
Office 365
A guide to creating an account and installing Office 365



Microsoft.com/en-au/education/products/office

Enter email here



Select your role

The role can be changed by the IT admin



Enter your name

Create a new 
password
This password is only for Office 365

Enter the verification 
code
This code will be sent to your school gmail

Your.email@bellfield.nsw.edu.au



Go to gmail.com
Log in to your Bellfield College gmail account

Your.name@bellfield.nsw.edu.au



Find the email that looks like below

This is where to find the 
verification code
The one here is a sample. It is 
not your verification code



Enter the verification 
code here

827022

Your.email@bellfield.nsw.edu.au



Optional: Inviting people

You may send a link to others that have a 
Bellfield College email account

This is optional. If you do not wish to invite 
anyone you can click skip near the bottom.



Click the x on the top right to 
close the pop-up



You are now logged in

You are now able to access to online versions of Word, Excel, and other Office apps

To download an offline version continue to the next slide



Installing 365 apps to your computer

Click Install Office button
Click Office 365 Apps

When the download is completed double-click the setup file to start 
installing



Run the downloaded file to install

The install will look like this



Office is now installed on your device



Open Word and Accept the license agreeent



Sign in to Office 365 
through your desktop

When opening Word, Excel and other Office 
programs for the first time, you may be asked to 
sign in. Use your office 365 account to sign in




