
Install Office 365 Apps 
 
Open the Play Store by clicking the Launcher icon in the bottom left-hand corner and then click the 
Play Store icon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the Microsoft app you wish to Install such as Word and PowerPoint > click install 

Launcher Play Store 



Sign into Satchel One 
 
Sign into Satchel One using the Office 365 option > sign in using school email 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Opening Docs in Satchel One 
 
Click the download option of the Homework you wish to complete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After clicking the download option, for instance if it is a docx document this will then open in a new 
tab in Google Docs > Choose the download option at the top right of the screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



One you click download a pop up will appear on the bottom right-hand side > click the Show in 
Folder option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will then open Files where downloads are stored 
 
  
  



Then if you “Right Click” using TWO FINGERS (Forefinger and middle finger)  
 
This will then give you a menu that you need to choose the option OPEN WITH and choose WORD 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will then open the document in Word. You will need to sign in to edit the document. This will be 
using your school credentials (school email and password) 
 
  



Next choose the Sign in option 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Next enter your school username and password.  

  



Save a copy  
 

 

 

 

 

 

 

 

 

 

 

 

I would suggest saving a copy to your OneDrive as this will allow you to access the document on any 
device 
 

 
  



Popular shortcuts 
• Take a screenshot: Press Ctrl + Show windows  

• Take a partial screenshot: Press Shift + Ctrl + Show windows  , then click and drag. 

• Take a screenshot on tablets: Press Power button + Volume down button. 

• Turn Caps lock on or off: Press Search  + Alt. Or press Launcher  + Alt. 

• Lock your screen: Press Search  + L. Or press Launcher  + L. 

• Sign out of your Google Account: Press Shift + Ctrl + q (twice). 

• See all keyboard shortcuts: Press Ctrl + Alt + / (forward slash). 

 


