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1) How do I login to office 365?

2) I have forgotten my Office 365 password?

3) Microsoft word, Powerpoint and Excel 4) How do I login to Microsoft Teams?. 

5 “It keeps disconnecting me from the online lessons….”

6) How do I access Microsoft OneNote?

7) Where do I go in OneNote to fill in my work? 

8) How do I download and setup Microsoft Teams app on my iPad? 

9) How do I download and setup Microsoft OneNote app on my iPad?

10) Why can I not hear the teacher? 

11) OneNote isn’t syncing the work published by the Teacher?

What will be covered



1) Go to https://login.microsoftonline.com/

2) Enter in your school email address for e.g,
student01@olivesmallheath.staracademies.org

3) Enter in your password

How do I login to office 365? 



I have forgotten my Office 365 password

Contact the school



Microsoft word, Powerpoint and Excel is a free part 
of your Office 365 school account.



How do I login to Microsoft Teams?



“It keeps disconnecting me from the online lessons….” 



How do I access Microsoft OneNote? 





Where do I go in OneNote to fill in my work?



The class teacher will direct their pupils regarding which activities they would like them to complete

This will allow your child’s teacher to see and respond to your child’s learning. 

Completing an activity on a page 

Your child can type or draw on a page. 

How can my child complete?

Work is saved as you go along, meaning you do 
not need to worry about things being lost if you 
forget to save them or if your device’s battery 
goes flat (provided you are still connected to the 
internet).

Here, the 
teacher has 
included 
feedback on an 
audio clip which 
the child can 
listen to.



Using dictation

In this feature, you can also dictate to your device to 
type what you are saying. You can do this by 
selecting the microphone icon, as circled.

Your browser will ask you to grant permission to use 
your device’s microphone – you must select Allow 
for this function to work. If you are using the Dictate 
feature, please remember to say words to punctuate 
sentences when needed, for example, saying ‘full 
stop’ or ‘new paragraph’. 



Draw feature

Children can draw, write and type by using the Draw feature.

By using the options provided, children can practise 
handwriting, letter formation, written workings/calculations or 
just have fun drawing!

Text can also be added here, before or 
after drawing. This can be done by 
selecting Text Mode then clicking 
anywhere on the page.



If you wish to insert a photograph into a page, please click the Insert tab at the top bar and then it will let you 
choose whether you want to select the Camera or a picture from your device that you have already taken.

Inserting photographs into a page



How will my child receive feedback?

Audio 
feedback

Stickers

Written feedback



How do I download and setup Microsoft Teams app 
on my iPad? 

See how to here - https://www.youtube.com/watch?v=nnAzre8bhIY



How do I download and setup Microsoft OneNote 
app on my iPad? 

See how to here - https://support.microsoft.com/en-gb/office/video-onenote-on-ios-
c75f5b31-cf16-425b-88ab-91cacd19ab20



I don’t have a working Mic, what shall I do?



Thank you for your time


