Accessing the OasisZone
when not on the Oasis Network

IT Services

Accessing the OasisZone
To access the OasisZone from home, or when not on the Oasis network, you will require:

e Internet access.
e A computer (PC / Mac), laptop, tablet or smartphone.

The OasisZone can be accessed using a web browser (@ € € 2 @).

& Google % + .
Open your web browser and in your
C {t @ bttpy/portaloffice.com address bar type:
st S Mite/portalofficecom et N{tp://portal.office.com
Q. http://portal.office.ccom - Google Search Press enter.
=. Sign in to your account x -+ - B =

& C {Y & loginmicosoftonlinecom/com.. @ + B | @

Enter your Oasis username (this will usually be the -
same as your Oasis email address e.g. B® Microsoft

john.smith@oasishadley.org).
Sign in

> john.smith@oasishadley.org

Mo account? Create one!
Can't access your account?

Sign-in options

Select ‘Next’.

> Next

@ Signin x  + = (m] X

< C {) & stsoasisitorg/adfs/ls/client-request-id=0764d31c-1327-4347-b7e8-52690d2c623f8wa=wsignin10.. @& v W @ :

Sign in with your organizational account

john.smith@oasishadley.org

[password < § Enter your Oasis password.

< Select Sign in.

Sign-in using your Qasis email address and password
(example: John.Smith@oasisuk.org)
Forgot your password?

Mar 2020 Accessing The OasisZone (Students) v1.0 Page 1


http://portal.office.com/

OasisZone Applications
Once your identity has been confirmed, you will be taken to the home page where your OasisZone
applications will be shown:

Click the waffle E

icon to switch been
OasisZone
applications.

To see your
personal files you
have saved online

0 Microsoft Office Home

Cc O

X

-
e

8 office.com/?auth=2

Office 365

Good morning

click OneDirive.

To create a new
document, click
Start new.

To get access to
your emails and

calendar click
Outlook.

To use any Office
application online

through a web
browser (e.g.
Word) click the
application you
require.

1l ,+ & e m &
Start new QOutlook OneDrive Word Excel
» ‘l o a
. Class
SharePoint Teams Notebook Swiay Fofms
Recent Pinned Shared with me Discover
™  Document1
m ‘ John Smith’s OneDrive for Business » ... » Docu.. 4

Install Office

B @i

PowerPoint OneNote
Planner All apps
T =

W H £+ 7 N4

To view Office documents you have recently used see this section.

Downloading Office 365 to a personal device
Office 365 (Outlook, Word, Excel...etc.) is available to download to your PC, laptop and mobile device. You
up to 5 PCs or Macs, 5 tablets, and 5 smartphones.

can install Office on

Office 365

To download Office 365,
| from the home page
(http://portal.office.com),
select Install Office

* Select Office 365 apps.

Good morning Install Office
Office 365 apps I
i Includes Outlook, OneDrive for Business,
| ﬁ 0 m Word, Excel, PowerPoint, and more.
Other install opti
Start new Outlook OneDrive Word = m.s =l options .
—>  Select a different language or install other
apps available with your subscription.
[
s @i Ng s S EL B >
) Class
SharePoint Teams Notebook Sway Forms Planner All apps
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& C { & portaloffice.com/account# * B 0 :

A file will be downloaded. Follow the
instructions to begin installing.

U Setup. - Yes
S———

- ] Office

© Click Open @ Say "yes @ Stay online

Click the Setup file at the bottom of the Click Yes to start installing Downloading all of Office might take a

v

) SetupX6den-us O..exe A Show all X

PowerPoint 2016
From a windows PC or laptop,
applications you have downloaded - Publither 2016
such as PowerPoint can be found by
selecting the windows [[]icon.

9

Google Chrome

Settifgs

Skypj: for Business 2016

Scroll up or down in alphabetical order
to find the application.

Data Protection Alert!
Remember not to save any Oasis information to a personal device - better to use OneDrive or

SharePoint site as appropriate.

Should you require additional help and support with accessing the OasisZone please contact the Oasis IT
Service Desk on 020 7921 4330 or servicedesk@oasisuk.org.
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