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About
Office 365 for MOEC
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Office 365 for MOEC

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

Å Office 365 is a cloud-based servicewhich includes a collection of services that 
allows students and teachers to work together, in a secure, reliable and 
productive way.

Å Office 365 ProPlussuite includes full office applications and can be installed on 
up to five (5) devices per person.

Å For more details on the agreement and the service provided please see 
corresponding circular, website.
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http://enimerosi.moec.gov.cy/archeia/1/ypp3474a
http://office365.schools.ac.cy/


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

OneDrive for Business:1 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 Notebook: Notebookswith a personal workspace for 
every student, a content library for handouts, and a collaboration space 
for lessons and creative activities.

OneNote Staff Notebook:A powerful Notebook with a personal 
workspace for every staff member or teacher, a content library for shared 
information, and a collaboration space for everyone to work together.

Sway: Easily create engaging, interactive web-based reports, 
presentations, newsletters, trainings and moreτright from your phone, 
tablet, or browser. Sways are easy to share and look great on any screen.



How to Connect to
Office 365
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Access to Office 365

1. To login to Office 365 open a browser and go to the following address: 
https:// portal.office.com. These will take you to the Office 365 Login Portal.

2. Add your credentials, <username>and <password>, and then Click on the 
έSign inέ ōǳǘǘƻƴ ǘƻ ŎƻƴƴŜŎǘ ǘƻ ȅƻǳǊ account.

NOTE: For more information on your credentials visit http:// office365.schools.ac.cy
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https://portal.office.com/
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About
OneNote
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What is OneNote

Å OneNote is a digital notebook, great for capturing, storing, and sharingall 
kinds of information. ²ƘŜǘƘŜǊ ȅƻǳΩǊŜ ŀǘ ƘƻƳŜΣ ƛƴ ǎŎƘƻƻƭΣ ƻǊ ƛƴ ǘƘŜ ƻŦŦƛŎŜΣ ǳǎŜ 
OneNote to take notes wherever you go. OneNote automatically saves and 
synchronizes your notes so you can focus on your thoughts and ideas.

Å With Microsoft OneNote, teachers can create notebooks that help them stay 
organized, deliver curriculum, and collaboratewith students and colleagues.
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Availability

Å OneNoteis a free download for Windows, Windows Phone, Mac, iPads, 
iPhones and Android devices.

NOTEΥ ¸ƻǳ ŘƻƴΩǘ ƎŜǘ ŀƭƭ ǘƘŜ ŦŜŀǘǳǊŜǎ ƻƴ ŀƭƭ ǇƭŀǘŦƻǊƳǎΣ ōǳǘ ȅƻǳ ƎŜǘ Ƴƻǎǘ ƻŦ ǿƘŀǘ 
you need.

Å OneNote Online lets you take notes and organize note pages in a web browser, 
and it comes with all paid Office subscriptions.

NOTE: The notebook 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.

Å Notebooks are syncedvia your Microsoft account so any changes you make will 
instantly be updated on your other devices.
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Quick Start Guide
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OneNote Basics

Å A OneNote Notebook is organized 
into Sectionsand PagesΣ ŀƴŘ ƛǘΩǎ 
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.
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OneNote Basics
ÅType or write notes 

o Click wherever you want a note to 
appear, and then start typing

o To begin a note elsewhere on the 
page, just click and start typing there

ÅOrganize with tables

o Type, then press TAB to create a table

o Quickly sort and shade tables

o Convert tables to Excel spreadsheets

Å Insert links, files, pictures to your notes

ÅRemember everything

o Add Tagsto any notes

o Make checklistsand to-do lists

o Create your own custom tags

ÅKeep everything in sync

o People can edit pages at the same 
time

o Real-Time Sync on the same page

o Everything stored in the cloud

o Accessible from any device
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OneNote Nice Features

Å Embed anything: You can embed almost any file into a OneNote page τscreen clips, 
pictures, scanned documents or images, audio and video files,Excel spreadsheets.

Å Do napkin math: Wǳǎǘ ǘȅǇŜ ǘƘŜ Ŝǉǳŀǘƛƻƴ ŀƴȅǿƘŜǊŜ ƻƴ hƴŜbƻǘŜΩǎ ǇŀƎŜ ǎǳǊŦŀŎŜΣ 
followed by an equal sign. As soon as you press the spacebar or Enter, OneNote 
performs the calculation

Å Record audio and video on the fly: You can record audio or video clips in OneNote.

