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Quick Guide to making the most of CHS BYOD 

and Microsoft Office 365 for your learning



Getting Started

1. Login to Microsoft Office 365

https://login.microsoftonline.com/

xxx

Make sure you select your 

school account, especially 

if you also have a personal 

Microsoft account

xxx Your password is the same 

as your CHS wifi password
Please keep this password safe

2. Using Microsoft Office 365

The waffle at the top left of the 

screen will give you access to all 

your Office Apps.

It is recommended that you use 

the desktop versions for full 

accessibility to tools.

All help for use of Microsoft 

Office 365 is found at

https://support.microsoft.com/

https://login.microsoftonline.com/
https://support.microsoft.com/


OneDrive

3. Creating Folders and Locating Resources

Your Name

Create folders in your “My 

Files”.

New documents can be created 

once inside the folder.

Folders and files can also be 

dragged or uploaded into your 

OneDrive.

NOTE: there is only capacity for 5000 

files, Create a shortcut on the 

desktop for site contents so you can 

quickly see the number of files for 

going over 5000

Your Shared libraries with resources 

from TEAMS can also be accessed 

here

TEAMS folders will contain 

commonly used resources and 

information.

❖ Each Subject will have their own organisation system for resources folders and files. Ask your teacher 

about the best method for sharing your resources.   

❖ Green tick on OneDrive icon at bottom of screen shows syncing. Inform your teacher if consistently 

not there.

Dots beside each folder and file 

will allow you to download, share 

files and more.



Outlook

4. Using Email

Typing a teacher’s code or name 

will drop down a possible list. 

Your Name

5. Using the Calendar

The left bar allows you to toggle 

between email, calendar, groups, 

attachments and to-do lists

School events and meetings 

can be added.

Add your own events by 

clicking appropriate time 

and date

Add your homework to the 

calendar – can use week view 

for more space

❖ Do not use your school email for personal stuff. Like one day or shopping stuff. Helps to keep spam 

to minimum.

❖ Keep a close eye on phishing emails. Learn to identify fake emails. (Anything to do with O365 will 

have the school logo and school pictures).

❖ Don’t open attachments from dodgy looking emails. If unsure ask teacher.

❖ Do not reply to spam or phishing emails.



TEAMS

6. Using TEAM features

Find assignments, homework 

with added resources. Students 

can submit their work in their 

own confidential area. Allows 

your teacher to monitor when 

you have completed and handed 

in work.

Find your class notebook here

Preferred method 

to correspond with 

individual teachers 

and students

Find class notices, links and add 

to class conversation here



TEAMS

7. Other apps

Schedule video 

meetings (i.e., like 

Zoom) and find 

links to meetings 

here from your 

teachers

There are lots of other apps you 

can use that may be useful for 

your school work

8. Video Meetings



OneNote

9. Using OneNote – some features you may see

Icons may link to resources and 

Education Perfect task

Use ‘to-do’ checkbox feature when 

ticking learning intentions

Class notes

Video tutorials

Link to resources

Activities to complete on the page


