
 

   
 

 
 

A Parents’ Guide to Using Microsoft 365 in School 
and at Home 
 
 

 
 
 

First you will need to search on the internet for “Office 365”  

 
 

And select the highlighted option  

 
 
 
 
 
 
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 
 
 

Once the page has loaded click to “Sign in” 
 
 

 
 
 

Type in your school email address, this is your school username with “@Carrhill-ept.com” at the end 
If you are unsure of your school username it should be your last name, first initial and the year you joined 

the school, for example a student called John Smith, who started year 7 in 2023 would be smithj23 
 

 
 



 

   
 

 
 
 
 
 

 
 
 
 

After you have put your email address in it will then ask for your password, this is the same password that 
you use to log on to a computer in school 

 

 
 
 

Once you have logged in you will see this screen, most of the things that you need are in the highlighted 
box and the important ones are described below 

 

 
 



 

   
 

 
 
 
 
 

 
 

SharePoint  
 

SharePoint is where teachers store class work and share documents with students, to access it click on 
“SharePoint” highlighted below 

 

 
 
 

After you click on SharePoint you will see the below screen, Click on to the “Pupil Landing Zone” 
 

 
 
 
 
 



 

   
 

 
 
 
 
 

 
You will then see this screen Click on the picture to access the school folders 

 

 
 
 

You can then access the files and folders uploaded by teachers 
 

 
 
 
 
 
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 

OneDrive  
OneDrive is where you can save your own personal work, to access it click on “OneDrive” highlighted below 

 

 
 

When you click on “OneDrive” you will see this screen with a few of your most recent pieces of work, to see 
it as you would in school click on “My files” 

 

 
 
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 
 

This is what you will then see, which is also what you will see when you are working in school  
 

 
 
 
 
 
 
 

Outlook 
 

Outlook is where you can access your emails that may have been sent by teachers and when you reset your 
password for things like Arbor, to access it click on “Outlook” highlighted below 

 

 
 
 
 
 



 

   
 

 
 
 
 
 

 
When you click on Outlook it should just load you straight into your emails as below 

 

 
 
 

As well as accessing these apps on your computer you can also access them all on a mobile phone, 
however, they are not all in one place and you will need to download each app individually on the Playstore 

(Android phones) or Appstore (Apple Phones)  
 

Open the Playstore or Appstore and search for “SharePoint”, “Outlook” and “OneDrive” they should look 
like this  

 

 
Press install to download the app and it will show like this once installed  

 
 
 
 
 
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 
 
 
 

The log on process for each app is pretty much the same as on a computer needing your email and 
password  

 
 

                                
 
 
 
 
 

OneDrive and Outlook will just open up after this step and you can use them as you do on the computer, 
SharePoint has a few more steps 

 
After you have put in your email address and password you will see this screen, Tap on “Pupil Landing 

Zone” 
 
 
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 
Then tap on the picture  

 
 

You will then be able to see all the folders same as before  
 
 
 
 
 
 



 

   
 

 
 
 
 
 

 
 
 
 
 
 
 
 


