
Office 365 is a set of rich communication and 
collaboration tools that will engage students and 

teachers in 21
st
 century digital learning. Office 365 is a 

closed collaboration environment designed specifically for 
the use of our teachers and students. At a glance, it offers 
teachers and students the following: 

 Student / Teacher Email Accounts (25GB)

 Personal Calendar and Contacts

 Private Social Networking (Newsfeed)

 Cloud Storage (25GB SkyDrive)

 Microsoft Web Apps (Word, Excel, PowerPoint)

 Teacher / Student Blogs

 Interactive Class Sites / Wikis / Blogs
One of the great things about Office 365 is that it can be 
accessed anywhere, anytime from any Internet capable 
device! 

Updating Your Profile 
When you are using Office 365, Students and Teacher 
colleagues can see your display name and profile picture. 
So, it is important to add a profile picture to make it easier 
for individuals to find and identify you within the Office 365 
environment. 

Changing Your Profile Picture 
Your profile picture can be 
easily changed from the 
Newsfeed page. To change 
your profile picture, place 
your mouse over the existing 
picture, and click the Change 
Your Photo link. Navigate to 
the picture you want to use, 
and upload it to the site. 

Note: You should make any 
modifications (crop / resize) to 
your profile picture before 
selecting it, as there is no way 
to edit a photo once it has 
been uploaded. A square 
photo works really well. 

You can use a .jpg, .bmp, or a 
.png file format for your photo. 

Your Display Name 
A teacher’s display name is comprised of their title (Mr. or 
Ms.) followed by their last name and their primary school 
location (Ms. Williams – Ashglen PS). This makes it easy for 
your students and teacher colleagues to identify you. A 
student’s display name is comprised of their first and last 
name followed by their primary school location (Jane Doe – 
Ashglen SS).

Adding Additional Information 

The more information you include about yourself in your 
profile, the better. To add additional information to your 
profile, click on your 
profile picture and click 
edit your profile. Here 
you can fill in the About me section to let others know who 
you are and what you are interested in. You can also enter 
additional information into the Ask Me About” section where 
you can list your interests or areas of expertise. 

There are 6 main components in the Office 365 
environment. You can move easily between them using the 
main navigation bar found at the top of the screen. The 6 
components are: 

 Outlook – Your Office 365 Email account

 Calendar – Your Office 365 personal calendar

 People – Your personal contacts and distribution lists

 Newsfeed – A page to post and view status updates,
messages, videos, documents, and more

 SkyDrive – Cloud Storage for Documents and Office
Web Apps (Word, Excel, PowerPoint, OneNote)

 Sites – An area to create new sites and monitor sites
that you are following

Office 365 includes a separate email system that supports 
teacher / student collaboration. Each user is allocated 25 
GB of storage space per mailbox. Although these email 
addresses are primarily intended for internal communication 
within the Peel Office 365 environment, they can be used for 
external communication as well.  

Teacher and student email addresses have been 
provisioned.

When communicating within the Office 365 environment it is 
much easier to search for a user using their display name. 

Sending an Email 
To send an email, click the Outlook tab 
on the menu bar, and click the new mail 
button. If sending a message to another Office 365 user, 
use their display name to search for them in the address 
book. You can attach pictures or files using the insert 
button, and for other messaging options, click the ellipses 
(…). Once your message is complete, click the Send button. 

Class Distribution Lists 
Distribution list have been created for every homeroom 
(Elementary) and course / section (Secondary) taught. 
These distribution lists can be leveraged to email, invite, or 
give permission to the students in your class quickly and 
easily. 

Office 365 also includes a personal calendar for every user. 
With this calendar, Teachers and Students can keep track of 
events, tests, and assignments. To 
create a new event, click the new event 
link. Enter the name of the event, a location (if applicable), 
invite any attendees, enter a start and end date and time, 
and when complete, click Save. Items entered will appear in 
your calendar.  
You can adjust your calendar 
view (day, work week, week, 
month) by selecting one of the view options in the top right 
corner of the calendar screen. You can also choose to share 
your calendar with other Office 365 users. 

The people section within 
Office 365 contains your 
address book, where you 
can manage your personal 
contacts and distribution 
lists. Simply click the new 
button to create a contact or 
group. You can include both internal and external users in 
your contacts and groups. 

SkyDrive Pro allows you to 
upload and store 25GB of 
data that can be accessed 
anywhere, anytime. 

MS Office in the Cloud 

You can create and edit Word, 
Excel, PowerPoint, and 
OneNote documents directly 
from your SkyDrive on any 
internet connected device. 
With the Office Web Apps built 
into Office 365 you don’t need 
to have Microsoft Office 
installed on your device in order to read or edit files.

Share and Collaborate 
Once a document is in your SkyDrive, you can easily share 
it with others within the environment. Simply click the lock 
icon (indicating that the file is not currently shared) and 
click invite people. Select the individuals with whom you 
wish to share the file, and these users will receive an email 
with a link to the file indicating that it is now shared with 
them. 

Users can then synchronously collaborate within the file 
and all changes are saved back to the SkyDrive location. 

