M365 for Home Use on a Windows Device — Pupil Guide

Download Microsoft Office using the download tool available in the Glow Launchpad:
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Open a Word document and select File and then Account. If account is not showing, select More

then Account.
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First begin by signing in with your Glow account. This is needed to make sure you can access your
Glow OneDrive and save your content into Glow.
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Once you have successfully signed in your Glow account, you will need to switch licenses in order to
be able edit documents. Your glow account will allow you to open files, but not edit them on your
own device.

Go back in to Files and then Account. Select the Switch License option
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From the next screen select use a different account
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Hello Albert, let's check your account

Select the Sign in or create account option
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Sign in to get started with Word

/' Use your work, school, or personal Microsoft account information m @

/' Create and collaborate with Word, Excel, PowerPoint, and Outlook

' Save and share documents across devices with OneDrive cloud
i ﬂ i .
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Close Word
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The activate office screen requires your Fife Council computer log in details. If you are not sure
what your username is, it will look like your Glow username, but your password is 6 random letters.
When you are entering your username, add @edu.fife.sch.uk:
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Account

Enter your password, this is also the one you use for logging into Council computers. It should be 6
letters long.

When you are asked to sign in to all your apps, select OK. This will add the account to the other
desktop apps such as Excel and PowerPoint.
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. This wil reduce the number of times you are asked to login.

No, sign In to this app only

Select Done



You're all ready!

We've added your account successfully. You now have access to your organisation’s
apps and services.
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