
STUDENTS:  
How to open your Office 365 Account  

(includes email) 
 

1. Open an internet browser, such as Safari, Explorer, Edge, Chrome, or Firefox.  
 
2. Go to https://login.microsoftonline.com/ (or search for “Office 365 login BWDSB”).  
 
3. When the page opens, bookmark this page on your device for future use. J  
 
4. LOGIN:  

a. Your O365 email address is your 4+3+3 login + “@bwdsb.on.ca” at the end 
b. Your 4+3+3 computer login is the first 4 letters of your last name, the first 3 letters of your first 

name, and the last 3 digits of your student number  
c. Ex. Charlie Brown, student number 123-456-789 
d. School computer login is browcha789 
e. Email address is browcha789@bwdsb.on.ca 

 
5. PASSWORD 

a. Your O365 password is the same as your school computer login password.  
b. If you don’t know your password, or if you need it reset, let your teacher know when s/he contacts 

you. Every teacher can reset students’ passwords.   
 
6. When O365 opens, you can click on the following: 

a. Outlook (this is your student email) 
b. Word 
c. Excel 
d. PowerPoint 
e. Forms (your teachers may use it for quizzes or surveys) 
f. OneNote 
g. OneDrive 
h. Teams (but you will need to download the Teams app before you can use video conferencing) 

 
7. To email your teacher, you must use your O365 student email account.  

a. Open Outlook. 
b. Click “New Message.” 
c. In the “To” field, type your teacher’s last name.  
d. This will bring up the names of different people inside the BWDSB organization. 

i. For example, typing “bro” will bring up Mr. Brookshaw and Ms. Brooks, as well as students 
with the last name Brown.  

ii. For example, typing “car” will bring up Mr. Carr and Mr. Carmichael, etc.  
e. Click on the person you want to email.  

 
8. If your parents need to email your teacher  

a. Each BWDSB staff member’s email address is in the format firstname_lastname@bwdsb.on.ca (yes, 
that’s an underscore between “firstname” and “lastname”).  

b. Need the correct spelling of a teacher’s name? Visit the school website at https://osdss.bwdsb.on.ca 
and click on “Staff Directory.” 


