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About
Office 365 for MOEC



Office 365 for MOEC

As of January 2016, Microsoft has reached an agreement with the Ministry of
Education and Culture for providirigffice 365ProPlusto teachers and students
in schools. The service will be provided until the end of 2017,

Office365is a cloud-basedservicewhich includes collection of services that
allows students and teachets work together, in a secure, reliable and
productive way.

Office 365ProPlussuite includesfull office applications and can be installed on
up to five (5) devices pgrerson.

For more details on the agreement and the service provided please see
correspondingircular website
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http://enimerosi.moec.gov.cy/archeia/1/ypp3474a
http://office365.schools.ac.cy/
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What Is included

Office Online:Create and edit Word, OneNote, PowerPoint, and Excel
documents from a browser

OneDrive forBusiness1 TB of personal cloud storage that can be
accessed from anywhere. Easily share documents with others inside and
outside your organization and control who can see and edit each file.

OneNote Class Noteboolotebookswith a personal workspader
every student, a content library for handouts, and a collaboration space
for lessons and creativactivities.

OneNote StafiNotebook: A powerful Notebook witla personal
workspace for every staff member or teacher, a content library for shared
information, and a collaboration space for everyone to wadether.

Sway:Easilycreate engaging, interactive wdimsed reports,
presentations, newsletters, trainings and moraght from your phone,
tablet, or browser. Sways are easy to share and look great oscragn




How to Connect to
Office 365



Access to Office 365

1. To login to Office 365 opembrowser and go to the following address:
https:// portal.office.com These will take you to the Office 365 LoBiortal.

2. Addyour credentialscusername and<password>and then Click on the
éSignit  odzi G2y G2 a@8ufty SOG (2 &2 dzNJ

NOTEFor moranformation on yourcredentials visibttp:// office365.schools.ac.cy

1] Office 365

Work or school account

|lsomeone@example.com I
IPassword I

Keep me signed in

Can't access your account?



https://portal.office.com/
http://office365.schools.ac.cy/

About
OneNote




What is OneNote

A OneNoteis adigital notebook, great forcapturing, storing, andsharingall
kinds ofinformation.2 KSGKSNJ €2 dzQNBE i K2YSZI Ay
OneNote to take notes wherever you goneNoteautomatically saves and
synchronizes your notes so you can focus on your thoughtsomas.

@
a

A With Microsoft OneNote, teachers can create notebooks that help tiseag
organized deliver curriculum andcollaboratewith students and colleagues.




Avallabllity

A OneNoteis afree download forwWindows,Windows Phone, Mac, iPads,

iIPhones and Android devices

NOTY 2dz R2y QG 3ISG It GKS TSI (dzNBSa
youneed.

OneNoteOnlinelets you take notes and organize note pages \wehb browser,
andit comes with alpaid Officesubscriptions.

NOTE Thenotebook you open in OneNote Online is the same as the notebook
you open in the OneNote desktop app, but some features work differently in the
two environments.

Notebooksare syncedvia your Microsoft account so any changes you make will
instantly be updated on your othetevices.
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Quick Start Guide

Discover contextual commands

Select any part of an inserted table to
reveal additional formatting tools.

Quick Access Toolbar Explore the ribbon
See what OneNote 2016 can do by clicking the ribbon

tabs and exploring new and familiar tools.

Keep favorite commands
permanently visible.

COneNote

Share your work with others

Sign in with your cloud account if you want
to share your work with other people.

History

nsert Draw

. . - = X et -
0 A Segoell =3t =T .S % Heading 1 [[¥] ToDeo (ceten) V| cq |> f [J
Copy - Important [Ctriv2) e
Past -l = o : 2 ToDo Find Outlook = Emal  Meet
S romupane | BT UK Fofe =X [Hoading? | [7 cuencun | 1830 Frd Otk | tnal Mg
Chipboard Hasic lext tyles ags Emal  Meetings
Noteboeoks ¥ TavelPlanning Shopping Lists | QuickNotes | +
& My Notebaok A ] o | (AdEFee
Travel Planning Hotel & thht Info Notebook Sections
Shopping Lists % 5 Hotel & Fhight Info
= Guick Notes Click these tabs to switch Packing Lis
. between sections in the Sightsesng
Ta ati current notebook. Passport Scans
. ransporiation Contact info

* Arrive at airport at 6:00 AM
¢ Plane departs at 3:00 AM — Gate B1
*  Plane lands at 2:00 PM local time

ﬁ Reservation

* Reservations for the 12th through 16th
*  Ask for view upgrade
*  Ask about cost for 1-2 day extension

Notebooks List

Click the notebook name to
switch between notebooks or
click the pin icon to keep the
Notebooks pane open.

