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Activate Microsoft Office 365
Account
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Overview

Excelsia provides current students with FREE access to Microsoft Office applications online. You can
use Word, Excel, PowerPoint and Outlook (email facility) for your student work. To access the
applications, sign in using your full account name, which should be your Student Number in the format
of YourStudentID@student.excelsia.edu.au. This user name is also your email address.

Microsoft Office 365 Portal

https://www.office.com

Procedure

1. Accessing Office 365
e Go to https://www.office.com and sign in with your Office 365 account (email address).

C Q B https//www.office.com g 9 & O

Vicrosoft I Microsoft 365 Products v Resources v More v | Buy now | All Microsoft v

=

Welcome to the Microsoft 365 Copilot app

The Microsoft 365 Copilot app (formerly Office) lets you create, share, and collaborate all
in one place with your favorite apps now including Copilot.*

Get Microsoft 365

B& Microsoft

Your user name (same as email address)

Sign in ‘/ B® Microsoft

teststudent1@student.excelsia.edu.au X ¢ teststudent1@student.excelsia.edu.au

Enter password

Your password
S0 RES *—
Can't access your account?

Mo account? Create one!

Sign-in options \ Forgot my password
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2. Set up Microsoft Authenticator

e Click Next to set up your authentication details.

B® Microsoft
teststudent1@excelsiaeduau.onmicrosoft.com

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more \

Next

You can watch the video at https://excelsia.edu.au/mfa/.

KEEp your account secure

Your organizalon réquires you 1o set up the followang methods of proving who you are.

Method 1 of 2: App

g 2

App App password

Microsoft Authenticator

e Start by getting the app
On your phané. indtall the Microsoft Authenticator app. Download naw

After you install the Microsoft Authentacator app on your divice. choose “Next™.

| want to use a different authenticator app

e Click Next until you see the QR code.

e Onyour phone (not computer), visit Google Play or Apple App Store and
e Download Microsoft Authenticator.

e Open the Authenticator and accept the terms.

e Tap Scan a QR code and allow camera access.
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< App Store s\ T

T72%(%)

4:40 pm

Help us improve Microsoft Authenticator

We collect required basic diagnostics to keep
the app secure and up to date. This does not

include your name or any sensitive data.

Improve the app by sharing your app
use data

Decline

Microsoft Privacy Statement

< App Store

Skip

@

Peace of mind for your digital life

Secure your accounts with muiti-factor

authentication

Sign in with Microsoft

@ Add work or school account

[ EE Scan a QR code j/
oR my .

Authenticator

“Authenticator” Would Like to
Access the Camera

May be needed to scan QR code to
add a new account

A Don't Allow OK of
account you aaa will appear nere.

Already have a backup?
Restore your account.

Begin recovery

A & © E3

Add Verified 1Ds.

e If you already used Microsoft Authenticator, tap + to add a Work/School account. The below
screen is only an example and may not be the same as what you will see on your phone.

17:45

Authenticator

Add account

WHAT KIND OF ACCOUNT ARE
YOU ADDING?

Personal account
B™ Work or school account

Other (Google, Facebook, etc.)

Add work or
school account

Sign in

Scan QR code

Scan QR code

v

Or enter code manually

e Scan the QR code shown on the computer. Click Next on your computer.
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Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft Authenticator
app with your account.

After you scan the OR code. choose "Next™,

Can't scan image?

A new entry (excelsia.edu.au) is added to your Microsoft Authenticator.
Click Next on the computer. The phone authenticator app and the account are then
connected. Note the number on your computer.

Microsoft Authenticator X

Let's try it out

v

Approve the notification we're sending to your app by entering the number shown below.

- &

You also receive an approval request on your phone’s Authenticator. Enter the num
displayed on the computer and click Yes.

16:10 W T .

= Authenticator Q +

Are you trying to
signin?
R excelsia.edu.au

testuser@excelsia.edu.au 3, ., ?

Enter the number shown to

@ sign in.
&S X
[Enter number here 0)

No, it's not me

® =)o
690 279 G

1 2 3
04 5 6
¥ 8 9
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Microsoft Authenticator Py

Notification approved

v/

o Click Next. You'll get the confirmation on your computer.
e Click Done to finish.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done” to continue signing in.

Default sign-in method:

Microseft Authenticator
Phene (2)

@ Microsoft Authenticator

e  You will be asked to Approve sign in for the application or portal that you originally wanted
tosignin.

B® Microsoft
testuser@excelsia.edu.au

Approve sign in request

@ Open your Authenticator app, and enter the
" number shown to sign in.

41

No numbers in your app? Make sure to upgrade to
the latest version.

j can't use my Microsoft Authenticator app right now

More information
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3. Exception — App password

e If you see the below screen after the approval test. Enter a name for the app, e.g excelsia.

