Po Leung Kuk Ma Kam Ming College
Office 365 for Education (Student)
Sign-up Guideline

Chapter 1

Office 365 for Education is a collection of services that allows you to collaborate and share your schoolwork.
It’s available for free to students who are currently attending Po Leung Kuk Ma Kam Ming College. The
service includes !Office Online (Word, PowerPoint, Excel, and OneNote), unlimited OneDrive storage,

Yammer, and SharePoint sites.
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p = Stock up for academic
- success with free Office.
‘ . Students get a complete version of the latest
— 1 Microsoft Office for free to use for as long as
- they're students! Visit Office.com/Student to download.
=- Microsoft Word, Excel, and PowerPoint included. Office

! Desktop version of Office 365 is NOT included.
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Chapter 2

A Whois eligible?

1 You must be a student at Po Leung Kuk Ma Kam Ming College.
You should have the “Google For Education” account assigned by school. The format of your email
address should be studentnumber@plkmkmc.edu.hk (Example: 2017123 @plkmkmc.edu.hk).

How do get Office 365 for Education?

B
1 Microsoft recommend “Microsoft Edge” for “Office 365”.
2 Visit the website http://office.com/student
3

]

e

Fill in your “Google for Education” account and press “Get started” button (see figure 2.1).

Microsoft Office Home l] Office for Students, Tear X 4 =

(m]
=0 ‘[E] products.office.com/en-Us/student?ms.officeurl=student M ‘A" = Z QO

B® Microsoft  store - Products - Support Search Office Jol

Office Products ~ Templates Support

Get Office 365 for free

It's not a trial! Students and teachers are eligible for Office 365 for
Education, which includes Word, Excel, PowerPoint, OneNote, and now
Microsoft Teams, plus additional classroom tools.

All you need to get started is to enter a valid school em
below.

student@plkmkmc.edu.hk Get started

School leaders and IT pros, sign up your school"®)

input your "Google for Education” account. Your email
address should have the domain name "plkmkmc.edu.hk".

Figure 2.1

4 In figure 2.2, click “I’'m a student”. Then, you will see figure 2.3.
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4.1 Microsoft need to validate your email address so as to ensure you are a student at Po Leung
Kuk Ma Kam Ming College. It takes several hours to send the “Sign Up Code” to your
Gmail.

4.2 You cannot proceed the “Sign Up” procedure until you get the “Sign Up Code”. Quit your
application at this moment and resume your work later.

G Microsoft Office Home =. Office 365 Education x 4+

e ) ‘E] signup.microsoft.com/signup?sku=Education

Office 365 Education

Are you a student or a teacher?

We'll provide the Office 365 tools you need in the classroom and
online. If you're an IT admin, enroll your school.
I'm a student & I'm a teacher @
55 Microsoft  Privacy & cookies l:l Office 365
Figure 2.2
ﬂ Microsoft Office Home =. Office 265 Education x4+

é % O | E] signu p.microsoft.com/signup?skug=Education8:StepsData.Email =5

Office 365 Education

5 Create your account

‘ First name ‘ Last name

Create password

Confirm your password

We sent a verification code to student@plkmkmc_edu_ hk. Enter the code to
complete signup.

Verification code resend signup code

VAlir Aate af hi oy
our date of birth (2

Month ~ H Day ~ H Year v

[] Microsoft may send me promotions and offers about Microsoft products and services for
businesses.

By choosing Start. you agree to our terms and conditions and understand that your name and email
address will be visible to other people in your institution. Microsoft Privacy Policy

Start ®
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Figure 2.3

5 Login “Google for Education” at https://www.google.com using your school account.
5.1  Your school account should have the domain name “plkmkmc.edu.hk” (see figure 2.4).
5.2 Example: 2017123 @plkmkmc.edu.hk.

- O *
& Gmail x

& C | @ Secure | https://accounts.google.com/signin/v2/sl/pwd?service=mail&passive=true&rm=false@continue=https%3A%2F%2Fn 9 ¥ |

Your school account should have
the domain name “plkmkmec.edu.hk”

Google

Hi student
© studeni@plkmkme.edu.hk v

Forgot password? m

English (United States) - Help Privacy Terms

h -
Figure 2.4

5.3 Check your gmail and find the email from Office 365.
5.3.1  If you cannot see it in “Inbox”, look at the “Spam” folder. The mail will be, most
likely, dropped into SPAM folder (see figure 2.5).
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M Spam (1) - student@plkr X
&« C' | & Secure | https;//mail.google.com/mail/u/0/#spam @ v B