Resize Note Containers

Drag the edge to make notes
fit the page or drag the entire
frame to move it elsewhere.

Select or move paragraphs
Click or drag the gripper to
the left of a note to select or
move it, or right-click it for
more options.

Type anywhere on a page
OneNote’s flexible canvas
isn't constrained in the ways
that other apps are.

) Qe Metes

Hide the ribbon

Need more room?
Click the arrow to
turn the ribbon on
or off.

Instantly find everything
Search the current page or all
notebooks at once and navi-
gate the results with ease.

Notebook Pages

Click these tabs to switch
between pages in the
current notebook section.
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OneNote Basics

A AOneNote Notebook is organized
into Sectionsand Page&
easy to make them colorful. A
OneNote Notebook never runs
out of pages, the pages never run
out of space, and you can add as
many sections as you want.

FY R AL

@ Add Page

Course info

Lecturel
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OneNote Basics

A Type or writenotes A Remembemeverything
o Click wherever you want a note to o AddTagsto any notes
appear, and then start typing o Makechecklistsandto-do lists
0 Tobegin a note elsewhere on the o Create your own custonags

page, just click and start typirigere
Keepeverything insync

A Organizewith tables o People can edit pages at the same
o Type, then press TAB to create a table  time
0 Quickly sort and shade tables o RealTime Sync on the same page

o Convert tables to Excel spreadsheets o Everything stored in theloud
0 Accessible from angevice

A Insertlinks, files, picturesto your notes

Harne Insert Draw History
—J C = ae — . o —~
0 e Calibri sln A== 5= % |Heading1 To Do (Ctel+1) o-Q - = ’—”_||—_:"]
Copy - Important (Ctri+2) -
Paste ) . B I U ake x, - aby | = Heading 2 - 2 i —| ToDo Find Outleok Email = Meeting
- ¥ Format Painter - < & M ¢ Question (Ctrl+3) " Tag Tags Tasks* Page Details~
Clipboard Basic Text Styles Tags Email ' Meetings -
File Hame Insert Draw History Review View
T B I @ g RLET HTO®R B Q
—_ =] = - | ] — = (m)
v . m+ o kg Ld 68 % O ©) 7T
Insert = Table File File Spreadsheet  Screen Pictures Online  Online  Link  Record Record  Date Time Date 8 Page Equation Symbol
Space @ Printout Attachment < Clipping Pictures  Video Audio  Video Time  Templates ~ =
Insert Tables Files Images Media Links Recording Time Stamp Pages Symbols -~



T>o

OneNoteNice Features

Embed anythingYou can embed almost any file into a OneNmtget screenclips,
pictures, scanned documents or images, audio and video Ebelspreadsheets.

Donapkinmath: Wdza & (e LIS GKS SljdzZ A2y | y@gKS]
followed by an equal sign. As soon as you press the spacebar or Enter, OneNote
performs the calculation

Record audio and video on thi#y: You carrecordaudio or video clips i©neNote.

Create custontags OneNote lets you tag your notes for easy searching and sorting
2 KAETS GKS LI LINPGARSE RR2¢y& SOIYNENES
GWSYSYOSNI F2NJ f F GSNEE (GKS NBIFf L326SN]
common tasks.

SearchOneNote has a great search function binltthat will searcithrough allyour
notebooks or just the one you are working on, to find the notesi need.

