
 

 

 

 

 

Using your Office 365 e-mail account 
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Logging on 

Open Internet Explorer or an alternative web browser and go to mail.office365.com 

You will see a log on screen: 

  

Type in your username and password and click on ‘Sign in’. 

If this is the first time you have logged in then you will be prompted to change your 

password. 

 

Your new password must be strong – 8 characters or more including an uppercase, 

lowercase and number. 

You will be prompted to log in with your new password and also set your language 

and time zone. 



Sending e-mail 

Click on the new mail icon and then compose your message on the right hand side. 

 

Click send when you have finished. 

Where’s the BCC?  

Click on the ‘…’ icon and choose show bcc 

 

How do I use the address book? 

The address book will contain all of the users in your school plus any addresses that 

you have added to ‘My Contacts’.  

To add e-mail recipients from the address book you should click on the + icon. 

 

 

 

 



You will then be able to select users from your contacts.  If you want to see the 

address book you should click on the ‘>>’ icon and select all users. 

 

  

Where’s the calendar? 

Select the calendar by clicking on the blue square icon and then selecting the 

calendar. 

  

Events can be added by clicking on the + icon. 

 

 

 



What is OneDrive? 

OneDrive is your personal storage space.  You can use this to save documents so 

that you can access them anywhere you wish.  All documents are secure and private 

unless you choose to share them with other users. 

OneDrive is accessed by clicking on the blue square icon and then selecting the 

OneDrive icon.  

 

How do I change my password? 

Click on the options cog and then select Office 365 settings.  

 

You can then select ‘Change your password’ from the left menu. 

 

 

 



How do I log off? 

Click on the icon of a person and select sign out.  You should also close the browser. 

 

I have some other questions where do I find the answers? 

There are a range of help sheets covering things such as getting your mail on 

iphones and ipads, sharing calendars etc.  You will find these on the SLG at: 

 

https://www.shropshirelg.net/supporting-teaching-and-learning/office365-support/ 
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