Keep your account secure

Your organization reguires you to set up the following methods of proving who you are.

Method 2 of 2: App password

App App password

App password

Start by creating a name for your app password. This will help differentiate it from others,

What name would you like to use? Minimum length is 8
characters.

| excelsia|

e Thisis an app passcode which you will hardly use in the future, but you can take a picture of it
for record.

e Click Done to finish.

Keep your account secure

Your organization requires you to set up the following methods of proving who you are,

Method 2 of 2: App password

& @

App App password

App password

App password was successfully created. Copy the password to clipboard and paste into your app. Then return here and
choose ‘Done’

Name:

excelsia

Password:

B |

wynplmmssjzszbfw

Note: Keep this password in a safe place. It will not be shown again.

o | S
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B® Microsoft
teststudent1@excelsiaeduau.onmicrosoft.com
Stay signed in?

Do this to reduce the number of times you are asked

to sign in.
You can check this box to stop this question for next time

D Don't show this again  choose stayed in or not

o 4 I

e Setyour time zone (at the right top corner of the Office Portal)
Click the link to proceed

4. Settime zone

® e @

& Set your time zone
To set your profile photo and
receive reminders, go to Mail and

Install Office

=&t the time zone for your calendar. —

—

5. Start using Office applications

e You can download and install Office applications by clicking Install Office button. You're
allowed to install Office on (up to) 5 devices (including your smartphone).

® e @

. Set your time zone
SRSEL ETiEs & To set your profile photo and

/ receive reminders, go to Mail and

et the time zone for your calendar. —

e You can also use the online version of Word, Excel, PowerPoint, etc. by clicking the button New
or Upload and open.

T Upload and open... m

m Word document
I' Excel workbook

& PowerPoint presentation

OneNote notebook

2

Forms survey

2

Forms quiz

7

Sway page
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& ¢ ThisPC @ Documents w O
Mew folder e m @
! Hame Dt imadibed Type Sisg
Custom Office Templates 120082019 £:42 AM il fe
Fau fa 120077 M Filefoldes E._.
2 My Dota Soueees 2000652019 17:4 File feades '
L) 10772019 225 PM  File folder

¥ @)Navigale to your folder location and click on the file to open.

[ T Upload and open.. !

:::‘:ISE 9)

¥

File namse: | | w

6. Use online version of Word, Excel, PowerPoint and Outlook

e Click Show All icon (9 dots)
(1)
e 61%‘&4 365

e C(Click the individual application icon to start.

Apps
o™ > W | X | 2 i s T
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams

Explore all your apps

7. Use desktop (installed) version of Word, Excel, PowerPoint and Outlook

e Search the application by entering the first few characters of the app name in the Windows

search field (left bottom corner of your screen).
Search suggestions

oo @

e C(Click on the application or the file listed under Recent directly.

All apps Dacuments Settings Web Mare
Best match @)
3| Excel >
—  Deskiop app
Apps
~ File Explorer s Excel
Desktop app
Internet Explorer 2
Documents
O Open 9
2% Set up your Excelsia Student Office 4 -
365 Account ” / i
Recent

Arrece Evealzia lihran: Off-Camanc
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e Alternatively, start the application from your taskbar if you have previously pinned it on the bar

wg x3 o L T

.
)

e To pin any application on to the taskbar, while having the application running, right-click on the
icon and choose Pin to taskbar.

X8 Eucel
-3 Pin to taskbar

Close window

iy W@ xi og

8. Use OneDrive to keep your files on the cloud

OneDrive

e You can use OneDrive as your drive on the cloud when saving the files within any Office
applications. For convenience sake, you can set up file synchronisation between your computer
and OneDrive. After that, you can access your files via File Explorer. (For details of how to do it,
check Microsoft website or learn it from any reliable source on the Internet.)

Change Your Password

e You must change your password after finishing all initial set-up. Click the Settings icon then click
Change your password. Alternatively, click the Person icon on the bottom left, select View
Account, then choose Password on the My Account page.

e Passwords must be minimum 8 characters — at least one upper case (capital letter, e.g A), one
lower case (e.g. a), one digit (e.g. 8). You cannot re-use your past 10 passwords.

Settings X

Other

Third party notice

Themes

View all

Microsoft 365 Copilot =
Add Copilo
L Tt

Language and time zone

Change your language —>

Dark Mode @

Password

(Change your password >)
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Change your password X

User ID

MNew password

Confirm new password

Cancel

Forgot Your Password

e  When you forgot the password click reset it now on the Password window.

a8 Microsoft
<« teststudent1@excelsia.edu.au

Enter password

Your account or password is incorrect. If you don't
remember your password, reset it now.

Password \
S

Forgot my password

Need Support?

Contact IT@excelsia.edu.au or click the Help button on Excelsia Student Online Portal (EXO).
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