History. Youcansee previouwersions of your noteboo&indrestore to an earlier
version.If students are working collaboratively on a OneNote project, the teacher
can use the Find by Author option to see who did what in the notebook
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About
OneNote Class Notebook



What i1s OneNote Class Notebook

A OneNote Class Notebook is a tool to

help teachers createotebooks with
preassigned classroom permissians

OneNote Class Notebogkovide OneNote Class Notebook Creator
teachers the ability te@ollaborateon

class projectsshareassignments

with students, angrovide feedback rE| mg r"

on student work.

Lontent library Lolhbor ation space

Each Class Notebook is organized

into three areas: i@] ‘@1 '@] 'BTI

1. CO”aboration Space Student notebooks
2. Content library
3. Studentnotebooks

16



Notebook Overview

A Collaboration Space
0 A notebook for everyone in your class to share, organize, and collaborate.
0 Everyone can read and write the Collaboration Space

A Content Library
0 Aread-only notebook where teachers can share handouts with students.
O Students can only reae i.e. pull from--the Content Library. They cannot edit.
0 Teachers can read and write the Content Library

A Student Notebooks
0 Aprivate notebookshared between the teacher and each individual student.
0 Teachergan read and write to all student notebooks
0 Students cannot see other private section groups outside their own

17



Launch OneNote
Class Notebook App



Launch the OneNote Class Notebook

1. Once you are connected to your Office 365 accorat(corresponding slidelick
the app launcher(Jgd ) icon ihe upperleft corner.

2. Inthe list of apps that appears, click th€lass Noteboaokapp.

Office 365 ® ATS2020

View all my apps




Create a
Class Notebook

20



Create &lass Notebook

1. ClickCreate a class notebodkom the available options

Office 365 2 ATS2020

Welcome to the OneNote Class Notebook

We will help you create a notebook you can use in the classroom

=]

Get notebook links

21




Add Notebook Name

2. Nameyour new notebook, and then clickiextg.

NOTEEach notebook you create must have a uniqgue name, and it cannot contain these
OKIF N> OG4SNAR | \k F K ¢ pu f B Y &z WY

TIP:We recommend that yoareate a separate notebook for each clag® avoid conflicts
when naming a notebook, we propose of using the followigging convention

<Country><SchoolNumber-<Class><Subject>

School number is an identification number provided by each country to the selected schools
C2NJ SEFYLX ST AF @2dz G4SIF OK al (KSchiAl-af WIKE ¢ &

Office 365 2 ATS2020 B ? ‘

« 1 Add Notebook Name © What's the name of your class?

2 Notebook Overview This will be the name of your class notebook

3 Add Another Teacher

4 Add Student Names

5 Design Student Spaces

6 Preview

7 Done 22




Notebook Overview

3. The OneNote Class Notebook provisions a notebook tiwihe section groups
each with its owrunique permissions.

Office 365 B ATS2020 o]

v 1 Add Notebook Name © Great! We'll create Greek 2 P1 for you. Here's what will be inside:
« 2 Notebook Overview These areas will be section groups of your class notebook
3 Add Another Teacher

E— i
4 Add Student Names = Collaboration Space ... Teacher can edit the content
Students and teachers can work together

5 Design Student Spaces % Student can edit the content

6 Preview

‘7 Content Libra
- - Y . ... Teacher can edit the content
Publish course materials to students

&% Student can only view the content

‘7 Student Notebooks ° )
) aa Teacher can edit the content
A private space for each student

&% Student can edit his or her own content and can't view
others' notebooks

23



Add Another TeachdOptional

4. Onthis screen, you have the option sald anotherteacherto your class
notebook. Any teacher added will have the same permissions as you do. You can
I RR | a YIhka& | & @&2dzQR

5. Enterthe name(s) of the teacher and cliGkext.

Office 365 9 ATS2020 B ?

v 1 Add Notebook Name © (Optional) Give another teacher permission to use this class notebook?

2 Notebook Overview Type or paste your teachers' names (separated by semicolon) to add them to the class notebook

+ 3 Add Another Teacher

4 Add Student Names

5 Design Student Spaces

6 Preview

7 Done

24




Add Students Names

6. You can add your studenitgdividually or in bulk (see next slide).

NOTE Your students must have an Office 365 organization account to continue with this
a0SLIP LT @2dz | NBYy QiU & dzNBAddikisratd SNI 2 NJ y 20

7. 1 t AN®{Ewliene 2 dzQ@S O2Y L)X SGSR I RRAYy3 |t
the names have fully resolved.

