
Guide to Office 365 and 
Emails 



To access your email you need to go the internet 
and search in search bar Portal.office.com 

Once you have typed that in it will take you to 
the office 365 login page where you will log on to 
your email as normal 

To access your email you need to go the 
internet and search in a search bar for 

Portal.office.com 

Once you have typed that in it will take 
you to the office 365 login page where 
you will log on to your email as normal 



Once this page has come up you need to 
log on to your email. 

Your email address: 
firstname.surname@Rastrick.
Calderdale.sch.uk

Password is your PRA  password 

Once this page has come up you need 
to log on to your email. 

Your email address: 
firstname.surname@rastrick.calderd-

ale.sch.uk

Password is your PRA  password 



After you have logged on it will come up with 
this page.  To open up your email you will need 
to click on the mail app and it will open your 
inbox, but while you have  this  page open  have 
a look as it has  many more different app’s you 
can use for free as well  as Microsoft word and 
PowerPoint .

Once you have click on the mail app it will take you to 
your inbox and it would look like this. 

After you have logged on it will come 
up with this page. To open up your 

email you will need to click on the mail 
app icon and it will open your inbox

Once you have clicked on the mail app 
it will take you to your inbox and it 

would look like this



Sending an email 

To send a new email you need to click on the 
new Button and it will open the new page up  

Once you have clicked on the New button it 
will came up with this page. When this 
page comes up you will be able to type up 
your email and then send it. 

To send a new email you need to click 
on the New Message button and it will 

open a new page   

Once you have clicked on the New 
button it will came up with this 
page. When this page comes up 

you will be able to type your email 
and then send it

Sending an Email



To add who you want to send the email 
to you can just type in the name if you 
sent them an email before. Or you can 
search for them. 
To search for a person you need to click 
on TO or CC to search for people 

Once you have clicked on the To or CC box it will came up with this page  you will 
need to click on the Default Global address list  and then click on the search bar and 
type the person name in who you want to search for. Once you have found the 
person you need , click on the little Plus icon next to the name and it will show up in 
your TO or CC box, once it is in there you will need to click on Cross on top of the 
box and it will take you back to  your email. 

To add a recipient you can type in the  
TO box if you sent them an email 

before. Or you can search for them. 
To search for a person you need to click 

on TO or CC to search for people 

Once you have clicked on the To or CC box it will came up with this page you will need to 
click on the Default Global address list and then click on the search bar and type the per-

son's name in who you would like to search for

 Once you have found the person you require, click on the little Plus icon next to the name 
and it will show up in your TO or CC box, once it is in there you will need to click on Cross 

at the top right of the box and it will take you back to  your email



Once you have selected the user it 
will show in you TO or CC box 

Once you have selected the 
user it will now show in the 

TO or CC box 



Attaching an Attachment to an email 

To attach an attachment to the email you need to 
click on the Attach button. 

Once you have clicked on the attach 
You will have a couple of option like 
attach file form Pc or from the cloud 
you will need to click the correct one 
for you.

Attaching an attachment to an email 

To attach an attachment to 
an email you need to click on 

the Attach button

Once you have clicked on 
Attach you will have a couple 

of options, attach file from 
Pc or from the cloud. Please 
select the one that is correct 

one for you



Office 365 Apps 

When you Log on to your email it will take 
you to this menu page. On the page you 
have got word ,power point and excel. If you 
click on one of those it will take you to the 
online version for it  

Office 365 Apps

When you Log on to your email it will take you to this menu page. You will 
have access to Word ,Power Point and Excel. If you click on one of the 

icons it will take you to the online version of the programme



How to Access word

Once you open word you will 
be able to choose you template 
of the document. 

Accessing Word

After you have logged on to your emails it will take you to the main menu 
page, from here click the Word icon



Once you have done the other steps it 
will take you to a normal  word 
document  you would get on a  school 
computer. 

