Installing Office 365 ‘ Q3 Academy

Student Em

Type your schocl user name and password.
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Go to the Student Email link from the
Q3 Academy website or visit
https://outlook.com/g3academy.me

User name: | username

L

Password: | senssene
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Log in using your school logon details.
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You can only logon to this service using your Academy computer account and passward,
By logging cn you are agreeing to abide by the Q3 Academy ICT Palicy.
MNaote that this account, your actions, files and messages sent could be menitored.

Please respect this service,
Please report any problems to the ICT Department.
Do not share your username or password with anyone.

For instructions on how to set up email on a mobile device, click here

Office 365 settings

Mail settings

Refresh
Automatic replies

Display settings

General

Manage add-ins Theme

Choose your favarite theme.

Offline settings Start page

Change where you land when you sign/fn.

Change theme Notifications

Decide which notifications you ny

Options

Feedback

Password

Change your password.
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KOnce logged in, click on the settings\

‘cog’ in the top right hand corner and

select Office 365 Settings

Click on Software — Install and
manage software.
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Bl oot theme

Setyour start page

On



https://outlook.com/q3academy.me

Installing Office 365 ‘ Q3 Academy

Software
Office

Tools & add-ins
Skype for Business
OneDrive
Desktop setup

Phone & tablet

Office
nstall the latest version of Office
This will install the following apps on your computer: Word, Excel, PowerPoint, OneNote, Access, Publisher, Outlook, Skype for Business, "Fc?
Word Excel PowerPaint OneNote Access Publisher Outlook  Skype for  InfoPath  OneDr
Business for Busi
Language Version:

[English (United States) v

Note: Installing aditional languages on a computer that already has this version of Office doesn't count agai

32-bit (Recommended) Advanced

ratall bimit (3).
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To view a lst of updated computer nstalls, refresh the page. It may take a feve minutes for your updated instals o appear.

Not ready to install

1 your computer doesn't meet the system requirements for the latest version of Office or your language isn't supparted yet, you can install

nstall Office

Click on Install. This will download

‘\\

and begin installing Office 365.
Follow the onscreen instructions
through to complete the install.
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nstall Office
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- Once installed, open an Office
Take a Application (for example, Word) and
tour T ITT |
== P open a blank document.
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Sign in to Office
Getto your docum

Document] - Word

Account

Office Theme:

Product Information
] Office

Subscription Product
Microsoft Office 365 ProPlus
Tk e
FNCEROTOEE

Manage Account

in to Office.

Your
experience just gets better and more pessonalized on evesy device you

ents from amywhere by signing

Office Updates

*
—":J Updates are auk

camatically downlosded and instaled,

Updste | yorsione 15047531002
Options -
0 About Word
Leam more about Word, Suppart, Product ID, and Copyright information.
About
Word

/Click on Account and select Sign In\

When prompted, enter your school
email address and password
(username@g3academy.me)

You are permitted to register up to 5
devices as long as you are a student

k at Q3 Academy /

Sign in

Type the email address or phone number of the account
you would like to use with Word.

| usemname@q3academy me\
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When you sign in, your documents and settings are online

Leamn more | Privacy statement
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You can also access most of the Office applications online by clicking on the tile in the left hand
corner once you have logged in to your email account:

Excel Online

Office Applications are also available for iOS Devices. Once installed you will need to register them
using your email address (username@gq3academy.me) and school password.

iPad Apps

https://itunes.apple.com/us/developer/microsoft-corporation/id298856275#

Office Applications are also available for Android Devices. Once installed you will need to register
them using your email address (username@g3academy.me) and school password.
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https://play.google.com/store/apps/dev?id=6720847872553662727&hl=en GB
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