
	
	
Students	should	start	on	the	Don	Lugo	Home	Page.	Here,	they	can	setup	their	office	365,	as	well	
as,	their	Class	Link	where	all	of	their	available	apps/	are.	
	
	
	
Step	1:	Click	on	the	Students	Tab	and	then	on	Office	365	Portal	for	Students	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



	
	
Step	2:	Click	on	the	Acceptable	Use	Information	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

Step	3:	Click	on	the	Read	Acceptable	Use	Policy	

	
	
	



	
Step	4:	Read	and	scroll	to	the	bottom	

	
	
	
Step	5:	Fill	Out	The	Form	(This	is	the	new	step)	

	
	
	
	



	
	
	
Step	6:	Submit	the	Form	

	
	
Step	7:	Now,	you	can	click	on	the	Microsoft	Office	link	and	it	will	be	activated	for	you.		

	
	
	



	
	
	
Step	8:	After	clicking	on	the	link,	it	should	open	up	the	student’s	outlook.	There	may	be	one	
other	step	that	happens	before	this	screen	or	after	this	screen	and	that	is	to	ask	what	time	zone	
you	are	in.	The	answer	is	PST	(Pacific	Standard	Time)	

	
	
Step	9:	Return	to	the	Don	Lugo	Homepage	to	setup	Classlink	and	make	sure	EVERYTHING	is	
working	and	available	to	you.	
	
Step	10:	Click	on	the	Students	Tab	then	click	on	Class	Link	Access	
	

	
	
	
	
	
	
	
	



	
	
Step	11:	Login	with	your	typical	district	network	username	and	network	password	like	you	do	
when	you	are	testing	or	in	your	computer	lab.	

	
	
	
Step	12:	You	want	to	ADD	your	new	Outlook	access	to	all	the	apps	you	have	access	to.	Take	a	
look.		

	
	



	
Step	13:	Add	an	app.	Click	on	the	(+)	sign.	

	
	
Step	14:	Type	OUTLOOK	and	click	on	the	app	when	it	comes	up.	
	

	
	
	
	



	
Step:	15:	Click	ADD		

	
	
Step	16:	Check	to	make	sure	it’s	there.	

	
	
NOW	EVERYTHING	IS	ALL	SETUP	TO	SEND	AND	RECEIVE	EMAILS.	REMEMBER	STUDENTS	DO	
NOT	HAVE	GMAIL	ACCOUNTS	WITH	THEIR	OUTLOOK	DRIVEN	STUDENT	CREDENTIALS	
@stu.chino.k12.ca.us	



	
	
	


