Distance Learning
Getting Started
A Guide for Students (and Parents)

Getting Started with Microsoft Office365 Education for Students (and Parents)

Introduction
This document sets out basic information for using your new Microsoft Office365 Education account.

What is Microsoft Office365 Education
Microsoft ‘Office365 Education’ is the new way students, parents and staff at Sophia Mundi Steiner
School can access email, share files and documents and use computer applications like Word, Excel
PowerPoint and Teams. What is great about this is that you can access these things from anywhere
and on any device – a computer at school, your personal computer at home, your mobile phone and
tablet. Any change you make in one place will automatically appear in all the other places.
To get the benefit of Office365 Education you need to have and use your username and password

Username and Password
Your username is firstname.lastname
Your email is firstname.lastname@sophiamundi.vic.edu.au
You will have received a temporary password and will be asked to change this when first logging in.

Password Change Process
Sign into the personal computer using your login details.
Enter your current password, and your new required password twice.
Click the →button.
Password criteria
-

Minimum password length: 12 characters
Must not contain your name
Needs to contain uppercase letters, lowercase letters, numbers or symbols
Password must be changed every 12months
An easy-to-remember passphrase is best, especially one that cannot be easily guessed:
e.g GreenSpidersEat5Bananas
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Logging in to Office365 Education for the first time
Office365 Education can be accessed via an Internet Browser like Microsoft Edge, Apple Safari,
Google Chrome or Firefox.
1.

Open an Internet Browser on your computer or tablet

2.

Type in www.office.com

3.

Click on “Sign In”

4

Enter your Username and password and Click ‘sign in’
Note: you may be prompted to change your password –
please see Password Change Process above
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Note that students may get the following prompts after logging in.
You can safely click “Next”.

You are not required to enter any information. You can safely click “Cancel”.

Once logged in, students can reset their passwords via Settings:
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5
Once signed into Office365 Education – the welcome screen (the first page you see) will
look like this:

From here you can click on the square tiles to get to your email, calendar and many other
applications like Teams.
If you need help in finding or using these applications click on the question mark (?) in the top righthand corner.

Getting to email – Outlook
Email is accessed through an application called Outlook
Click on the Outlook tile on the Office365 Education welcome screen to open your email
We recommend you also download the application onto your desktop for full functionality.

4|Page

Getting onto Teams (online classes)
Online Classes are accessed through an application called Teams
Click on the Teams tile on the Office365 Education welcome screen to open the program.
It is essential you download the application (App) onto your desktop for full functionality.

Once you are signed in, please use the Student and Parent Distance Learning Addendum as a guide
to navigate around the Teams platform and familiarise yourself with the features.

Need Assistance?
If you need assistance with your password or other setting up issues:
Contact MaxIT HelpDesk
-

Email support@maxit.com.au or
Call 1300 557 127

Contact School Admin
-

admin@sophiamundi.vic.edu.au
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