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Student Quick Guide –  
Activate Microsoft Office 365 
Account 

  

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 

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

 

  

mailto:YourStudentID@student.excelsia.edu.au
https://www.office.com/
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2. Set up Microsoft Authenticator 

• Click Next to set up your authentication details. 

 

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

 

• Click Next until you see the QR code. 

• On your phone (not computer), visit Google Play or Apple App Store and 

• Download Microsoft Authenticator. 

• Open the Authenticator and accept the terms. 

• Tap Scan a QR code and allow camera access. 

https://excelsia.edu.au/mfa/


Student Quick Guide – Activate Microsoft Office 365 Account  
Mar 2025  Page 3 

   

• 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. 

  

   

• Scan the QR code shown on the computer. Click Next on your computer. 
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• 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. 

 

• You also receive an approval request on your phone’s Authenticator. Enter the number 

displayed on the computer and click Yes. 
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• Click Next. You’ll get the confirmation on your computer.  

• Click Done to finish. 

 

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

to sign in. 
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3. Exception – App password 

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

 

• This is an app passcode which you will hardly use in the future, but you can take a picture of it 

for record. 

• Click Done to finish. 
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4. Set time zone 

• Set your time zone (at the right top corner of the Office Portal) 

Click the link to proceed 

 

5. Start using Office applications 

• 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). 

 

• You can also use the online version of Word, Excel, PowerPoint, etc. by clicking the button New 

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

• Click Show All icon (9 dots) 

 
• Click the individual application icon to start. 

 

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

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

search field (left bottom corner of your screen). 

 
• Click on the application or the file listed under Recent directly. 
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• Alternatively, start the application from your taskbar if you have previously pinned it on the bar 

 
• To pin any application on to the taskbar, while having the application running, right-click on the 

icon and choose Pin to taskbar. 

 

8. Use OneDrive to keep your files on the cloud 

 

• 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 

• 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. 

• 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. 

 



Student Quick Guide – Activate Microsoft Office 365 Account  
Mar 2025  Page 10 

 

Forgot Your Password 

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

 

Need Support? 

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

 

mailto:IT@excelsia.edu.au

