
Outlook / office 365 guide 

 
Open internet explorer to bring up your learner portal. 

Click on the office 365 button. 

 

 

The 365 button will take you to the Microsoft site which 

is asking for login information. 

 

 

 

Sign in using your email address (your student number 

followed by @ newdur.ac.uk. E.G.  

12345678@newdur.ac.uk) and password which is used 

to log you into your college account. 

 

 

Once signed in a list of Microsoft services will be shown. You can use any of these 

services by clicking on the relevant tile. 

 

 
 

 

If you require access to office 365 without the use of the intranet follow the URL 

listed below. 

 

 

https://portal.office.com/ 

 

 

Follow the same steps to log in using your student email (12345678@newdur.ac.uk) 

followed by your password used to log you in at college. 

 

 

https://portal.office.com/


You can now access your desired Microsoft services.  

 

 




