
Learning Apps in
The Microsoft Store

Work Online with 
Office 365

Windows 10
Basics

1. Microphones
2. Camera
3. Camera 

Status Light
4. Speakers
5. Security 

Cable Slot
6. Power 

Button
7. USB 3 Port

14. Touchpad
15. USB 3 Port
16. HDMI Port
17. RJ45 Network Port
18. Power Connector Port

QUICK TIP!YOU CAN ADD MORE FILE STORAGE TO YOUR DEVICE WITH AN SD CARD.

QUICK TIP!

RUN WINDOWS 

UPDATES TO KEEP 

YOUR DEVICE 

RUNNING WELL.

QUICK TIP!

SCREEN FOLDS OUT 

FLAT, BUT DO NOT 

TRY TO BEND IT ANY 

FARTHER.

1 Turn it on
If it freezes, hold the 
power button for 10 
seconds to reboot.

2 Log in

3 Start Menu

Before you take it home!

User name:  
student ID
password:  
8-digit birthdate

SAMPLE:
610045682

12252005

On your keyboard—or on screen—press, touch, or click the Windows 
Key to see the START menu.

If you do not see an app you want, use “All apps,” or type 
the name of the app into the Cortana search box.

Your device is loaded with powerful learning tools. Use 
Microsoft Edge to visit mantecausd.net for internet learning tools.

Log-in to Learn!
In order to access more MUSD learning apps, you will need 
to log into the Microsoft Store with your district student 

account.
1. Use the Account icon to Sign in.
2. Choose “Work or school account.”
3. Download your MUSD apps!

USERNAME: student email 
PASSWORD: birthdate

Office 365 gives you the tools and resources 
you need to create and share files from 
anywhere on-line. 

Work together with your classmates on the same 
file at the same time! More than a dozen powerful 
on-line apps are ready to help you learn.

Go to 
portal.office.com 
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2 Dell Latitude 3160
Student Device

1

8. SD-Card 
Reader

9. Audio-
Connector

10. Power Light
11. Wireless 

Light
12. Battery Light
13. Hard  Drive 

Light

QUICK TIP!

CORTANA CAN FIND 

THINGS ON-LINE, AND 

SEARCH YOUR FILES 

FOR YOU TOO!

App 
Launcher

Active 
App 
Name

Click the “student email” link to get to Office 
365 and access your on-line Apps.

By working and saving in the cloud, your files 
are available from any on-line device—even 
from a smart phone!

Microsoft provides 1,000 GB of on-line storage 
for all  your learning needs.
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Save to your OneDrive!

Please DO NOT use the physical Power But-
ton to Shut Down your device. Use the Power 
icon on the START screen. 

Touch, or click with your touchpad:

1. The Windows Icon
2. The Power Icon
3. Shut Down
4. Always shut down if you won’t be 

using it for more than 30 minutes!
5. Gently press the Power Button to wake 

from sleep.

1. heat
2. magnets
3. direct sun

4. water
5. crushing
6. dropping

Be a Good  
Digital Citizen

Take Care of  
Your Device

4 Action Center

5 Tool Bars

Setup Desktop Email
For most adults, email is their main tool for work 
communication. As a student, you need to check 
your email every day.

Your teacher, your school, and the district will use 
your email to communicate with you.

Your email address is your student number@musd.net, for example, if my student 
number was 610045682, then my email address would be 610045682@musd.net 

Your password is your 8-digit birth date.

Setup the Mail app, or for advanced features, setup Outlook 2016. Best of all, 
Outlook also has a calendar program to help you stay organized.

1. The first time you run Outlook, it will detect your student email address for 
you automatically.

2. Enter your student password.

3. You are now ready to connect to OneNote 
Class Notebook links and other information!

1. One group member creates the file.

2. That group member shares the file with the other group members. 

3. They click on the email link they receive.

4. Everyone edits the file together.

5. Example: Each person could work on a different slide—in the same 
presentation—at the same time!

Work on files Together!

Avoid:

1 2 3

4 5 6

Be a Good Digital Citizen
Keep your device charged!
1. Plug it in AT HOME daily so you are ready to learn!
2. NEVER let your device get below 10%. 
3. Shut it down instead of letting the device die.
4. Close apps that you are not actively using.
5. Adjust screen brightness to a lower setting.

WARNING!

IF YOUR  DEVICE DIES, 

A DST WILL HAVE TO 

RESET YOUR CLOCK 

FOR YOUR DEVICE TO 

FUNCTION  

NORMALLY!

How to Shut Down and  Sleep

1

2

3

Swipe in from the side 
of your bezel, or use 
the on screen icon, for 
the Action Center.

Adjust your screen 
brightness, turn 
on battery saver, 
or quickly turn off 
Bluetooth.

You can also try out 
Tablet Mode or visit 
All Settings to check if 
you need a Windows  
Software Update.

Many types of tool bars 
can help you quickly make 
changes to your device.

Be sure to check your battery level 
as you work and learn.

You may need to lower your screen 
brightness or turn on the battery 
saver. 

Charge your device each night!

The on screen 
Action Center icon.The Battery 

Level icon.

Screen 
Brightness

1. Add a Place.
2. Choose OneDrive
3. Sign in with Student Email
4. Now, OneDrive will be a save option 

for you from every Office 2016 app.
5. Work with someone else on the same 

file, from the desktop OR on-line!
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