
First time logging into Office 365 

 

-Navigate to https://login.microsoftonline.com/ 

 

-You will see a screen like the one above.  Enter the username in the following format: 

   LLLLLFMMDD@lansingschools.net 

LLLLL = first five letters of your last name. If you do not have 5 letters, replace 

the missing letters with “_” 

F = the first letter of your first name 

MM = the month of your birth, including the leading zero 

DD = the day of your birth, including the leading zero 

-Enter the password in the following format: 

   pass##### 

   ##### = your 5 digit employee number found on your paychecks 

  



 

-On this next screen, you will be required to enter a new password.  Microsoft has certain requirements 

for the password that can be displayed by moving your mouse over the “New Password” field.(as shown 

above) 

-Click Save once filled out. 

 

-You are now logged into Office 365.  Click on “Start Here” to learn about the features, or click on 

“Inbox”, found under “Outlook” to get started. 