Office 365 9 ATS2020 B ?

v 1 Add Notebook Name © Now, what are your students' names?
Type or paste your students' names (separated by semicolon) to add them to the class notebook

+ 2 Notebook Overview

+ 3 Add Another Teacher

' 4 Add Student Names

5 Design Student Spaces
6 Preview

7 Done

25




Add Students Names

Add Students Individually

A ¢eLl)S I aiddRRSyiQa yIYS Ay GKS GSEG o062

A Asyou type, the app Wi|v| look up possible matches. For example, you can type
AOCSOAYE YR AU gAff FTAYR lyeée audzZRSyud.

A Repeat#d G SLJ dzy GAf @2dzQ0dS | RRSR [INextt d2 F &

Add Students in Bulk

A Copyr yR LI &GS I tftAad 2F GKS aidddzRSyidaoQ
text box.

A Afterd2dz LI adS GKS aiddzZRSyidaQ ylFIYSa Ayiaz
name. The app may take a few moments to automatically resolve each name. For
SIFOK YIFIGOK (KFG AayQil F2dzyRE &2dz Oy
the text box

A/ fANGE WKSY &2dz2Q@0S O02YLX SGSR | RRAYy3 |
the names have fully resolved.



Design Student Spaces

8. Keepthe boxes checked next to the default sections that you'd like created in

S OK & inadeBoBk/ i Q&
9. / ft AMdmoE(12 I RR I RRAGAZ2Y I f rkoBHOGKA 2y & AY
10. / £ AN@t witenfinished.

Office 365 9 ATS2020 B ?

v 1 Add Notebook Name © Almost there! What should be inside each student's private space?

These sections will be created in every student's private notebook. Here are a few suggestions:

' 2 Notebook Overview

+ 3 Add Another Teacher

+ 4 Add Student Names

+ 5 Design Student Spaces

6 Preview

7 Done

Handouts

Class Motes

Homework

Quizzes
@ Add more

27




Design Student Spaces

TIP. Werecommend that you creatgection nameghat correspond tactivities, NOT unitsFor
example, use activities such as Handouts, Class Notes, and Quizzeasdhdor this is that
students work in one unit at a time; it will take longer to find items of interest in a unit section.

NOTEYouOl vy | f &2 | RRXZ NBY20SX yR RSESGS aSoOda
the class notebook is created.

Office 365 9 ATS2020 B ?

v 1 Add Notebook Name © Almost there! What should be inside each student's private space?

' 2 Notebook Overview

These sections will be created in every student's private notebook. Here are a few suggestions:

+ 3 Add Another Teacher

+ 4 Add Student Names

+ 5 Design Student Spaces

6 Preview

7 Done

Handouts

Class Motes

Homework

Quizzes

@ Add more

28




Preview

11. / f ATeskherts noteboo& anddStudent's notebook to verify how the sub

notebooks and sections will be created for the class.
12./ f ACoehte @ have the app create your classtebook.

Office 365 2 ATS2020

v 1 Add Notebook Name © Did we get this right? Please confirm with the visual preview

' 2 Notebook Overview

Teacher's notebook

Student's notebook

+ 3 Add Another Teacher

—
' 4 Add Student Names
W Gre2r
+/ 5 Design Student Spaces
Welcome
v 6 Preview mma _Collaboration Space

m _Content Library

7 Done

2



Done

13. Clickthe notebook name linkto open your class notebook in OneNote. As soon as
the notebook is ready for your students, email tingperlink shown in the text
box to your class for your students to opefau carretrieve this link later in
OneNote 2013 by rightlicking the class notebook in tmetebooklist, and then
clickingCopy Link to Notebook

TIP. Youmay wish to add content by placing it in the Content Library before inviting your
students to open the class notebook. Keep a copy of the link in your records while you
prepare the notebook, then share the link with the students when ready.
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