
 

STUDENT HELP GUIDE FOR OFFICE 365 

Here are a list of checks you need to perform whilst using Office 365. It would be helpful to complete 

these before emailing the school. 

Your email address is your username to get into Office 365. Your password is your school password.  

For example:  

Year 9: 17JSandeman@hatstudents.org.uk  

Year 8:  11JSandeman@hatstudents.org.uk  

Year 7:  12Jsandeman@hatstudents.org.uk  

 

1.  Check another user is not logged into Office 365 and how to log in 

 When you go to the Office 365 page it may automatically sign you in to someone else’s account.  

a) Please click here and go to sign out.  

 

 

b) Exit the browser by clicking the exit at the top 

 

c) When you load Office 365 it should give you a new page, click switch to different account 
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d) Then use your Hampton Gardens email address.  It is your school username with 

@hatstudents.org.uk and password used to log into the computer. Be careful not to miss 

the “s” off the end of students. 

 

For example:  

Year 9: 17JSandeman@hatstudents.org.uk  

Year 8:  11JSandeman@hatstudents.org.uk  

Year 7:  12Jsandeman@hatstudents.org.uk 

 

2. Check Office 365 is installed on your computer   

 

The school has a paid subscription to Microsoft so you can download the office package for free 

to use at home. This will include Word, PowerPoint, Excel, Onenote and other software. Your 

family can use this also.  Click install Office. 
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3.  Double check that you are in the correct class.  

  

a) You can check here if you are in the correct class:  

 

 

   b) If not go back to your Onenote page and click “shared with me” and then find your desired page 

 

 

 

 

 

 

 



4. Uploading work for your teacher to see 

 

a)  Click on your name to bring up your sections for this class. This may be different depending 

on each class. 

 

b)  Click the section you want to put your work on – give it a title and click underneath it to write 

answers for your teacher to see.  

 If you need to add a page click “+ page”  

 

 

  



 

5. Putting a picture of work for your teacher to see 

 

a)  On a Windows machine you should have a print screen button at the top right hand corner of 

the keyboard. 

b)  On a Mac you may have to press command + shift + 3  

c)  You need to click on the page in which you want to save your work on class notes and then 

press ctrl + v. This will then paste the picture onto your screen. 

d)  If you can remember how to use snipping tool windows, it will have it automatically installed.  

e)  For Mac users you may want to download this for snipping tool https://snip.qq.com/ 
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