
Using your Laredo ISD Office 365 
account
Email, One Drive for Business, Word, Excel, OneNote & PowerPoint online



Accessing your Office 365 
account

1. To access your Office 365 
account go to the Cigarroa 
High school home page at 
http://cigarroahs.elisd.org.

2. Once there click on the 
STUDENTS menu 

3. Then click on Classlink for 
Students.

http://cigarroahs.elisd.org/
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account

4. Enter your username just 
like for logging into your 
computer.

5. Enter your password just 
like logging into your 
computer.

6. Next click on the Sign In 
button.



Accessing your Office 365 
account

7. Click on Office 365 Tools.

8. Click on Web Mail.

9. If a message pops up about 
installing an extension allow 
the extension to be installed.
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10. Pane listing all emails in the 
folder selected. Inbox has a 
Focused and Other tab to 
separate important emails.

11. Reading pane, will show the 
contents of any selected 
email.

12. The image of the 9 small 
squares is called the app 
launcher. This will show you 
the online apps that you can 
use.
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13. Once you click on the App 
Launcher you will see all the 
apps available to your log in. 
Click on OneDrive.
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14. This shows the files you have 
uploaded to your OneDrive.

15. Will show the most recent files you 
have accessed on your OneDrive.

16. Shows the files that other people have 
shared with you from their OneDrive.

17. This shows files you have deleted that 
can be recovered.

18. You have 1 terabyte of space to store 
files on your OneDrive account. If 
you save your files here. You can 
access from any computer with 
internet.
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19. Once you have activated 
your OneDrive for Business 
app a folder on your 
computer will be made that 
will sync to your OneDrive 
Online.

20. Any file saved to this folder 
will be automatically 
uploaded to your OneDrive 
when ever you are connected 
to the internet. Any changes 
will automatically be 
uploaded and saved.


