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Logging onto Microsoft Office 365 at Home 
Any student of Christ’s College can use Microsoft Office 365 (Word, Excel, PowerPoint etc.) at home on their own or shared 
family computer, tablet or smart phone. As a Christ’s College student they can even install Office 365 for free on up to 5 devices.  
 

Step 1 
Open a web browser (Google Chrome, Safari, Edge etc.). 

 
 

Step 2 

 
 

Step 3 

 
 
Step 4 

 
 
 

Go to: 
www.office.com 

Click ‘Sign In’ 

Your child’s login (found at the back of 
their planner) is entered here. 

You are now logged into your child’s 
Microsoft 365. You will see the icons 
for all of the ‘apps’ (PowerPoint etc.) 
on the left hand side. You can click on 
each one and you will be able to use it 

online. 



There are lots of ‘apps’ in Microsoft 365. Here are a few you might be familiar with and want to use: 

 
You can use all of the Office 365 apps online in a web browser which means you can log in on any device, anywhere. If you are 
using them online, it means that some of the normal functionality of these programmes is lost. Have a look at the details below 
to see how to download Office 365 to your device.  
 

Laptops and Desktops 
A Christ’s College student can download Microsoft 365 to your 
home device for free as a Christ’s College student. Here’s how: 
Repeat steps 1-3 to the left.  
 

 
At the top right of the screen click on ‘Install Office’ 

 

Click the option ‘Office 365 Apps’ 

 
And follow the instructions on your computer. 
 
Once it is downloaded you can access all of the apps on your 
computer without opening a web browser.  

 

Mobile Phones and Tablets 
You can download any of the Microsoft Office 365 apps and log in 
using your child’s log in details.  
 
Here is an example of 
downloading Microsoft Teams 
on an Apple iPhone: 
Step 1: 
Open the Apple App Store and 
search for Microsoft Teams (or 
whichever app you wish to 
download). 

 
Step 3: 
Select the app and download. 

 
Step 4: 
Open the app and sign in (you will find your child’s login details 
printed on a sticker inside their planner). 

 
Step 5: 
You’re ready to go. It looks a little 
different because the navigation 
tools are along the bottom of the 
screen rather than the side and 
top. 

 

 

Christ’s College students have access to Microsoft Teams which is an outstanding online 
classroom.  
 

Teachers will set quizzes and assignments, mark work and return it with feedback and could even 
teach live using their webcam.  

 

 
 

 
  

You will find the 
Office 365 apps in 

your computer’s main 
menu. 
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Using Microsoft Teams at Home 
Step 1 
Login to Microsoft Office 365.  
 

Step 2 

 
The Teams icon looks like this: 
Click on the icon and it will open Teams.  
 

Step 3 
In Teams you will find that your child has already been added to at least two ‘Teams’. One Team for their class and one Team for 
their year group Each Team will appear as a tile on the screen like this: 

 
 

You teachers can set work, share files and even teach you live using their webcam! 
 

 
  

You will find the Teams app on the left hand side of 
your screen. You might have to scroll down to find 
it.  



Completing work that your teachers have set. 
Step 1 
Click on the class tile (on the screen shown above) and it will open a page like this: 

 

 
 
 
 
 

Step 2 – completing the work 

 
 
 
 

 
 
 
Step 3 – handing work in 

 
At the top of the assignment you will see a blue ‘Hand in’ button. Click the button to 
submit your work to your teacher.  
 

 
 
 

 
 
 

 

The Team will open in the posts 
page. 

In ‘posts’ you will see 
announcements from your Child’s 

teacher – they will be able to 
share links, ask questions and also 

send you assignments here. 
 

When the teacher posts work it will 
appear as an ‘ASSIGNMENT’.  

You will see the title, due date and a 
button to click to access it. 

Teacher will tell you 
want you need to do 

here. 

Any helpful material 
will be here. 

If you have to 
complete a worksheet 

or use a template it will 
be here. Click and it 

will open. 

If your teacher hasn’t given you a 
worksheet or a template to use then 

you should complete the work in 
Word or PowerPoint and click ‘Add 
Work’. This will allow you to upload 

what you have done.  
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Attending online lessons. 
If you are working at home for an extended period, your teacher may schedule a live lesson and teach you at home using a 
webcam. Here is what you need to know: 
 

Step 1 

 
Your teacher will schedule a class and it will appear in on the general page where your assignments are posted.  
 

Step 2 

 
 

Step 3 

 
 

 
If you child misses a live lesson they can download a recording later on to catch up.  

 

When the time 
comes, click into this 

post.  
 

Click ‘Join’ in the top 
corner. 

Click ‘Join Now’ 
 

Always move the 
slider to off for your 

camera and 
microphone. 

Just click download 
here.  

 


