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Office 365 - Getting started guide for students

1. 0365 - Login troubleshooting
2. 0365 - Forgot password
3. 0365 - Language change

4, SMS - New login procedure

5. SMS - Adding / Replacing the secondary email address

Useful links

e FEuropean Schools - Sign in

e Office 365 Learning Center
e Office Mobile Quick Start Guides

Installs

Each 0365 account can install Office applications on private devices such as PCs or Macs, tablets, and

smartphones. Thus, students can install and use on their private devices at home, a complete version
of the latest Microsoft Office for free for as long as they’re student in our school.

e Toinstall applications, login to 0365 and follow the path: View account >> Install status -
Manage installs >> Install desktop applications
e Tutorials available online
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http://office365.eursc.eu/
https://support.office.com/learn/office365-for-business
https://support.office.com/en-us/article/Office-Mobile-Quick-Start-Guides-c957c048-00fa-4793-8b40-4f564f9d58c6
https://support.office.com/en-us/article/Download-and-install-Office-using-Office-365-for-business-on-your-PC-72977511-dfd1-4d8b-856f-405cfb76839c?ui=en-US&rs=en-001&ad=US
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1. 0365 - Login troubleshooting

1. A change of password might be requested during the first time you login. If the new

password provided is not satisfactory the following red text message appears.
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Mettre a jour le mot de passe

Vous devez mettre a jour votre mot de passe car il a
expire.

Impossible de mettre a jour le mot de passe. La va
fournie pour le nouveau mot de pas:e ne correspo
exigences du domaine en matiére de longueur, de
complexité ou d'historique.

=" 7 Fl L a@student.eursc.eu
Ancien mot de passe
Nouveau mot de passe

Confirmer le nouveau mot de passe
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2. 0365 - Forgot password

1. On the 0365 portal, enter your 0365 email address and then click Forgot Password.

; E k)l~<\)&n AEA

Connexion avec votre compte professionnel

alcazada@teacher.eursc.eu

Connexion

Change Password (_ Forgot Password

2. The Forefront Identity Manager (FIM) webpage appears. Enter your 0365 email address
and click Next.

25, Microsoft .
- Forefront Identity Manager 2010 r2

Password Reset:

Please enter your user name below

© 2012 Microseft Corporation. All Rights Reserved. | About
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3. You should receive a message on your SMS Secondary email address with the security
code. Please input the security code in the following webpage that opens automatically and
click Next.

Note: If you forget the password of your secondary email address, please go to see the educational adviser of

your respective year.

W25, Microsoft .
Forefront Identity Manager 2010 r2

Verify Your Identity: Email Verification

Enter your security code below. A security code was sent to the email address registered with
this organization.

Security Code:

© 2012 Microsoft Corporation. All Rights Reserved. | About

4. After entering the security code, the following webpage opens. Complete the fields and

click Next.

S5, Microsoft:

- Forefront Identity Manager 2010 R2

Password Reset: Choose Your New Password

(Resetting password for alcazada@teacher.eursc.eu)

Enter a new password:

Re-enter the ?assword:

© 2012 Mierosoft Corporation. All Rights Reserved. | About

Page 4 of 7



FEORGEACA
LUXEMBOURG | KIRCHBERG

<

3. 0365 - Language change

e Changing the language of the 0365 interface

By default, the Office 365 web site is in French in the school. To change it, it is
necessary to change the language of your web browser. In Internet Explorer the steps
are the following:

Open Internet Explorer

Click on Tools, this is the wheel icon on the top right corner, or press Alt+X
Select Internet Options.

Click on the Languages button.

Click on the Add... button

Choose the language and click OK.

Select the language and then click on Move up until it appears first on the list.
Click OK on both windows.

Refresh the Office 365 web page (Press F5).

W N R WDNPR

e Changing the language of your 0365 Mail

Go to 0365 Settings, this time is the wheel icon in 0365
My apps settings

Mail

General

Region and time zone

vk wnNRE

e Changing the language of the 0365 Office apps (Word, Excel, PowerPoint)

1. Open one of the Office apps
2. Theicon to change language is on the bottom left corner.

£ ~ & & || ~|schola Euro... | M| Schola Euro.

ne ~<|£SSS2017 | 203779 (@) sms [#&] Zone de lancement 81 &) Arco Di

Word Online

Recent

b e

New blank document

Yous Name}
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4. SMS - New login procedure

III

1. Insert your Office 365 email as “your emai

;e TS DL ORGREN

your email = enter 0365 email here

password

login

Conditions d utilisation - Nutzungsbadingungen - Terms and Conditions of Use

Need help?
WARNING: Unauthorized access to this system is forbidden and will be prosecuted by law.
By accessing this system. you agree that your actions may be monitored if unauthorized usage is suspected

2. When you will try to enter the password, the following redirection page will appear.
P ST R

=]

You are being redirected to your authentication portal.

Conditions dutilisation - Nutzungsbedingungen - Terms and Conditions of Use

Meed help?
WARNING: Unauthorized access to this system is forbidden and will be prosecuted by law
By accessing this system, you agree that your actions may be monitored if unauthorized usage is suspected

3. Enter your credentials in the Office 365 portal for the European schools to complete your
login to SMS.

SE
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Sign in with your organizational account
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5. SMS — Adding / Replacing the secondary email address

1. Login to the student SMS account.

2. Click on edit my account.

- — g
’ve TSN OROAEA
Logged in as M Daniel ALCAZAR _\[ﬂEL ar 2016-17 | logout

— Announcements
Overview e
My Contact Details
My Courses
My Files

My Schedule

My Students

» ADMINISTER

» ASSIGNMENTS
v
» ATTENDANCE - STUDENT
see all announcements

3. Insert the private email address in the Secondary address field / Replace the euroschool.lu
with a private email address in the Secondary address field.

;C-: SO ORAEA

Logged in as M Daniel ALCAZAR JORBA | edit my account | year 2016-17 | logou

Edit account

Full name M Daniel ALCAZAR JORBA Membership § groups

search J

Overview

My Contact Details Email ALCAZADA@teacher eursc.eu

User ID

My Courses

My Files
Secondary
My Schedule address
My Students
* ADMINISTER
» ASSIGNMENTS
» ATTENDANCE - STUDENT

» GRADE REPORT
» DATA REPORTS
* MENTORING
FLP
» HELF heip save cancel

4. Click Save
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