Download Microsoft Office using the download tool available in the Glow Launchpad:
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Open Word and choose Sign in
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First begin by signing in with your Fife Council account. Do NOT log in with your glow account,
as this will not be able to licence the use of the applications. This would allow you to open
documents, but not edit them. Your Fife Council account will allow you to open and edit
documents. You can add access to your Glow account at a later stage.

Sign in to verify your
subscription

Please sign in with the account you use
for Microsoft 365.

Your Fife council account is the one used to sign into a school computer. The email address for
this account uses the same username as your glow account, but the domain is different.
Instead of “@glow.sch.uk”, you will use “@edu.fife.sch.uk”. You should only need to use this
once.

Please note that the email function for this account is disabled, so this address can be used to
sign in, but you will not be able to send and receive emails using it. You should continue to use
your Glow email for messaging staff and other pupils.
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Your password is the same one used to log onto a school computer. It should be 6 letters long.
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Albert.Einstein@edu.fife.sch.uk
Enter password

Forgotten my password

Sign in with another account

Do not attempt to login unless autharised to do so
by Fife Council.

Terms of use  Privacy & cookies

Click Done once you have reviewed the Privacy Agreement
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Thanks for using Office! We've made some updates 1o the privacy
settings of Word, Excel, PowerPoint, Outlook and OneNote 1o give you
more control. Your arganisation's admin alios you to use several cloud~
backed seruices. You get to decide whethar you Use these services.

003l cloud-bagked services are provided o you under tha
fuicrosoft Sorvices Agrooment.

To adjust these privacy settings, open your Frivacy Freferences.




Once you have done this process you shoud be able to open and edit blank documents in Word,
Excel, Powerpoint and other desktop applications.

Once this is done you will need to access your Glow account in order to open and save files
directly to your OneDrive. This is done as a connected service. In the Word Menu, select
services:
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You will be given the option to add a connected service. Select OneDrive for Business:
o Add a Service
Connected Accounts

a OneDrive - Glow Scotland

a SharePoint > (

Add Storage Account
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Add your personal account
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You will then be asked to sign in again:
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At this point enter your Glow email address, which has the domain “@glow.sch.uk”. You will be

asked to enter your password as before, this will be the password you use when signing into the
Glow site.
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Do not attempt to login unless authorised to do so
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Once you have completed this process, you will find your Glow OneDrive by clicking on your
profile image:
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You should now be able to open documents from your OneDrive, and also save directly to it.



