
How to sign up for an Office 365 account 

Go to www.office.com/getoffice365 

Click on the Teachers tab and then click “Find out if you’re 

eligible”. 

Enter your Hays CISD email address in the box and click Sign 

Up. You can use your First Class account (@hayscisd.net) or 

you can use your HCISD Google account (@g.hayscisd.net) 

 

 

 

Check your school email (the 

account that you used above) for an email from 

Office365@email.microsoftonline.com, the subject of the 

email should be “Time to complete Office 365 Education 

signup”.  In the email, click on the link Complete Office 365 

Education Signup. 

 

 

 

 

Fill out the information on the “One last thing…” 

screen: 

Your password needs to be between 8 and 16 

characters and must contain 3 of the following: 

●​ Uppercase letter 

●​ Lowercase letter 

●​ Number 

●​ Symbol 

 

Click “Start” at the bottom of the screen to move to 

the next step. 

When you get to the Office 365 home page 

(https://portal.office.com/Home), you can 

sign in and then move on to installing the 

programs to your computer. 

http://www.office.com/getoffice365
mailto:Office365@email.microsoftonline.com


 When installing programs on a Windows computer, tablet, or phone (Window OS), pay attention to the items that are 

checked. If you do NOT want to make Bing your search engine or you do NOT want to make MSN your homepage, take 

the check off before you click “install now”. 

 If you are working on a Mac computer (iOS.X), be sure to go to the Office for Mac page to download the correct program 

for your Mac.  

If you are installing on an iPad or iPhone, you will need to go to ITunes to install the MS Office Apps. After the App is 

installed, you will be asked to login with your Microsoft login that you created above. Once you do this, the App will be 

licensed on your device. 

If you are on an Android tablet or phone, you will need to use the Google App Store to install the office products and 

then login with your Microsoft login. Once you do this, the App will be licensed on your device. 

Click on “Office on your devices” (http://products.office.com/en-us/mobile/office-ipad) to get more information about 

installing Office programs on an iPad and scroll down to the bottom of the screen to get information about other devices 

and computers. 

 

Last note: Beware of additional software bundled programs that might pop-up during the installation process. 

Carefully read each screen before you click to continue.  Be sure to UNCHECK any additional software that you DO NOT 

want to install before downloading your intended program.  

 

If you have any questions, please send an email to Kris Peterson at petersonk@hayscisd.net. 

http://products.office.com/en-us/mobile/office-ipad

