
Office 365 Portal Student Login Instruction 

On a Desktop Computer 

1. First you must consider what browser you are using. In-district it appears that Internet Explorer is the 

browser of choice. We have seen issues using Chrome. This will also be important for the students using 

MS 365 at home. On an Apple Safari seems to be issue free.  

A. An issue at home may come up due to parental controls of the home computer. If the parent logs in 

to the computer MS 365 may try to use the login name and the student login may not work unless 

the student is able to use the “switch accounts link.” 

 

2. We have seen 100% success using https://login.microsoftonline.com.  The other choice would be 

portal.microsoftonline.com.  

 

3. Login address will be jdoe123@obps.org.  This is the student’s regular computer login. 

 

4. An authentication required screen will appear.  Enter your login address and password. 

 

 

 

 

 

 

https://login.microsoftonline.com/
mailto:jdoe123@obps.org.


 

5. When the student logins in for the first time it will bring up an MS365 Web App page that asks them to 

choose the time zone (eastern US/Canada) and save.  

 

6. The next step should directly open the student email in Outlook. Here students will send and receive 

email that is restricted just to in-district access. (Yahoo, G-mail, etc will not be given access to or from 

the MS 365 system).  

 

 

7. The next area available to students is the MS 365 Office portion. The students can access this by clicking 

on the OneDrive icon in the blue task bar at the top of the Outlook page.  

 

 



 

 

 

8. When One Drive opens students will click on “NEW” and a list of the MS Office applications will open for 

them.  

 

 

 

9. This Office feature is about 90% of the full desktop MS Office.  When saving in this version it will go to 

the cloud unless the student also specifies saving to the P-drive which will allow the document to be 

saved in both places. By far the most important aspect of this system is the fact that students are able to 

work on school created documents at home using the cloud version of MS Office. Documents can be 

shared with other students and teachers alike. 

Minimum Operating Specifications 

For the best experience using Office 365, it is recommended that you always use the latest browsers, Office 

clients, and apps.  It is also recommended that you install software updates when they become available. 

Office 365 is designed to work with the following software: 

 The current or immediately previous version of Internet Explorer, Firefox, or the latest version of Safari. 

o Internet Explorer Versions 10 or 11 

o Firefox Versions 33.1 or 31.2.0esr 

o Safari 8 

Please note:  Although MS 365 documentation states that MS 365 will work with the current version 

of Chrome, we have experienced difficulty in logging into MS 365 with Chrome. 

Office 365 provides access to Word, PowerPoint, Excel and Outlook in a cloud-based environment.  Although MS 

365 was designed for the latest version of Office, some new features may not function correctly with legacy 

versions of Microsoft Office. 

 


