
LEARNING @ HOME USING OFFICE 365

• Daily Expectations for all Tynecastle students are:
• Register

• Check school e-mail through Office 365

• Check work posted on Microsoft Teams, iTunes U, OneNote or e-mails

• Some of you may be unsure about how to check your e-mails, so we 
have put together a short guide to help you with this



LOGGING IN TO OFFICE 365 USING THE SCHOOL 
WEBSITE

1. Open Google Chrome or Mozilla Firefox
2. Type in ‘Tynecastle High School’ to the 

search bar – click on the hit for the school 
website

3. Scroll to the bottom of the page until you see 
the logo for ‘Office 365 Login’



LOGGING IN TO OFFICE 365

1. When you click on the Office 365 
Login you will be directed to a
Login in page which requests your 
user name and password

2. Your user name and password is 
the same as the one you use to 
log in to any PC when you are in 
school

3. If you have forgotten your 
username or password please e-
mail:  
admin@tynecastle.edin.sch.uk

mailto:admin@tynecastle.edin.sch.uk


USING E-MAIL IN OFFICE365 (OUTLOOK)

• Your school e-mail is in the Outlook app within O365.

• Once you have logged into O365, click on the Outlook icon to read and reply to e-
mails. 



USING E-MAIL IN OFFICE365 (OUTLOOK)

• The left hand side of your screen shows the 
different areas in your e-mail. The three areas 
that are most important are the inbox, sent 
items & deleted items.

• Inbox contains all the e-mails that you have 
received from other people

• Sent items contain all the e-mails that you have 
sent to other people

• Deleted items contain e-mails from your inbox 
or sent items that you no longer need, and have 
been deleted



To Field:  Type in the name of the person you want to send 

and e-mail to

Subject Field:  In a few short words – what is your e-mail about?

Message (Body):  This is the message that you want to send.  

The message body must include: 

Hi

The message

Thanks

Send Button:  Click the button to send your e-mail

Attachment Button:  If you want to attach a document then click 

on the paper clip to attach your file