Click here to enable desktop notifications for Po Leung Kuk Ma Kam Ming College Mail. Learn more Hide

)
(-]

Mail ~ - [¢] Mors = 1-20f2 -
_ Delete all spam messages now (messages that have been in Spam more than 30 days will be automatically deleted)
COMPOSE
I Office 365 913848 is your signup code - View this email in your browser. Office 365 Education Here 7 Jun I
Inbox (39)
Starred Carla from Padlet May News - Hi student, In thq Jast month, we've made a bunch of changes to Padlet whict 30 May
Sent Mail
Drafts (2)
Less«
Important
Chats
All Mail
Spam (1) Using 0.31 GB Programme Policies
o +

No recent chats
Start a new one

Figure 2.5

5.3.2  Once you got the “Sign up Code” in Gmail (sample see figure 2.6), you can continue
the Office 365 for Education “Sign Up” procedure.
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M 913848 is your signup ¢ X

& C | @ Secure | httpsy//mail.google.com/mail/u/0/#spam/15¢8117c85819dd2 ® v H

KN =00
Mail ~ “ Delete forever Not spam | R - More ~ 10f2 £ > o 24
913848 is your signup code  spam = & B
Inbox (39) S q .

Starred u Ofﬁce‘isi‘iﬁ <support@email.microsoftonline.com> I 13:29 (20 hours ago) -

Sent Mail ome

Drafts (2)

Less & W Why is this message in Spam? It has a from address in email microsoftonline com but has failed

Important email.microsoftonline.com's required tests for authentication. Learn more

Chats %
All Mail Jlew this email in vour browser.

Spam

Bin
+ Categories Oﬁ:ice 365 Education
Manage labels

Create new label

Q-+ Here's your verification code

To finish signing up for Office 365 Education, enter the
code on the signup page.

913848

No recent chats

Start a new one And FYl: Because you're signing up with a school email address, your school may
control your Office 365 communications and data. Their policies apply to your use of
the service.

Don't want to sign up? Just ignore this email. Thanks.

)e
L
P

Figure 2.6

6  Visit http://office.com/student again.
6.1 Fill in your “Google for Education” account again and press “Get started” button.
6.2 Click “I’m a student”.
6.3  Fill in “Create your account” form (see figure 2.7) and click “Start” button.
7  In figure 2.8, you can click “Skip”.
8 Having completed the registration, you can now use Office 365 for Education free of charge (see
figure 2.9).
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u Microsoft Office Home =' Office 365 Education o4

é % O ‘ E] signup.microsoft.com/signup?skug=Education8:StepsData.Email =student3640plkmkmc.edu.hkaswsku=314c4481-f395-4525-begb-2ec4t f{ ‘

Office 365 Educaticn

s Create your account

‘ First name ‘ ‘ Last name

Password policy of Office 3651
Your password must be 8-16 ‘ Create password
characters and combine uppercase

and lowercase letters, numbers, and
any of these symbols: ! @ # 5 % * & ‘ Confirm your password

o t=[]]0,.20~"0

We sent a verification code to student@plkmkmc edu hk. Enter the code to
complete signup.

resend signup code

‘ Verification code

Your date of birth @

Fill in the "Sign Up
Code" in your Gmail. ‘ Month hd H Day H Year v ‘

[] Micrasaft may send me promations and offers about Microsoft products and services for
businesses.

By choosing Start, you agree to our terms and conditions and understand that your name and email
address will be visible to other people in your institution. Microsoft Privacy Policy

Start ®

Figure 2.7

u Microsoft Office Home B° Office 365 Education x4+

&« - O |E] signup.microsoft.com/signupyindex?sku=314c4481-f395-4525-be8b-2ec4bb1e9dd 1&email=student@plkmkmc edu.hk&uru=https3a

Office 365 Education

Invite more people

Share the benefits of Office 365 and wark together on schoal w

projects. It's free.
Wha would you like to invite?

‘ luser name ‘ @plkmkmc.edu.hk
| User name | @plmkme.eduhk
‘ User name ‘ @plkmkmc.edu.hk
| User name | @plkmkme.eduhk
‘ User name ‘ @plkmkmc.edu.hk

Send invitations &
Skip

Figure 2.8
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Office 365

i Install software

Good morning, student

E Install software

=
Get the familiar desktop apps on your PC and

= s 2] @ -

OneNote Sway Word PowerPoint CneDrive Forms Mac.
.

™ >

Dynamics 365

Yammer PawerApps

Your recent online documents

@ New

Recently viewed documents will appear here m

Figure 2.9
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