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Creating Microsoft and Google Accounts
If school staff already have a valid Microsoft or Google account, they can use
these account details to Sign in.
If they do not have a valid Microsoft or Google Account, use the following
instructions to create one.
Staff can also use their own unique Facebook or Twitter accounts to Sign in.

Creating a Google Account
Instructions for how to set up a Google Account are available directly from
Google (https://support.google.com/accounts/answer/27441?hl=en).

Creating a Microsoft Account
Instructions for how to set up a Microsoft Account are available directly from
Microsoft
(http://windows.microsoft.com/en-GB/windows-live/sign-up-create-account
-how).

Linking a school email address to a Microsoft or Google Account
How to register your email address to create a Google account
If a new Google account is needed, this can be created quickly and for free.
Instructions for how to set up a Google account are available directly from
Google (https://support.google.com/accounts/answer/27441?hl=en).
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1.

In a Web browser, navigate to the Google Account website
(https://accounts.google.com/signup).

2.

To use your current email address, e.g. john.smith@greenabbey.sch.uk, click
the I prefer to use my current email address link.

3.

Complete the form. You can use your existing password, if required.

4.

Click the Next step button and follow the on-screen instructions.

How to register your email address to create a Microsoft account
If a new Microsoft account is needed, this can be created quickly and for free.
Instructions for how to set up a Microsoft account are available directly from
Microsoft
(http://windows.microsoft.com/en-GB/windows-live/sign-up-create-account
-how).
1.

2

In a Web browser, navigate to the Microsoft Live website
(https://signup.live.com).
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2.

Use your current email address, e.g. john.smith@greenabbey.sch.uk, and
complete the form. You can use your existing password, if required.

IMPORTANT NOTE: After signing up, Microsoft will send an email with a link
to verify your user name. You must verify the link Microsoft send to you
before your Microsoft account is activated. Once the Microsoft account has
been created and verified, it can be used to Sign in.

Using an Office 365 Account to Sign in
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1.

On the right-hand side of the Login page, click the Configure Office 365 link
to display the Office 365 Configuration page.

2.

If you are the global administrator of the school's Office 365 account, click the
Grant Consent button.

3.

Enter your Office 365 Global Administrator account details then click the Sign
in button.
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4.

When prompted, click the Accept button.

5.

Click the Continue with Registration button.
IMPORTANT NOTE: If you are not the not the Global Administrator of the
school's Office 356 account, then enter the email of address of your
Administrator and click the Send Email button. Your administrator will then
receive an email that contains a link, enabling consent to be granted.
You should ask your administrator to click the Associate Office 365 with
SIMS link in the email to grant consent.
The Azure Active Directory login screen will then be displayed, where they
can sign in using their Office 365 Global Administrator account details.

6.

Click the Sign in with Office 365 link on the Login page to sign in.
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