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1. How to access office 365 via web browser

@ Open any Browser (Microsoft Edge, Google Chrome, Enter Password and then press m

Internet Explorer, Firefox or Opera)

@ Navigate To: https://portal.office.com

me Microsoft

H & | [= Start ¥ 4

& tstudent@student.kest.edu.bow

& .Y ! int & httpsy//portal.office.com Enter passwo rd

Forgot my password
@ Enter your Office 365 Email ID and then press aermye
B® Microsoft

Sign in

@ You are now logged in, Start using your desired app from the Apps list.
tstudent@studentkest.edubkow

Office 365 £ Search
Mo account? Create one!
Apps
Can't access your account?
o) ) | | P H || s 3 NG
X 2 < Class
Outlook OneDrive Word Excel PowerPoint OneNote SharePoint
Mext

Notebook

Explore all your apps

Documents

Recommended



https://portal.office.com/
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All of your documents created with these apps get stored in one drive.
You can access these files in any computer with internet connection & a compatible web browser.

In Case if you want to edit any MS Office file from your internal storage just click Upload and open...

o @ 7 Q@
Apps

Install Office

Office 365 £ Search

R e o & ®W P © ofi
Outlook OneDrive Word

Excel PowerPoint OneNote Class

SharePoint Notaback Delve

Explore all your apps

Documents

7 Upload and open New Vv

And then open your desired MS Office file from your PC.

G Open

« “ 4 || s ThisPC » Desktop » New folder

v O Search New folder R
Organize = Mew folder

= O @
Tuterials A Name Date modified Type

2% Dropbox STUDENT.docx 07-Nov-18 11:30 A...  Microsoft Word D... 81KB

& OneDrive
[ This PC

) 3D Objects
[ Desktop

[ Documents
4 Downloads
b Music

&=/ Pictures

B videos

‘s Windows (C:)

¥ Network
v

File name: | STUDENT.docx v| Custom Files (*ads;*xdsg™db;™ ~

Open || Cancel

You can now edit that file and save it in your OneDrive.



2. How to configure mail on mobile

Select the accounts you'd like to add and tap Add Account. You may be
Outlook asked to sign in.

for

. 1 account found

oees| Android ‘_\
yourname@gmail.com

- 3 Google

Install the Outlook for Android app from the Google Play Store and then
open it.
Tap Get Started if this is your first time.

Otherwise, to add another email account, open
ol

e 4 ) . H
the Menu = > Settings O Add Account > Add Email Account. Then skip
to step 4 under Set up another email account below.

< ADD ACCOUNT >

Tap Allow to confirm offline access and any other prompts.
Outlook may detect your Google accounts. To add them to Outlook for

Android, tap Google Connect Account and then tap OK to confirm. Tap Allow to
give Outlook access to your Contacts. E
Outlook would like to:

~ Google
A Connect account .
Have offline access

OK

If you don't want to add these accounts, tap Skip and then go to step 4 under Set

up another email account below.
DENY ALLOW

To add another email account, tap Continue and go to Step 4, otherwise
tap Skip.


https://app.adjust.com/xzzdub
https://support.office.com/en-us/article/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872#bkmk_anotheraccount
https://support.office.com/en-us/article/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872#bkmk_anotheraccount
https://support.office.com/en-us/article/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872#bkmk_anotheraccount
https://support.office.com/en-us/article/set-up-email-in-the-outlook-for-android-app-886db551-8dfa-4fd5-b835-f8e532091872

@ Enter your full email address, then tap Continue.

Add account ]

Enter your work or personal email address

yourname@yourdomain.com

CONTINUE >

@ Enter your email account password and tap Sign in or Next.

« yourname@yourdomain.com

Enter password

|!



2. How To Configure Mail on Mobile. Continued...

Android
built-in
emall
apps

o0 e

Gmail App

Before you begin, update the Gmail app to the latest version:

Open the Google Play Store app on your phone or tablet.

Type "Gmail" into the search bar and then select Update.

Note: If the update option is not available, you're already on the latest version.

@ Open the Gmail app.
Tap the menu icon in the upper left corner > Settings > Add

account > Exchange and Office 365.
Important: Do NOT choose "Outlook, Hotmail, and Live" unless you want to sync
email only and not calendar/contacts.

i

Set up email

S Google

ﬂ'_1 Outlook, Hotmail and Live
Yahoo

EB Exchange and Office 365

Other

@ Enter your full email address and tap Next.

™M

Add your email address

Enter your email address

yourname(@hotmail com

MANUAL SETUP NEXT

Enter your password and tap Next.

™M

yourname@hotmail.com
Password

........... Q

NEXT



https://support.office.com/en-us/article/set-up-email-in-android-email-app-71147974-7aca-491b-978a-ab15e360434c

@ Follow steps for your account type:

e Outlook.com users: skip this step
e Exchange or other accounts: you may have to ask your IT admin or email provider for server settings and set up your account manually

e Office 365 work or school: you may see a Redirect request screen. Tap OK.

A Redirect request

To configure your account, Gmail is
being asked to send account info to
https://autodiscover-s.outlook.com
/autodiscover/autodiscover.xml. Is
this OK?