Å Create custom tags: OneNote lets you tag your notes for easy searching and sorting. 
²ƘƛƭŜ ǘƘŜ ŀǇǇ ǇǊƻǾƛŘŜǎ Ƴŀƴȅ ŜǾŜǊƎǊŜŜƴ ǘŀƎǎ ǎǳŎƘ ŀǎ ά¢ƻ-ŘƻΣέ άLƳǇƻǊǘŀƴǘΣέ ŀƴŘ 
άwŜƳŜƳōŜǊ ŦƻǊ ƭŀǘŜǊΣέ ǘƘŜ ǊŜŀƭ ǇƻǿŜǊ ƛǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŎǊŜŀǘŜ ȅƻǳǊ ƻǿƴ ǘŀƎǎ ǎǇŜŎƛŦƛŎ ǘƻ 
common tasks.

Å Search: OneNote has a great search function built in, that will search through all your 
notebooks, or just the one you are working on, to find the notesyou need.

Å History: You can see previous versions of your notebook and restore 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
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What is OneNote Class Notebook

Å OneNote Class Notebook is a tool to 
help teachers create notebooks with 
preassigned classroom permissions.

Å OneNote Class Notebook provide 
teachers the ability to collaborateon 
class projects, shareassignments 
with students, and provide feedback 
on student work.

Å Each Class Notebook is organized 
into three areas:

1. Collaboration space

2. Content library

3. Student notebooks
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Notebook Overview

Å Collaboration Space

o A notebook for everyone in your class to share, organize, and collaborate.

o Everyone can read and write to the Collaboration Space

Å Content Library 

o A read-only notebook where teachers can share handouts with students.

o Students can only read -- i.e. pull from -- the Content Library. They cannot edit.

o Teachers can read and write to the Content Library

Å Student Notebooks 

o A private notebookshared between the teacher and each individual student.

o Teachers can read and write to all student notebooks

o Students cannot see other private section groups outside their own
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Launch OneNote
Class Notebook App
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Launch the OneNote Class Notebook

1. Once you are connected to your Office 365 account (see corresponding slide) click 
the app launcher(      ) icon in the upper left corner.

2. In the list of apps that appears, click the άClass Notebookέapp.
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Create a
Class Notebook
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Create a Class Notebook

1. Click Create a class notebookfrom the available options.
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Add Notebook Name
2. Name your new notebook, and then click άNextέ. 

NOTE: Each notebook you create must have a unique name, and it cannot contain these 
ŎƘŀǊŀŎǘŜǊǎ І κ ϝ Κ έ μ ғ Ҕ Υ Φ ҈ Ψ \. 

TIP: We recommend that you create a separate notebook for each class. To avoid conflicts 
when naming a notebook, we propose of using the following naming convention: 

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

School number is an identification number provided by each country to the selected schools. 
CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǘŜŀŎƘ aŀǘƘ ƛƴ {Ǉŀƛƴ ȅƻǳ Ŏŀƴ ƴŀƳŜ ǘƘŜ ƴƻǘŜōƻƻƪ ά9{-Sch1-A1-aŀǘƘέΦ
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Notebook Overview

3. The OneNote Class Notebook provisions a notebook with three section groups, 
each with its own unique permissions.
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Add Another Teacher (Optional)

4. On this screen, you have the option to add another teacherto your class 
notebook. Any teacher added will have the same permissions as you do. You can 
ŀŘŘ ŀǎ Ƴŀƴȅ ŀǎ ȅƻǳΩŘ like.

5. Enter the name(s) of the teacher and click άNextέ.
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Add Students Names

6. You can add your students individuallyor in bulk (see next slide).

NOTE: Your students must have an Office 365 organization account to continue with this 
ǎǘŜǇΦ LŦ ȅƻǳ ŀǊŜƴΩǘ ǎǳǊŜ ǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ǘƘŜȅ ŘƻΣ ŀǎƪ ȅƻǳǊ L¢ Administrator.

