
Microsoft 365 Access for Students 

Dear Students, 

At AIA Kellyville you are entitled to use the full Microsoft Office 365 suite of products whilst you are a student at our 
school from Year 6 to 12, 

Please see instructions below on setting up your account for the first time. 

Step 1 – Open your browser, visit https://office.com , and click “Sign in” 

 

Step 2 - Enter your school student email address, click Next: 

 

 

 

https://office.com/


Step 3 – Since you are new and do not have a password, click “Forgot my password” 

Step 4 – Enter your email, and the characters like below and click Next 



Step 5 – Click Email to receive an email with a verification code in your school student Gmail account 

Step 6 – Copy the code that you received 



Step 7 - Paste the code into the field like the example below, and click Next: 

 

Step 8 – Now create a new strong password, and after it’s been reset, follow the instructions to continue 

 

 



Step 9 - Enter your new password, and click Sign in. Congratulations, you are now signed in! 

 

Step 10 – Once signed in, you can click as shown to Install Microsoft Office or use Office online. 

 

 

Thank you! 

 

IT Department, 

AIA Kellyville 