Embed and Follow 
Clicking on the ellipses (…) 
associated with a document 
provides additional options. 
Each document has a 
unique URL that can be 
copied and pasted into a 
newsfeed post or 
embedded into a blog 
post. You can also click 
the follow button associated 
with a document. When you 
follow a document, you will be updated (in your NewsFeed) 
when the document is modified. 

Office 365 also provides every 
student and teacher with a robust and 
comprehensive blogging tool. Here 
students can create, edit, and 
manage blog posts that can be 
shared with other Office 365 users. 

Creating a Blog Post 
To create a post, simply click the create a post link (found 
under the Blog tools menu) and enter a title for your post. In 
the body of the post, you can format your text and include 

tables, pictures, links, files, 
or even embed other web 
content. Once your post is 
complete, you can choose a 
category (optional) and click 
Publish when complete. 

Office 365 also allows users to create Wikis. A 
Wiki is a great way for teachers to promote 
collaboration. A wiki page can be created that 
includes text, links, files, pictures, and even 
embedded web content. Students can then 
edit the page, or add additional pages and link 
them together.



The Newsfeed page is the 
central hub of the Office 365 
environment. By default, it 
dynamically delivers information 
to you based on the people, 
documents, sites, and tags that 
you choose to follow. 

A running total of the items you 
are following is displayed on the 
right hand side of the newsfeed 
page and you can get more 
information about these items 
by clicking on the 
corresponding number. 

You can see other posts within the Office 365 Peel 
community by selecting the Everyone link at the top of the 
Newsfeed. 

Posting to a Newsfeed 
Posting to your newsfeed in Office 365 allows people to see 
what you are doing. By default, newsfeed posts are shared 
with “everyone”, but only those who follow you will see your 
posts under their Following section. 

Targeting Your Post 
To change the area to which to post, simply click the drop 
down arrow next to everyone, and choose the site to which 
you wish to post. You can post to any site with a Newsfeed 
that you follow (ie, class sites). Only individual who have 
access or follow that site will be able the view the post 

To create a simple post, select with whom you wish to 
share, type your message in the box provided, and click the 
Post button. 

Advanced Features 
There are a number of additional elements that can be 
included in a Newsfeed post to make it more interactive: 

@Mentions 
The @mention is used to draw attention to someone within 
Office 365 in your newsfeed post. When you include the “@” 
sign in a post, a drop-down list will be displayed. As you 
type, the drop-down list is refined. Individuals that you follow 
are listed first. Select the correct person from the list and 
their name will be inserted into your post 

Other people in Peel will see the person you’ve mentioned 
as a link, and they can go to their public page to get more 
information about them and/or follow them. 

Embedding a YouTube Video 
You can make your newsfeed post more engaging by 
embedding a video clip from YouTube. Simply copy the URL 
for the video you wish to insert into your newsfeed. Once 
inserted, you will have the option of changing the display 
name. 

Students and teachers who read your post will be able to 
play the video directly from within their newsfeed. 

#Tags 
Similar to Twitter, you can place #tags in a post to draw 
attention to a particular term or idea, and help people 
classify similar posts under specific labels. Tags must be a 
single word, but you can join multiple words together in a 
tag with no spaces. (#mathchat). As you type, tags that
have already been used are suggested. 
Once posted, You 
can quickly see all 
the posts linked 
with a particular 
tag by clicking on it. Additionally, when you include a tag in 
a post, people who are following that tag get an update in 
their newsfeed, even if they’re not currently following you.  

Inserting a Link 
Similar to a video post, you can copy and paste the URL for 
a website directly into your newsfeed. Again, you will have 
the option of changing the display name for your link before 
posting it. 

Inserting a Picture 
You can also include an image (.jpg, .bmp, or .png) in your 
post. Type your message in the newsfeed box, click the 
camera icon at the bottom of the post window, browse to the 
image you want to add, and click Open. Then click Upload 
to add the picture to your post. 

Replying to a Post 
To reply to a post in the newsfeed, click the Reply link 
associated with the post, and start typing in the text box. 
You can include the same advanced features (mentions, 
videos, tags, links, and pictures) in your reply. You can only 
reply to the original poster of the conversation; you cannot 
reply to a reply. If you are unable to reply to a newsfeed 
post, that post has been “locked” and does not allow replies. 

Liking a Post 
Liking a post in your newsfeed promotes the post’s 
importance and informs the person who created the original 
post that you found it interesting. Liking posts also lets you 
group important posts together so you can refer back to 
them later. You can see posts you’ve liked by viewing them 
in the Likes view on your newsfeed. 

If you change your mind after liking a post, you can always 
unlike it by clicking unlike under the post. The post will be 
removed from your Likes view. 

Deleting a Post 
If you have posted something in error, or have decided that 
you wish to delete one of your posts, you can do so by 
clicking the X in the top right corner of the post. 

Additional Functionality 
For additional options that pertain to newsfeed posts, you 
can click the ellipses (…) at the bottom of the post. From 

here, you will be able to 
copy the link to the post, 
follow up (create a task), or 
lock the conversation (stop 
others from liking or 
replying) 

For additional help, tips, tricks, and new features, please 
refer to the help centre found within the Office 365 
environment. 
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