7. /ƭƛŎƪ άNextέwhen ȅƻǳΩǾŜ ŎƻƳǇƭŜǘŜŘ ŀŘŘƛƴƎ ŀƭƭ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ŦƻǊ ǘƘŜ Ŏƭŀǎǎ ŀƴŘ 
the names have fully resolved.
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Add Students Names

Add Students Individually

Å ¢ȅǇŜ ŀ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǘŜȄǘ ōƻȄΣ ǘƘŜƴ ǇǊŜǎǎ 9ƴǘŜǊ.

Å As you type, the app will look up possible matches. For example, you can type 
ά¢ŜǾƛƴέ ŀƴŘ ƛǘ ǿƛƭƭ ŦƛƴŘ ŀƴȅ ǎǘǳŘŜƴǘǎ ƳŀǘŎƘƛƴƎ ǘƘŀǘ ƴŀƳŜ.

Å Repeat 1stǎǘŜǇ ǳƴǘƛƭ ȅƻǳΩǾŜ ŀŘŘŜŘ ŀƭƭ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘǎΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άNextέΦ

Add Students in Bulk

Å Copy ŀƴŘ ǇŀǎǘŜ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ƴŀƳŜǎΣ ǎŜǇŀǊŀǘŜŘ ōȅ ŀ ǎŜƳƛŎƻƭƻƴ όΤύ ƛƴǘƻ ǘƘŜ 
text box.

Å After ȅƻǳ ǇŀǎǘŜ ǘƘŜ ǎǘǳŘŜƴǘǎΩ ƴŀƳŜǎ ƛƴǘƻ ǘƘŜ ǘŜȄǘ ōƻȄΣ ǘƘŜ ŀǇǇ ǿƛƭƭ ƭƻƻƪ ǳǇ ŜŀŎƘ 
name. The app may take a few moments to automatically resolve each name. For 
ŜŀŎƘ ƳŀǘŎƘ ǘƘŀǘ ƛǎƴΩǘ ŦƻǳƴŘΣ ȅƻǳ Ŏŀƴ ǊŜǘȅǇŜ ǘƘŜ ƴŀƳŜ ƻǊ ǊŜƳƻǾŜ ǘƘŜ ƴŀƳŜ ŦǊƻƳ 
the text box.

Å /ƭƛŎƪ άNextέ ǿƘŜƴ ȅƻǳΩǾŜ ŎƻƳǇƭŜǘŜŘ ŀŘŘƛƴƎ ŀƭƭ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘǎ ŦƻǊ ǘƘŜ Ŏƭŀǎǎ ŀƴŘ 
the names have fully resolved.
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Design Student Spaces

8. Keep the boxes checked next to the default sections that you'd like created in 
ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ notebook.

9. /ƭƛŎƪ άAdd moreέǘƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ǎŜŎǘƛƻƴǎ ƛƴ ŜŀŎƘ ǎǘǳŘŜƴǘΩǎ notebook.

10. /ƭƛŎƪ άNextέwhen finished.

27



Design Student Spaces

TIP: We recommend that you create section namesthat correspond to activities, NOT units. For 
example, use activities such as Handouts, Class Notes, and Quizzes. The reason for this is that 
students work in one unit at a time; it will take longer to find items of interest in a unit section.

NOTE: You Ŏŀƴ ŀƭǎƻ ŀŘŘΣ ǊŜƳƻǾŜΣ ŀƴŘ ŘŜƭŜǘŜ ǎŜŎǘƛƻƴǎ ŘƛǊŜŎǘƭȅ ƛƴ ȅƻǳǊ ǎǘǳŘŜƴǘǎΩ ƴƻǘŜōƻƻƪǎ ŀŦǘŜǊ 
the class notebook is created.
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Preview
11. /ƭƛŎƪ άTeacher's notebookέΣ and άStudent's notebookέ to verify how the sub-

notebooks and sections will be created for the class. 

12. /ƭƛŎƪ άCreateέ to have the app create your class notebook.
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Done
13. Click the notebook name link to open your class notebook in OneNote. As soon as 

the notebook is ready for your students, email the hyperlinkshown in the text 
box to your class for your students to open. You can retrieve this link later in 
OneNote 2013 by right-clicking the class notebook in the notebook list, and then 
clicking Copy Link to Notebook.

TIP: You may 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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