i Upload s Sync C} Share More v

v [0 Name Modified sh

QG - Office 365 for School Staff v1.0 % | R ‘f
Open in Word

g Open in Word Online

Download
Rename
Delete

Move or copy
Version History
Properties

Advanced 4
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2.

On the version you wish to revert to, click on the down-
arrow and select Restore.

Version History

Delete All Versions

No.d  Modified Modified By size Comments

10 9/6/20154:36 PM ~

Quach, khanh K 1.8 M2

In the popup, enter staff and student names, email
addresses and groups.

Use the drop-down to assign Edit or View permissions
then click Share.

Share 'My Document’ *

8  Only shared with you

Invite people B
Enter names, email addresses, or 'Everyone.

Shared with

‘

Include a personal message with this invitation (Optional).

SHOW OPTIONS




To co-author a shared file:

1.

On the OneDrive page, right-click on the target
document, select Advanced, and then Check Out.

v [ Neme Modified Sharing

QG - Office 365 for School Staff v1.0 3 Jege 8 onlyyou

Open in Word

Open in Word Online
Download

Share

Rename

Delete

Move or copy

Version History

Properties

Advanced ¥ | Check Qut
Follow
Workflows

When a document is checked-out a green arrow
appears over its icon.

| Documentl # «s« 4 hours ago 8 only you

When you are finished editing, check the document
back in. Right-click on the document, select
Advanced, and then Check In.

v O Neme Modified Sharing

@ QG - Office 365 for School Staff v1.0 3 ‘ago & only you

Open in Word

C Open in Word Online
Download

Share

Rename

Delete

Move or copy
Version History

Properties

Advanced 4 l Check In |

Follow

Discard Check Qut

Workflows

@ The option to Discard check out is useful for
times where you want to cancel a ‘check out’ without
making any changes.

Office 365 for School Staff

Alert me when something changes:
You can set up an alert for a document by “following’ it, so you
are notified by email when updates occur.

1. Right click on the document, select Advanced and then
Follow

@rew A pload B snc G share
v O reme

£ -  far School Staff v1.0 #

Open in Word
Drag files her
Open in Word Online
Download Rignht click
Share
Rename
Delete
Move or copy
Version History

Properties

Advanced » [ Check Qut

Follow

‘Workflows

2. A confirmation message will appear at the top-right corner

? Quach, Khanh K

QG - Office 365 for School Staff
v1.0.docx

Now following this document

To view a list of documents you are following, select
Followed from the Browse menu on the left of your screen.

To send an email to people you’re sharing with:

1. Inthe Sharing column, click the Shared icon alongside any
OneDrive document.

@ new 1 upload & syne (Jshare  More v
v O Name Modified Sharing odified By

Notebooks s Junel Only you Teacher, Henry H
Shared with Everyone e January 19 22 Shared Teacher, Henry H
Document % s 21 minutes agol Only you Teacher, Henry H
Documentl % e 20 minutes ago| Only you |1 Teacher, Henry H
My Document w11 minutes agol Only you Teacher, Henry H
My Spreadsheet «= Junel Only you Teacher, Henry H

2. Click Email everyone to take you to a new email
addressed to those you've shared with.

Share "Shared with Everyone

28 Shared with lots of people

Invite people Teacher, Henry H Owner
Shared with Teacher
H Everyone except external users Can edit v

EMAIL EVERYONE | ADVANCED




Sync online files to your device and take your work with you:

Compatible devices that can be used to sync files with
OneDrive for Business include PC, iPhone, iPad and
Windows Phone.

~ U L

On the Documents page, click & sync

LN NN ]
L

OneDrive for Business

Documents

Welcome to your OneDrive for Business, the place to store, sync, and share your work. Df
@ New 1 Upload v
v [ Name Create a synchronized copy of this library on your }
computer.
Notebooks q

Shared with Everyone »es January 19 2% Shared Teach

Get the OneDrive for Business client for other devices:

To sync, your device needs a (free) OneDrive for Business
application installed. Take care to download the Pro version,
as the basic version is not compatible with this service.

- &

Microsoft Office 2013 already includes everything you need
to sync files in the cloud with OneDrive.

For computers with earlier versions of Office, a separate
client is available for download — paste the following address

into your web browser, or click the link:

http://go.microsoft.com/fwlink/?LinkID=511444&clcid=0x1409

When you sync for the first time you may be asked for your
username or email address - enter your full Department
Username and Password, then click Sign in.

s

Mac .

At this stage there is no OneDrive application available for Apple
OSX.

IPhone / iPad E

Office 365 for School Staff

The OneDrive for Business app installs on your device and a
folder is created. Everything you put in this folder will
automatically sync between your device and your school, in the
cloud.

The example here shows OneDrive for Business on the
desktop’s system tray:

7]

OneDrive for Business A-X
You can always see the status of your synced files here...

Whenever you add, change or delete files in one location, all
the other locations will be updated.

Once installed, sign in using your full Department
Username and Password.

@ picase enter your full Department Username.

For example:
Username: 01234567 @education.vic.gov.au

soxil 11710 AM

6 OneDrive sts.education.vic.gov.au

Sign in with your organizational account
Sign in to OneDrive

or OneDrive for Business.

1234567 @education.vic gov.au
01234567 @education.vic.gov.a

Sign up

Privacy Statemen #2013 Micresall



http://go.microsoft.com/fwlink/?LinkID=511444&clcid=0x1409
mailto:01234567

OneDrive for Business is available from the iTunes store.

Support

Common issues:

| am unable to sign into OneDrive for Business mobile app

L] Ensure that you can sign into OneDrive for Business from a
web browser and successfully create a test document (see
Page 4 above for further instructions).

The Office 2016 installation process did not uninstall my
previous version of Office.

L] You can uninstall the previous version of Office manually by
following the Microsoft instructions (link below) or see your
specialist technician for assistance.

o Uninstall Office for Windows

o Uninstall Office for Mac

See your Specialist Technician

Should your Specialist Technician be unable to resolve the
issue they can escalate to the Department Service Desk.

Office 365 for School Staff

el

Self Help

http://community.office365.com/en-us/default.aspx

Support for all other areas of Office 365 can be obtained via the
Office 365 Self-help community.

Resources

Office 365 Learning Hub:
https://www.microsoft.com/australia/o365learninghub/

OneNote: http://www.onenoteforteachers.com &
http://www.onenote.com/classnotebook

Educator Community: http://education.microsoft.com/australia

Professional Learning Opportunities: http://aka.ms/msauedupd

Microsoft in the classroom:
http://www.digipubs.vic.edu.au/pubs/microsoft-in-the-
classroom/microsoft-in-the-classroom



https://support.office.com/en-nz/article/Uninstall-Office-2013-Office-2016-or-Office-365-from-a-Windows-computer-9dd49b83-264a-477a-8fcc-2fdf5dbf61d8
https://support.office.com/en-nz/article/Uninstall-Office-2011-for-Mac-4bfcd230-0ea1-4656-bf30-dbfa44d358fa?ui=en-US&rs=en-NZ&ad=NZ
http://community.office365.com/en-us/default.aspx
https://www.microsoft.com/australia/o365learninghub/
http://www.onenoteforteachers.com/
http://www.onenote.com/classnotebook
http://education.microsoft.com/australia
http://aka.ms/msauedupd
http://www.digipubs.vic.edu.au/pubs/microsoft-in-the-classroom/microsoft-in-the-classroom
http://www.digipubs.vic.edu.au/pubs/microsoft-in-the-classroom/microsoft-in-the-classroom

