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Microsoft Office

College Email

IT Essentials

• All students at Derwentside College have access to Office 365.

• This means you can:
• Download Microsoft Office onto your PC or laptop (including Macs)
• Use the online versions of the Microsoft Office packages
• Use the Microsoft Office apps on your mobile device (phone, tablet or Chromebook)

Find more information on StudentNet (login required – See above)

A Guide to IT available to all learners

Download Microsoft Office Use the online versions Use the mobile apps
• Go to https://www.office.com
• Log in with your email address 

and password
• Click Install Office and follow the 

onscreen instructions

• Go to https://www.office.com
• Click the app launcher at the top 

left of the screen and select the 
package you want to use

• Online versions do not have the 
same features as the downloaded 
version

• Go to Play store or App store and 
install the appropriate app

• Log into the app with your email 
address and password

All students have a College email account while at College:
• Go to https://www.office.com
• Username: firstname.surname@derwentside.ac.uk
• Password: Your initials and date of birth (first initial uppercase, e.g. Joe Bloggs, date of birth 

05/07/2006 would be Jb05072006)

OneDrive
• Use the OneDrive app to scan your work and send to your Training 

Consultant/tutor

• Scan, sign, and share documents - Office Support (microsoft.com)
• Save work in OneDrive and access on any device

• Sign in with your College email address and password (as above)

https://derwentsideac.sharepoint.com/sites/StudentNet
https://www.office.com/
https://www.office.com/
https://www.office.com/
https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.microsoft.com%2Fen-gb%2Foffice%2Fscan-sign-and-share-documents-c2e7850c-4ab2-4556-8586-37f718ba1a94%3Fui%3Den-US%26rs%3Den-GB%26ad%3DGB&data=04%7C01%7CAngela.Cummings%40derwentside.ac.uk%7Cdfa4bd12700a487b5e8e08d8ce7e0fe9%7C50297e73b99444ad859687b485dca0eb%7C0%7C0%7C637486388123608566%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=AywdjqRMY2TT6vSQoUDGZLxHHf8qPvBicJBHk3I%2FgZU%3D&reserved=0
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IT Support

Find more information on StudentNet (login required – See above)

A Guide to IT available to all learners

Create documents, write assignments and more

• Word - Quick Start

• What is Word?

• Write and edit

• Format text

• Lay out pages

• Insert tables, pictures and watermarks

• Save and print

• Improve Accessibility and ease of use

Excel

PowerPoint Outlook

Create spreadsheets and charts

• Excel - Quick Start

• Introduction to Excel

• Rows and Columns

• Cells

• Formatting

• Formulas and Functions

• Tables

• Charts

• Pivot Tables

Create eye-catching presentations

• Quick Start

• Introduction to PowerPoint

• Slides and layouts

• Text and tables

• Pictures and graphics

• Present slideshows

• Animation, video and audio

Communicate with others

• Create and send email

• Manage email

• Organise your inbox

• Contacts and tasks

• Calendar

Microsoft Apps There's a Microsoft app for everything...
• Forms - Create surveys and quizzes

• Sway - Create presentations

• OneDrive - Save your documents and access 
anywhere

• OneNote - Create a digital notebook and access 
anywhere

• Planner - Create To Do lists

• Delve - Connect and collaborate with other people

• Teams - Access documents and collaborate with 
others

https://derwentsideac.sharepoint.com/sites/StudentNet
https://support.office.com/en-us/article/create-a-document-in-word-aafc163a-3a06-45a9-b451-cb7250dcbaa1
https://support.office.com/en-us/article/what-is-word-aee9c7ff-f9c5-415f-80dc-103ad5e344d7?wt.mc_id=otc_word
https://support.office.com/en-us/article/add-and-edit-text-ed1e3147-a846-41ca-8087-49e324cb50bd?wt.mc_id=otc_word
https://support.office.com/en-us/article/add-and-format-text-2e76a31b-a6d6-4b4e-95c2-fb780e3ac8d3?wt.mc_id=otc_word
https://support.office.com/en-us/article/change-margins-da21a474-99d8-4e54-b12d-a8a14ea7ce02?wt.mc_id=otc_word
https://support.office.com/en-us/article/insert-a-table-a138f745-73ef-4879-b99a-2f3d38be612a?wt.mc_id=otc_word
https://support.office.com/en-us/article/save-a-document-b7f55d8c-d714-4892-8fde-853a82419027?wt.mc_id=otc_word
https://support.office.com/en-us/article/introduction-to-using-a-screen-reader-in-word-303eb71a-6bd8-474c-ba06-923e93347224?wt.mc_id=otc_word&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/create-a-workbook-in-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
https://support.office.com/en-us/article/create-a-new-workbook-ae99f19b-cecb-4aa0-92c8-7126d6212a83?wt.mc_id=otc_excel
https://support.office.com/en-us/article/insert-or-delete-cells-rows-and-columns-6f40e6e4-85af-45e0-b39d-65dd504a3246?wt.mc_id=otc_excel
https://support.office.com/en-us/article/move-or-copy-cells-and-cell-contents-803d65eb-6a3e-4534-8c6f-ff12d1c4139e?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/available-number-formats-0afe8f52-97db-41f1-b972-4b46e9f1e8d2?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617
https://support.office.com/en-us/article/video-what-is-powerpoint-5f9cc860-d199-4d85-ad1b-4b74018acf5b?wt.mc_id=otc_powerpoint
https://support.office.com/en-us/article/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/insert-wordart-c5070583-1ebe-4dc4-a41f-5e3729adce54?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/insert-a-picture-in-powerpoint-5f7368d2-ee94-4b94-a6f2-a663646a07e1?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/start-the-presentation-and-see-your-notes-in-presenter-view-4de90e28-487e-435c-9401-eb49a3801257?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/welcome-to-your-inbox-c6c261e3-d50a-43a6-816f-35fe1e53acc6?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-set-up-an-automatic-reply-cc0e480f-973e-4412-a27b-8a52108d6d51?wt.mc_id=otc_outlook
https://support.office.com/en-us/article/video-set-categories-flags-reminders-or-colors-a894348d-b308-4185-840f-aff63063d076?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/video-add-a-contact-1ef8f35b-04be-4bd0-ac9c-6d6a146887ce?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/welcome-to-your-calendar-6fb9225d-9f9d-456d-8c81-8437bfcd3ebf?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/sign-in-to-microsoft-forms-620daa7a-3e03-4013-8f92-5cce86210ef6
https://support.office.com/en-us/article/sign-in-to-sway-b60d6dc4-d2bc-4740-ab1d-e2c4071dca03
https://support.office.com/en-us/article/upload-and-save-files-and-folders-to-onedrive-for-business-a1397e56-61ec-4ed2-9dac-727bf8ac3357
https://support.office.com/en-us/article/create-a-notebook-in-onenote-6be33cf9-f7c3-4421-9d74-469a259952d3
https://support.office.com/en-us/article/sign-in-to-microsoft-planner-fe43c972-5a95-4071-86d4-423a64a3b21e
https://support.office.com/en-us/article/sign-in-to-delve-0e4751f5-3006-402f-b55a-bb079cfb1ff1
https://support.office.com/en-us/article/video-what-is-microsoft-teams-422bf3aa-9ae8-46f1-83a2-e65720e1a34d
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