Dear University Hill Families,

In preparing for the upcoming move to teaching and learning from home, | wanted to help in
navigating Microsoft Office 365 for students. Microsoft Office 365 offers students free access to
Apps such as Word, Powerpoint, One Note, Teams and email through Outlook. These Apps are
all available to download onto any of your devices at home, including your phone, (see below).
Students will also have access to their own email account through Microsoft Outlook. Every
student in the board has an email address, it is their Student ID # (Pupil #) @ learn.vsb.bc.ca
(an example would be 1234567 @learn.vsb.bc.ca).

Some students know how to use Word and Powerpoint however some classes will be using an
Office 365 App called Teams as a classroom hub to communicate, collaborate and share
resources. Students will get an email confirming that their teacher has added them to their
classroom in Teams, This will only happen if their classroom teacher has set up a
classroom in Teams. Once in Teams, activity, chats, teams, assignments and calendar are all
accessible within the App. Please take some time to explore and play with this App as well as
others available such as Word, PowerPoint and OneNote as they may be used as tools to
communicate student learning going forward.

*NOTE* In a recent guide | sent home to the community, students should think about changing
their passwords as all University Hill Elementary students have been assigned the same
password - ‘student’. By changing the password sooner than later will help protect every
student's account. https://studentpass.vsb.bc.ca/

*IF YOU HAVE ANY QUESTIONS ABOUT PASSWORDS OR STUDENT ID/PUPIL NUMBERS
PLEASE EMAIL jcovert@vsb.bc.ca

GETTING STARTED

1. Go to: https://office365.vsb.bc.ca/Pages/Logging-into-Office-365-(VSB).aspx
2. Login using your Student ID # (Pupil #) and password

. *) Go to Office 365 Search... lad
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Logging into Office 365
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3. Once you've logged in you can start to explore Office 365.

Vancouver Board of Education ?

) SHARE =T

=) Go to Office 365 Search... Ead

J Office 365

‘ For Students For Teachers ForStaff GettingStarted FAQ Support & Training Office 365 Updates

Welcome to the Office 365 Support and Knowledge Centre at VSB

The Vancouver School Board ensures that our students, teachers and staff get the support they need in order to use Office 365 efficiently for
their work. This tool will enable learning, work, and communications by providing modern, optimized, and responsive technology and

services.

=» GET STARTED AND EXPLO!

4. After selecting the Get Started and Explore, it will bring you to this page. If you scroll
through the page it provides you guides and tutorials for anything Office 365. I've circled
where you can download the Apps to any device you want after you’ve logged in.
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The Introduction Search Resources Security & Privacy
Understand the Basics of Office 365 by learning how You can search specific keywords to look for Office 365 available at VSB is secured in a Canadian
you access and navigate between the different tools resources specific to your needs. Refiners further let location with some exceptions. Be familiar with the

available. you narrow down specific tools too privacy and security of Office 365.

Common Questions Getting Extra Help Free Download

@

Check out our FAQ section to troubleshoot when Other than contacting Service Desk for help. You can Enjoy free download of various Office tools to your
you are using our support site. Know when you need also count on VSB ProD workshops and Microsoft personal computers (up to 5) and personal
to log in to access specific resources. trainers when you need extra support. mobile devices (up to 5 smartphones & up to 5
tablets).
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Learn OneDrive from Microsoft Learn OneNote from Microsoft

Store files and easily share them with your colleagues, easily
accessible anywhere. See Resources by VSB.

Organize notes and meeting memos, agenda or share
brainstorming ideas - see ideas here: staff notebook; for teachers.
See Resources by VSB.

Learn Word from Microsoft Learn PowerPoint from Microsoft

Create simple documents or complex reports and publications
anywhere. See Resources by VSB.

Create interactive presentations and slideshow for your projects
and work. See Resources by VSB.

Learn Excel from Microsoft Learn Outlook from Microsoft

Create spreadsheet and tables that often require analysis,
filtering or sorting. See Resources by VSB.

Your day to day emailing needs that can be easily accessed
anywhere. See Resources by VSB.

Learn Teams from Microsoft

Store files and easily share pumlg vour colleagues, easily
accessible anywhere Back to &

Learn SharePoint from Microsoft

Collaborative space for projects and department work. See
Resources by VSB.
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5. By selecting Go to Office 365 it will lead to the following window which allows you to
open the App in another window tab.
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Welcome to the Office 365 Support and Knowledge Centre at VSB

The Vancouver School Board ensures that our students, teachers and staff get the support they need in erder to use Office 365 efficiently for their werk. This tool will enable
learning, work, and communications by providing modern, optimized, and responsive technology and services.

> GET STARTED AND EXPLORE

Good afternoon Install Office
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Start new Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Teams No(t:gabs;uk
s ] n — You can select any of these apps and it will
Sway Formme ANanEs open in another tab.

6. Once you've selected an app this another signin window will appear. Once signed-in
your computer may ask whether you want to remember/save this login and password, for
quick and easy access for future visits to the site | would agree. Aslo once signed-in you
can navigate other apps (Outlook, Word) without having to sign in again.

Email Address:
Student ID# or pupil#
Sign in / @learn.vsb.bc.ca

B Microsoft

Email, phone, or Skype Ex: 1234567 @learn.vsb.bc.ca

Mo account? Create one!

Can’t access your account?

Sign-in options
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% For all students that want to find their class in Teams
*provided it has already been set up by the classroom Join your classes in
All apps teacher Teams.

Recent Pinned  Shared withme  Discover

TEAMS - Quick Guide

Once in the Teams app your general page will be similar to this. (If your page looks slightly
different it may be because your classroom teacher hasn't set up a classroom in Teams yet.)
Please play with all the options to better familiarize yourselves to the Teams app.

Microsott Teams G kit —

Feed ~ i General Posts Files Class Notebook Assignments  Grades @ Team

w5 ooded 445 \ General is the main page for students
youtaDivision I when they are in Teams. You can post a

message, look at files teachers have
added and find assignments

Welcome to Division® -

Try @mentioning the class name or student names to start a conversation.
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Type message here

g LIT Office 365 Administrator has added SBStudent] to the team.
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Start a new conversation. Type @ to mention someone.
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In the above screen shot are several actions in the menu bar to the left. Activity shows you the latest
happenings in your Teams classroom. Chat, to communicate with the teacher. The Teams tab, if you
belong to more than one Teams classroom, for example, a student could belong to their divisions Teams
page and a resource teacher’'s Teams page. Assignments, find any assignments posted by your
classroom teacher. Calendar, if you have class meetings they will be posted in the calendar.



