Getting Started
with Office 365
for Students




OFFICE 365 FOR STUDENTS

To access the HCPS Office 365 Portal,

‘IJ Office 3@
Open Internet Explorer and click on the Office 365 Portal Link portal.hcps.org

or

‘f
Open Internet Explorer and enter the web address: portal.hcps.org/ © X« portalhcps.org]

Will I need to login?

It depends upon the device you are using, if you are connected to the HCPS network, and what browser you are
using. You will not be required to login if you are on an HCPS networked device and are using Internet Explorer.

Environment Browser Login Required?

. Internet Explorer
HCPS Networked Device

(PC/Laptop/Tablet)

Chrome/Safari

NON-HCPS Device OR any device

B
not connected to HCPS network Any Browser

If prompted to login at any time in the Office 365 environment, use the following standards:

Username: username@student.hcps.org
(First name last name@student.hcps.org) Sign in with your organizational account

Example: georgewashington@student.hcps.org

username@student.hcps.org

Password: current HCPS network e

password

SEPTEMBER, 2015 PAGE 2 OF 5


http://portal.hcps.org/
http://portal.hcps.org/
mailto:username@student.hcps.org
mailto:georgewashington@student.hcps.org

OFFICE 365 FOR STUDENTS

Office 365 Home Page

Office 365 Home

Settings

Today is a day Install Office on your PC Language: English Change

_l: f h (¥ Make Bing your search engine
Or reS W g ” # Make MSN your browser homepage
3 g g ‘ a Applies to Internet Explorer, Firefox, Chrome, and Safari
perspect|ves Word Excel PowerPoint  Outlook Onelote
Got a Mac? Sign in to Office 365 on your Mac to install. Install now

Smartpheone or tablet? Get Office on your devices Troubleshoot installation

Learn how to set up email and Office 365 apps on your device

Save your files online for File storage,
creation and sharing

Casy aneess Collaborate with Office Online

Get schoolwork done across your devices
with 1TE of free online storage.
o Sikiee

Use OneDrive for free

QOneDrive

PowerPoint
Excel Online Online
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Documents

Office 365 OneDrive

p cearch OneDrive CneDrive @ Harford County Public Schools

Choose +New to create a new item.

Documents It will save directly to your OneDrive.

Recent

Shared with me

Followed \ [
Mew P upload A sunc (_J Share M .
Site folders @ | = P ~r 5Y L/ OneDrive

Recycle bin | Where to find v [0 name Madified Sharing
folders and docs OneDrive @ Ha - g X
that a teacher or Journal Entries «es A few seconds ago a8 o Create a new file
v Groups peer shares with Docur - -
you. Drag files here to upload Word document

Welcome to d

@ MNew 1-

Excel workbook

PowerPoint presentation

Cnetlote notebook

2 & B

survey

-
il

i

(]

[51]

Here are your file options.
Create folders for storage New folder
of similar files.

Welcome t ic Schools, the place to store, sync, and share your work. Documents are private until shared.

ace to store, syt

Maodifie

ly you Kin
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When opening an Office Program from ANY HCPS COMPUTER, choose File, Save as
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Save As

Journal #1
a
Recen
OneDrive - Harford County ;
t
& pic schools ° 0
@3
Print @ SharePoint o)
@ it
0
Choosing OneDrive - (a OneDrive - Personal v
Harford County Public ° 0
Schools will save directly to
your OneDrive. If you login @% Other Web Locations @ it
through portal hcps.org, you 0
will find your work.
Etl Computer

Options
B
== AddaPlace N
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