CANCEL oK

On the Incoming server settings screen, change your server to outlook.office365.com.


https://support.office.com/en-us/article/set-up-email-in-android-email-app-71147974-7aca-491b-978a-ab15e360434c#bkmk_manualgmail
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3. How to configure Outlook in PC

Add an email account to Outlook
These steps are the same whether you're adding your first email account or @ If prompted, enter your password again, then select OK > Finish to start
additional email accounts to Outlook. using your email account in Outlook.

@ Select File > Add Account.

Account

T/ cheryl.parsons
(Y Microsoft Exchangy

Mew  New
Email ltems = *
Mesw

+ Add Account

® Accg
[
Chang
J'-'l.n:j::unt A
Settings - h

@ Enter your email address and click Connect.

&% Outlook

Advanced options




4. How to use outlook online portal.

@ Open any Browser (Microsoft Edge, Google Chrome, @ Enter Password and then press m

Internet Explorer, Firefox or Opera)

@ Navigate To: https://outlook.office.com =. Microsoft

E_EI ‘ _— x [ ., ¢ tstudent@student.kest.edulow

— = 0O @ £ httpsy//outlook.office.com Enter passwo rd

Forgot my password

@ Enter your Office 365 Email ID and then press m

R nicrosoft ; ; : o
| You are now logged in to outlook online portal and can access your mails after logging in.
. - Office 365 Outlook
Sign in
Search Mail and People }3 '}.' New | v

tstudent@student.lkest.edubow A~ Folders Focused Other Filter v

Inbox Next: Na events for the next two days. [* Agenda
Mo account? Create one! sent frems

Drafts
Can't access your account? Deleted fi2ms

Archive

More

Mext v Groups New @
Your Focused inbox is cleared



https://outlook.office.com/

4. How to use outlook online portal. Continued...

Alternate way to go to outlook is to click on icon at the homepage of office 365

Outlook
Office 365 o s
Apps
Outlook OneDrive Word Excel
Explore all your apps




5. How to download office and install

(Note: You can install it on up to 5 PCs or Macs, 5 tablets, and 5 smartphones.)

@ After Logging in to portal.office.com click on Install Office

-

Office 365 P Ssearch

Apps

Outlook

@ 3 & @®E 9D

OneDrive Word Excel

© T

SharePoint Noiaay Delve

PowerPoint OneNote

Explore all your apps >

Documents 7 Upload and open

Recommended

@ Select “Office 365 apps”

Install Office -

Office 365 apps
Includes Cutlook, Onelrive for Business,
Wiord, Excel, PFowerPoint, and more.

&=

K Other install options
%

Install a different language, the &64-bit version,
or other apps available with your subscription.

@ Instruction will appear on screen for how to open the downloaded setup file.

Just a few more steps...

I'_] Setup... < Yes
F' L =
© Click Run ® Say "yes © Stay online
Click the Setup file at the bottom of the Click Yes to start installing. Afte:

screen.

Need help installing?

lation, start Office and sign in

Run that setup file to install office 365 in your PC.
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6. Skype for business for students

Skype for business is included in the office 365 apps package. Instruction will appear on screen for how to open the downloaded setup file.
Note: If you already have skype for business installed in your PC then skip to step 4.

@ If you wish to install skype for business separately then click on | Install Office

@ Select “Other install options”
l:] Setup... - Yes
Install Office ~
o & 1] Office
Office 365 apps F_':_
NN Includes Outlock, Onelrive for Business,
Word, Excel, PowerPoint, and more,
© Click Open @ Say "yes” © Stay online
S - Click the Setup file at the bottom of the Click Yes to start installing. Downloading all of Office might take a
Other install options creen, ’ e ’
—>  Install a different language, the 64-bit version,
or other apps available with your subscription. Need help installing?

@ Then Click m Run that setup file to install Skype for business in your PC

Skype for Business

| English (United States) ¥ | | 64-bit ¥ | | Skype for Business Basic ¥ |




Enter password, if prompted.

8

Skype for Business - 0O

Skype for Business

Sign in -

Sign-in address:

| t.student@student. kost.edu kw

Use the sign-in address for your organization - not a Skype Name
or Microsoft account

Learn Mare
Delete my sign-in info
Meed help signing in?

Sign in as:

- -
Y Awvailable =

Sign In

After installation, open Skype for business, enter your email id and press

X

You are now logged in and ready to use skype for business.

@ Skype for Business

What's happening today?

test student
Available *
Set Your Location ™

2 0 B

Find someone

GROUPS STATUS RELATIONSHIPS MEWY

4 FaORITES

4 QOTHER COMNTACTS (0

To add contacts, drag from another group or add from search.




7. One Drive

OneDrive is used as online storage for Office 365.

Files saved in OneDrive can be accessed anywhere and can directly be edited using Office 365 online.

To access OneDrive, Click icon at the homepage of office 365.

OneDrive

Office 365 PO

Apps

Outlook OneDrive Word Excel

Explore all your apps >

Documents

Recommended

Here you will find all the files created using Office 365.