After you have clicked either blank document or choose from a template 
you will now have a word document similar to one on a school computer 



Saving a word document 
To save the word document  you need to 
click on the file button and then go Save 
As

Once you clicked on the Save As option it would 
come up with this menu. On this menu you have two 
options you can choose the first option you can 
choose is to save a copy online and it will save it to 
your one drive. Or the other option you can choose is 
that you can download it as a copy to the 
Chromebook itself- please use this option you will 
then  be able to find it in your download folder.  

Saving a document

To save a document you need to clock on File, 
Save As

Once you have clicked on the Save As option it 
will come up with this menu. On this menu you 
have two options. Option 1, save a copy online 

and it will save it to your one drive. Option 2, you 
can download the file as a copy. The file will be 

in your downloads folder 



How to access PowerPoint 

Once you have done that it will take 
you to a normal looking  power point 
like you would get on school computer. 

Once you have opened the power point you will 
need to  choose your template of the page 
layout you would like. 

Accessing PowerPoint

After you have logged on to your emails it will 
take you to the main menu page, from here click 

the PowerPoint icon

You can now either click a Blank Document or 
choose from a template



How to save a power point

To save the powerpoint you need to click 
on the file button and then go Save As

Once you click on the Save As option it would come 
up with this menu. On this menu you have two 
options you can choose the first option which is  to  
save a copy online and it will save it to your one 
drive. 
Or the other option you can choose is  you can 
download it as a copy to the Chromebook itself –this 
is the better option,(or do both) then you will be able 
to find it in your download folder.  

Saving a document

To save a document you need to clock on File, 
Save As

Once you have clicked on the Save As option it 
will come up with this menu. On this menu you 
have two options. Option 1, save a copy online 

and it will save it to your one drive. Option 2, you 
can download the file as a copy. The file will be 

in your downloads folder.  



How to access Excel 

Once you have opened the Excel  you will need 
to  choose your template of the page layout you 
would like. 

Once you have done this, it will take 
you to a normal looking excel like you 
would get on school computer. 

Accessing Excel

After you have logged on to your emails it will 
take you to the main menu page, from there click 

the Excel icon

You can now either click a Blank Document 
or choose from a template



Saving the Document 

To save the Excel you need to click on the 
file button and then go Save As

Once you click on the Save As option it would came 
up with this menu. On this menu you have two 
option you can choose the first option you can 
choose the save a copy online and it will save it to 
your one drive. Or the other option you can choose is 
that you can download it as a copy to the 
Chromebook itself, then you will be able to find it in 
your download folder.  

Saving a document

To save a document you need to clock on File, 
Save As

Once you have clicked on the Save As option it 
will come up with this menu. On this menu you 
have two options. Option 1, save a copy online 

and it will save it to your one drive. Option 2, you 
can download the file as a copy. The file will be 

in your downloads folder



After you have logged on it will come up with this page.  To 
open up One Drive  you will need to click on the one drive app 
and it will open your onedrive account.

Accessing OneDrive

After you have logged on you will now see this page. To open OneDrive  
you will need to click on the one drive app icon and it will open your 

OneDrive account



After you have logged on it will come up with this page.  To 
open up One Drive  you will need to click on the one drive app 
and it will open your onedrive account.

Once you have click on OneDrive it will take you to this page where you 
will see all yours file that is save in your OneDrive account. 

Now you have accessed OneDrive you should be able to see all your files 
saved in OneDrive



How to Access Shared Files

To view what file has been shared with you, you will 
need to click on the shared option and it will take you 
to the your shared files area. 

Accessing shared files

To view a file that has been shared with 
you, you will need to click on the 

shared option and it will take you to the 
shared files area



Once you are on this page it will show all the document that has been shared with the 
student and you will see who they are from as out will show the teacher name on it as well.
To open up the document up you will just need to double click the file that you want to open.

Under the Shared tab you will also see document shared with me. The document 
Shared with me will have the teachers name on it. To open any file please double click 

on it the file you wish to open

Documents shared with me



For password resets or any queries 
please email

technical@rastrick.calderdale.sch.uk


