
How to access your emails using Office365 

 
 

 

 
 

Open your browser (Edge/Safari/Firefox).  
Go to https://portal.office.com 
 
When the sign box appears enter your school 
email address eg: 
firstname.secondname@qka.education. 
 

 

 
 

Now enter your school password (the one you 
use to log into the school computers). 
 

 
 

 
 

Click “Yes” in the next window. 
This will sign you into Office365. 

 

https://portal.office.com/
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On the left hand side of your screen click this 
icon. 
This will open Outlook (the Office365 email 
app). 
 

 

 
 

 
 
Click the Inbox option to access your emails.  

 

 

 

 

 


