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Things You Need To Know for Day 1


The online website link will change. The shortcut will be added to our website Employee page,
but any shortcuts you’ve saved on your desktop or bookmarks bar or favorites list will need to
be updated. You will be using the following link:
https://login.microsoftonline.com/









Username: Your full email address (ex/ tbachand@thompsonpublicschools.org)
Password: Same as your computer login and current email login

Mail on your phone will no longer work. You will need to download the Outlook app from the
app store of your respective mobile device. You will then simply log into the application with the
credentials noted above and the application will set itself up. You will need to remove the old
Exchange account from your phone or it will keep giving you error messages that it cannot sync
with the server.
If you are set up to use Outlook through the Office Suite locally, you will be prompted for your
login credentials when you first start the application. Your username and password are the same
as above.
If you’re not sure how you are accessing Outlook currently, please use the link above for the
web portal.

*Please note that if you forget your password it will now take up to 30 minutes to sync from our
servers to the website. This is a default setting that we cannot change at this time.

Using the Online Apps
The online web portal is what will be replacing the old email website you are used to seeing. Using the
online portal does not count towards one of the 5 device licenses attached to your account. The online
web portal is compatible with all devices – including Chromebooks and iPads!
Office 365 Homepage
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Outlook Mail App
This is the new version of Outlook online. If you are currently using a locally installed Outlook
application, this will look familiar to you.

Attaching a file will now work on any browser, no need to flip back and forth when adding attachments.
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First Launch of the Word App
If you currently are using a Dropbox account, you can sync it at this stage. If you do not have a Dropbox
account, Microsoft includes OneDrive cloud storage of 1TB with each account.

Office Suite Installation

Office 365 for Education
How the Office Suite Installation Works
Each user account gets 5 device installations for the locally installed Office Suite. This means that you
can install the application on your home devices. The Office Suite installation is compatible with Macs
and PCs however it is not compatible with Chromebooks and iPads. Chromebooks and iPads use flash
memory so you will either have to use the web portal or install the appropriate web applications from
each device’s app store. These devices will still sync to your account and will not count towards the 5
device installations on your account.
On the homepage of the web portal, you’ll see a button to install the latest Office Suite. Simply click it
and download the program.

When you launch one of the downloaded applications, you’ll notice your name in the top right corner.
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If you’re on a computer that has Office already installed…
Office 2013 (and up) has the option to sign into its applications so that you can sync your Microsoft
account information. Many desktops throughout the facility are still using this version of Office.

Once you’re logged in, the Sign In link will change to your name. Selecting the drop down menu will
bring you to the Account Settings page where you can Sign Out when you are done.
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FAQs
1. What’s the difference between the online applications and the locally installed Office Suite
applications?
Most users will not notice much of a difference between the two types of applications. The
online applications have basic formatting tools which is perfect for everyday users while the
Office Suite includes full functionality and advanced techniques that may be more suitable for
advanced users.
2. What happens to my documents and Office installation on my home computer if I leave the
company?
If you leave the company, your subscription with us will be cancelled and your Office Installation
will revert to a read-only state. You will not be able to edit or create new documents but you
will be able to view any documents saved to that computer. You will need to move any
documents from OneDrive that you will be keeping in order to continue to access them.
3. What happens if I get rid of an old computer and want to install Office on a new one?
You are able to manage your own subscriptions under the settings menu in the web portal. Here
you are able to deactivate your own devices so that you can add a new device.
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4. What if someone wants to use Office on my computer with their account?
The best way to do this is to have them use the online web portal. You can also follow the
instructions for logging into Office 2013 for each application.
5. What if I want to use Office applications on a student computer or other public computer?
All student computers already have the full Office Suite installed. If you need to access your files
on a student computer or access email from a computer in one of the labs, simply login to the
web portal to access the information you need.
6. Do the students have access to Office 365 at home?
We are currently offering Office 365 to staff members only. Students will only be able to access
Office products on site.

