
Learner: Online Access 2020 

 

1 Excellence               Dedication           Ambition            Integrity                Tradition 

 

You need to logon using your new username and password.  

Once you have logged on, type office365 into the search engine and press search. 

 

 

 

 

 

You will receive the following links: 

 

 

 

 

 

 

 

Click on Office 365 Login and you will see the following screen: 
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Press sign in and if it doesn’t log you in automatically use your new email address and 

password. You will then see a screen with the links to the left that are shown below. This is 

where you will be able to use all office programs and Teams.  

 

 

 

 

 

 

 

 

 

 

 

 

You can use all the programmes associated with Office but first of all please click on the 

Teams link, which will take you to the following screen: 

 

 

 

 

 

 

 

 

Word 

Excel 

PowerPoint 

Outlook (Email) 

OneDrive 

OneNote 

SharePoint 

Teams 

Sway 

Forms 

Click on “Use the 

web app instead”. 
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All your classes will be shown on the screen similar to the screenshot below: 

 

 

 

 

 

 

 

 

Click on one of your classes and it will take you to the following screen: 

 

 

 

 

Click on the Files tab and you will then see the following screenshot: 
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To download the file, you will need to hover your mouse over the name of the file you wish 

to download and a circle appears to the left – put a tick in this box as shown below: 

 

 

 

 

 

 

You can now see a download link in the menu bar, or an open link, above the file which will 

enable you to save the file, or open it depending on your needs, as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The download is shown at the bottom of your screen. 


