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Dear Parent/Guardian:

The North Haven School District is pleased to provide all students in grades 6-12 access to Microsoft Office 365 for Education.

Office 365 provides the potential to improve the way our staff and students create, share and collaborate with each other. Microsoft Office 365 for Education will provide students anytime, anywhere access to the Microsoft Office Web Apps for Word, PowerPoint, Excel, and OneNote, as well as One Drive for document storage, and the Outlook Email Web App in a “closed campus” email environment, which means that students will only be able to send or receive emails with-in our District’s email domain (@north-haven.k12.ct.us).

In order to log in to Microsoft Office 365 for Education, students will need to point their browser to:
http://portal.microsoftonline.com 

[bookmark: _GoBack]The student’s username/email address will be his/her last name followed immediately by the first name. The password will be the student’s entire ID number (same a s lunch PIN code) until updated or changed.

If you do not want your child to be assigned a Microsoft 365 account as discussed above, please return this form no later than November 10, 2016. If we do not receive this back, your student will automatically be assigned an account. Please further understand that at any time, you can ask for your child’s account to be removed by submitting a request in writing.



Please do not assign my student a Microsoft 365 account for the 2016-2017 school year.


Students Name _________________________________________________________________________	Grade ___________


Parent/Guardian’s signature ______________________________________________________ 	Date ________________________




Sincerely,
[image: ]
Russell J. Dallai, Ed.D.
Principal
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Student Instructions for Accessing Office365 Account 10-22-15
PORTAL.MICROSOFTONLINE.COM

STEP 1—LOGIN to Office365

Your school Office365 account is accessed via any internet browser by navigating to
portal.microsoftonline.com . You should bookmark this web address for easy access in the future.
Sign in using your full school email address and password. Do NOT choose to “keep me signed in.”

e Your school email address is lasthname.firsthame@north-haven.k12.ct.us
e Password is your lunch PIN code.
e Do NOT save your password (if offered).

From the Office365 homepage, you should now see the toolbar with all of the Office Online apps
(below).

STEP 2—CHECK EMAIL

Check your school email through the Mail icon (1st in the Office Online toolbar). Teachers will use
this to send you important messages.

E NAVIGATE back to Office Online toolbar - When done reading your mail, click the Office365
“squares button” in top left of screen to return back to the Office Online toolbar.

Onedrive @ NS Create a new file

STEP 3 —ACCESS DOCUMENTS Docur

Click on the OneDrive “cloud” icon in the toolbar to access your OneDrive weonetod B ¢ orkoos
documents. (At your first login, choose “No Thanks” at the screen about @ e

m;g Word document

d
“getting social”). i T
To create new files, click “new” and choose the desired Office Online pro-
gram. You will most likely be setting up school documents in folders creat- e
ed by each of your teachers. N j“ New foder
STEP 4 —ALWAYS LOG OFF A o 2 .

Always remember to sign out of your Office365 account when
you are finished. Click on the profile icon in top right corner of
browser and choose Sign Out.
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